RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. M-160

Page 1 of 5

Agency

City of Frederick - Department of Public Works

Division/Unit
General Services

Item No Description Retention
General records for all DPW departments — first three pages

1 Bids and submittals Retain for 3 years after bid is
granted, then destroy.

2 Budget information Retain for 3 years then destroy.

3 Calendars Retain for 3 years, then destroy.

4 Capital improvement project Retain until project is complete,
plus 3 years and until all audit
requirements have been met,
then destroy.

5 Check requests/requisitions Retain for 1 year, then destroy.

6 Complaints (except for Water/Sewer — Lights) Retain until complaint is

. resolved, plus 3 years, then
' destroy.

7 Contract/agreements Retain for contract/agreement
life, plus 4 years, then destroy.

8 Correspondence Equipment/Materials Retain life of ownership of
equipment, plus 4 years if
contract or agreement is
contained in file, then destroy.

9 Job Descriptions Retain until updated or

superceded, then destroy.

Approved by Department, Agency or Division Representative

Date

December 6, 2001

S v Stq_;pxm | ,
ignature 2;:Q & Z :39531

Type Name Eva Simpson

Title

DPW Administrative Assistant

Schedule Authorized by State Archivist
JAN 0 8 2002
Date

gt rad . 7L
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Item No

Description

Retention

10

11

12

13

14

15

16

Job Interviews

Job Reports (for billing)

Manuals including Procedures, Accruals, Personnel Policies
and Procedures, Operations, Safety

Minutes

MSDS

Payroll

Personnel

Retain for 1 year not hired for
jobs of a permanent nature, then
destroy. Retain for 90 days for a
job of a temporary nature, then
destroy. Retain for 2 years for a
job involving Federal contracts,
then destroy.

Retain for 2 years, then destroy.

Retain until updated or
superseded, then destroy.

Original committee minutes —
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 copies
for five years, then destroy.

Retain for 40 years after
discontinued use of the specific
chemical, then destroy.

Retain for 3 years, then destroy.

Transfer originals to Department
Administrative Support until
employee terminates, then
transfer file immediately to
Department Administrative
Support who will forward to the
Human Resources Department.
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Item No

Description

Retention

17

18

19

20

21

22

23

24

Projects

Purchase orders

Reference manuals

Special events

Telephone use report
Timesheets

Vehicle information

Work orders (except for Water & Sewer)

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for 1 year, then destroy.

Retain 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.

Retain for 1 year, then destroy.
Retain for 3 years, then destroy
Retain life of ownership of
vehicle, then destroy.
Transferred vehicle — transfer

file to new department.

Retain until work is completed,
plus 1 year, then destroy.
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Item No

Description

Retention

25

26

27

28

29

30

31

Division Chief — Correspondence

Division Chief — for affecting service changes

Internal Reference Documents — phone list, beeper list,
organizational charts

Tech Systems Coordinator — Hansen Software and
Implementation

Tech Sys Coordinator — Hansen Files Software Implementation

Alphabetic files — Pager information, Parking information,
Awards, Mission Statement

Operator Radio and Telephone Logs

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

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

| Retain permanently any material

that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain until updated or
superseded, then destroy

Retain system life, plus 5 years,
then destroy.

Retain system life, plus 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 3 years, then destroy




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. M-160

(CONTINUATION SHEET) Page 5  of 5
lléte’m Description Retention
General Services, Sanitation Unit:

32 Sanitation - Landfill Records Retain 3 years and until all audit
requirements have been met,
then destroy

33 Trash violations Retain until resolved, plus 3
years and until all audit
requirements have been met,
then destroy.

General Services, Vehicle Equipment Maintenance Unit:

34 Mechanic Shop — Vehicle equipment and maintenance Retain vehicle and equipment
life, then destroy. If file
contains contract or agreement,
retain 4 years after end of
vehicle/equipment ownership,
then destroy.

35 Mechanic Shop — MSDS Sheets _ Retain 40 years, then destroy

36 Mechanic Shop — Requisition forms Retain 1 year, then destroy

37 Mechanic Shop — Personnel Records Retain until employee leaves,

then transfer to Department of
Administrative Support




RECORDS INVENTORY D ECEIVE

- THE CITY OF FREDERICK
e e i S | PRS- oriE ]
(PENVERQ L NERVCES
Frederick, Maryland 21701
1. Position 2. Division
DOIViSIgN CHlEF G EVEZAT_ SERZVICES

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

&//%/G/Zﬁé/léﬁ éﬁimw

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

("ammmwz;?{ai\ s Lebreen ﬂ@a«fw ¢ ol
ovle— @ﬂa«?’mﬁ @7 el @ Cos A ers /
and vendocs '

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
%’ Letter Size 01 Microfilm DAlphabetical ﬁFile Drawer(s)
0 Microfilm Reei(s)
3 Legal Size OComputer Tape ONumerical O Computer Tape(s)
Number [ Other (specify)
[ Bound Book %Floppy Disk OChronological
O Audio Tape O Video Tape OGeographical 10. Approximate Annual
Accumulation
NOther (specify) ﬁ Other (specify) JXFile Drawer(s)

1 Microfilm Reel(s)

Zﬁﬂfd. decrd (LG / 3 Computer Tape(s)

Number [ Other (specify

11. File is Used 12. File Becomes Inactive After

ODaily WWeekly TOMonthly l 0 Month(s) ﬁ Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

(If yes, specify agency or Office)
A7, ~ 7

OV tuier oréice ve e
15. Access Restrictions [J Yes No 16. Audit Requirements

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

MNone {J State O Federal (1 Independent

17. Is an Index System Used? 18. Recommended Retention < A a’&ﬁ - -
f /%M"/‘éw )

(If yes, explain briefly and describe any hardware/software)
0 Yes ﬁNo -

19. Name and Title of Preparer 20. Telephone Number 21. Date l@ /m

L Lhillncom 301 &% - 120 12/ifed




RECORDS INVENTORY D ECEIV =

- THE CITY OF FREDERICK

. o .
Unstructions - Type or print a separate form Department of “ @EE % oF_{
for each new or revised record series. p v ébl L Lo s i

Béotda . SERVLCES g )
Frederick, Maryland 21701
1. Position 2. Division
DIVISIUN cHiec CPENErs— Sz icEg

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 S. Earliest Year/Latest Year

Vs imesn 25 1 prast-|'

cription (Briefly describe the types of information/documents/forms found in the series.
ose or function of the series.)

w 7& é‘%&/yz\ Secrvice
044 15¢4 .

[7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
Metter Size 3 Microfilm O Alphabetical ﬁFile Drawer(s)
Q O Microfilm Reel(s)
O Legal Size OComputer Tape CINumerical O Computer Tape(s)
Number O Other (specify)
0 Bound Book %F\oppy Disk OChronological
{3 Audio Tape O Video Tape 3Geographical 10. Approximate Annual
Accumulation
FOther (specify) NOther (specify) P File Drawer(s)

J Microfilm Reel(s)

éﬁf/ .41 ve » Ver. »Zéb, / 3 Computer Tape(s)

Number 3 Other (specify

11. File is Used 12. File Becomes Inactive After
ODaily MWeekly OMonthly O?b O Month(s) ﬁ Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

(If yes, specify agency or Office)

0 Yes )a' No

15. Access Restrictions [J Yes No 16. Audit Requirements
(If Yes, cite Law(s) & Regulatiods(s)

DIv CHiee- of#cs

ﬁ None (3 State [J Federal ([ Independent

17. Is an Index System Used? 18. Recommended Retention M W ” 04J

(If yes, explain briefly and describe any hardware/software) ‘
Ol Yes [X)No ﬁf!‘:éz‘p—:ﬁ"%r‘f’ Wﬂd

19. Name and Title of Preparer 20. Telephone Number 21. Date m / db‘b

K A/}/,é,,i (on 5@/fa7£ 2202 /4/9/77




INSTRUCTIUNS - TYPE QIt MUt A SEPARATE FORM QR EACTE NEW
ALVSED RECORO SENIES. FORWARD WITH RECORDS RETENTION
SAEDNE (OGS $%4-1}

OEPARTMENT OF GENERAL SERVICES T
RECOROS MANAGEMENT DIVISION
7375 WATERLQQ ROAQ

AGENCY RECORDS INVENTIQRY

P.0. BOX 2738 - JESSUP. MARYLAND 70794 Page of

1. DED xammczuc*r f'T// IE ;

OImisioN

. | et Sorhree g

DEFINITION - Records Serien -

A graup of uhhd tecards nulmnlly fled 1nd uved su ¢ unit for tefersncs an

well 18 retention snd dlspesion puspoesr.

4, RECORD SlERlis MILE . 4

R

N ""ﬁ“\»@/zmﬂw

L EARU;T%'EAR I LATETEST YEAR

/»_TOQ/M

§. RECORD SERJES DESCRIPTION { Briefly describe the lypv of informatiorveocuments/florms lound in the Sefies.

/ﬂw // Sr

¢ |-ST_

Inchuce 1he puipase or fynction of the Senes)

7. RECORD SERIES FQRMAI(E]

}éﬁla Size o]
(24 _

Microfitm

8, RECORD SERIES SEQUENCZ 9. YOLUME /
KFile Qrawet(s)

Q Alphabatical \ a Microfiim Res{ (s}
QG Comouter Taoe (s}
Q Legal Sge a Computer lape G Numericsl Q Other {Soecily)
O Bound Bock » Q Floppy Qisk 0 Chronological Number
O Audo Tape O Videa Tage a Geographical 10. ANNUAL ACCUMULATION
G Fie Orawer (s)
O Other {Specty} 0 Olher (Specily) O Microliim Reel {s)
aQ Compuler Tape(s)
A O OQthet (Specily)
Number
i -
11. FILE 1S USED / 12. FILE BECOMES INACTIVE AFTER
o
a Oady 0 Weekly Q  Monthly - S Month(s) g Yeat(s)

i
)

Number

1. CURRENT LOCATIQN(S] (Bidg.. ‘Floul, Roam)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes, specily agency ar affice}

Cof

O Yes

1S. ACCESS RESTRICTIONS {If yes, cile law(s) § reguiation(s}

a  Yes, Q Na

16. AUOIT REQUIREMENTS

o None c Slate G Federal Q  Indepengent

17. 1S AM INOEX SYSTEM USEDT (If yes, explam brielly and
destbe any haidwareisollware)

g Yes T No

18. nscmmeu ogeEor W

13. NAME AND TITLE QF PREPARER

|55 Shacbast

- I " ———

20. TELEPHONE NUMBER ~~




- THE CITY OF FREDERICK

RECORDS INVENTORY D ECEIVE

Unstructions - Type or print a separate form ?Iifgimpent of u m PA@E{ X l - Sr ]9%

for each new or revised record series. ‘ [ V\/OY ks
Frederick, Maryland 21701 *
1. Position 2. Division

Teeh. Sys. Ceon. Ceneral Seenco

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 o of 5. Earliest Year/Latest Year

-"I‘Pg'r'."'i— ' - '/" o < A ’ I L q ﬂ::;m

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

Gl et _ingormation M Qunea Q. Toputs | o

Ramaen asphoahe emplementatzo. yplars, ConTiod Cooleg
M - ,

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
ﬂLetter Size O Microfilm %lphabetical KFilc Drawer(s)
O Microfilm Reel(s)
O Legal Size OComputer Tape ONumerical . 0O Computer Tape(s)
Number (O Other (specify)
MBound Book 0 Floppy Disk OChronological
{3 Audio Tape 01 Video Tape OGeographical 10. Approximate Annual
Accumulation
O Other (specify) 0O Other (specify) File Drawer(s)

O Microfilm Reel(s)
w'. i O Computer Tape(s)

Number (O Other (specify

11. File is Used 12. File Becomes Inactive After
ﬂpaily OWeekly OMonthly 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)

(:Dpw ) &wm lo O Yes ﬁlo

15. Access Restrictions [J Yes 4 No 16. Audit Requirements
(If Yes, cite Law(s) & Regulations(s)

MNone 0 State 3 Federal ([ Independent

17. Is an Index System Used? 18. Recommended Retention
(If yes, explain briefly and describe any hardware/software) ; —
0 Yes pNo Mm Spaleno 4‘#/‘2‘“‘”
s 9 &M L
19. Name and Title of Preparer 20. Telephone Number 21. Date
Elisabeth ! '0/ 6

[Lisa) Shne beugh Teah Sy Loor BoN3o-38qe  |X-A-99




Ueeh. Sys. Ceon. Genera M‘cw/.

RECORDS INVENTORY -

. - THE CITY OF FREDERICK
Unstructions - Type or print a separate form artment of PAGE I OF |
for each new or revised record series. ’R.% IQ/ V\/C)Y ks .
Frederick, Maryland 21701
1. Position 2. Division

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

— S R .
e . & ﬁzfgffﬂ/m,%%@ﬂt%z«é

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

Include the purpose or function of the series.)

(If yes, specify agency or Office) -

DPW, Room |O a Yes ?(No

- - - - ~’——
R —.<\—— (@] ——— »\71‘..‘/‘1_" » - ~ A\\
Ha/mwm o%jwwz, —malemettatool lane v
Ma/&?‘t 4/0@9 ﬁl/ WWW/)Q
7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
XLcncr Size O Microfilm %lphabeﬁcal MFxle Drawer(s)
O Microfilm Reel(s)
{3 Legal Size CComputer Tape ONumerical : | O Computer Tape(s)
Number {3 Other (specify)
Maound Book (1 Floppy Disk CIChronological
C1 Audio Tape 3 Video Tape C1Geographical 10. Approximate Annual
Accumulation
Q Other (speeify) O Other (specify) File Drawer(s)
h ) , ‘ . O Microfilm Reel(s)
; ) JAJ"I. . O Computer Tape(s)
/./ . - Number J Other (specify
11. File is Used 12. File Becomés Inactive After -
;(oaily O Weekly OMonthly O Month(s) O Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

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

(If Yes, cite Law(s) & Regulations(s)
W }{None O State (3 Federal 0O Independent

17. Is an Index System Used? J‘M'S commcnded Retention é ﬁ ; r
(If yes, explain briefly and describe any hardware/software)
3 Yes ﬁ\No .

A

1% Name and Title of Preparer 20. Telephone Number 2 . Date
Irsa.

i."

&0
(Lis0) Shnebeugh Teeh s Coor @Ol)atoo 38618 |A-q-99




REVISED RECORD SEMIES.
SORDWNRE {0GS $30-1§

HSTRUCTIONS - TYPE Off PHlitdt A SEPARATE +ORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7375 WATERLOG ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTQRY

Page ot

1. DERARIMEKTIAGENCY ij -
tﬁl ot Freder

“ o

Lt do

DEFINITION - Racords Serlen - A group of related records normally filed and used as o unit for reference as

wll sn rotention and dlaposiion purpoees,

4. RECORD SERIES 1t

S. EARLIEST YEAR J LATETEST YEAR

.t 1994210 2000

7. RECORR SERIES FQRMAT(S)

eites Size g Microfim
a Legal Sige g Computer lape
O Bound Bock o Floppy Disk
a Audo Tape O Video Tace

O Other {Specidy)

8. RECORD SERIES SEQUENCE 9. VOLUME

9___ b(ile Otawer(s)

O Alphabetical O Microfilm Reel (s}
O Comouter Taoe (s}
O Numerical O Other (Specily)
O Chronological Number
0 Geographicat 10. ANNUAL ACCUMULATION
Q Fie Orawer (s)
O Other {Specily) O Microfilm Reel (s)

Q Comouler Tape(s)
O Other (Specify) —_—

Number

11, FILE IS USED

a Daiy 0 Weekly o Monthly

¢

12. FILE BECOMES INACTIVE AFTER

B Monlh{s) [s] Year(s)

Numbet

12. CURRENT LOCATIQN(S] (Bidg., 'Flom. Raam)

14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency o office)

a Yes g No
15. ACCESS RESTRICTIONS {f yes, cite law(s} & reguialion(s) 16. AUDIT REQUIREMENTS
O Yes. 0 No Q None g Slate O Federal C Independent

17. 1S AN INOEX SYSTEM USED? (i yes, explain briefly and
descrbe any hardware/soltware)

o Yes g No

"Screen annually. Destroy material having not

18, RECOM| further fiscal, legal or operational value. Retain
! permanently any material that serves to '
¢ document the origin, development and
+ accomplishments of the department. Transfer

| periodically to the MD State Archives

P
15. NAME AND WRW

21, DATE l‘b /5//’,0

Nl e e
20. TELEPHONE NUMBER

G5 5503 (Naveet 19])




INSTRUCIIONS - TYPE O PRINI A SEPARATE FORM FOR EACH NEW
REVISED RECOND SEMIES. FOMWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

Page ol

1. DE&R EH"AGENCY‘

Fredeviek™ [/

Bt borcan

DEFINITION - Records Serles - A group of related recerds nermally fled snd used as o unit for teference o

well a0 retention and dlepesition purposes,

4. RECORD SERIES TITLE

Opecslen Ko

ford Takafohune foe

S. EARLIEST YEAR 7 LATETEST YEAR

10

6. RECORD SERIES DESCRIPIION ( Briefly describe ihe iypes of informatiovgocumenis/iorms tound in the Series. Include The puipose or funclion of the Senes)

7. RECORD SERIES FORMAT(S)

Numbet

8. RECORD SERIES SEQUENCE 9. VOLUME
Q File Drawet(s)
a Leller Size o Microlilm 0O Alphabetical G Mictolim Reel {s)
O Computer Taoe (s}
o Legal Size o Computer Tape a Numerical Q Other (Specily)
O Bound Book O Floppy Disk O Chronological Number
0 Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
D Other (Specit O Microfim Reel (s)
© Other (Specty) (Specity) O Compuler Yepe(s)
O Other {Specily)
Number
11. FILE 18 USED 12. FILE BECOMES INACTIVE AFTER
o Daty 0 Weekly o Monthly O Month(s) 0 Yeais)

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

-

4. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes; specily agency or office)

.

O Yes o No
15, ACCESS RESTRICTIONS (If yes, cite law(s) 8 regulalion(s} 16. AUDIT REQUIREMENTS
o Yes, 0 No O None o State O Fedeial O Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain brieflly and
descibe any hardwarel/soliware)
O Yes

P o No

18. RECOMMENDED RETENTION

fadio VY Fens Oy,

15. NAME A OF PREPAR

20. TELEPHONE NUMBER

21. DATE l@/!/bfo

OGS 5504 {Ravised 1193)




INSTRUCTIONS - TYPE O PHINE A SEPARATE FORM FOR EACH NEW OEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INV
REVISED RECOND SERIES. FORWARD WiTH RECORDS RETENTION RECORDS MANAGEMENT DIVISION o RECROS IVENTORY
SOEDWNE (OGS $%0-1} 7375 WATERLOO ROAQ

. : P.0. BOX 279 - JESSUP, WARYLAND 20794 Page o

T
1. DE‘ ENTIAGENCY DIVISION 1. UNIT -
g of Fredeii Ol

DEFINITION - Recards Setles - A gtoup of reisted records netmally filad snd uned as 1 unit for referenes e

well 19 retention snd dlsposi¥on purpoaas,
4, RECORD SERIES UTLE S. EARLIEST YEAR / LATETEST YEAR
[cnctfell <= G 25 0 222
§. RECORD SERIES OESCRIPTION ( Briefly descrbe the lypes of Informatiarvaocumentsilorms {ound in the Series

T o5

. Inchuge the puipose of tunclion of the Sernes)

7. RECORD SERIES FORMAT(S} 8. RECORD SERIES SEQUENCE 9. VOLUME

. %Fﬂe Qrawer(s) '}
//X\Le/llei Size a Microlilm @Alphabelica! Q Micraldm Reet (s)

. -« O Comouter Tape ()
QO legd Size o Computer Tape g Numerical Qa Qther (Soecily)

O Bound Bock a Fioppy Qisk /}z( Chranalogical Number
O Auda Tage Q Video Tace Q0 Geographical 10. ANNUAL ACCUMULATION
Q Fie Orawer (s}
a Ottt (Specdy) O Cther (Specily) Q Microlilm Reel (s)
o Computer Tape(s)
N a Qther (Specify)
; Number
7

-

11, FILE 18 USED / 2. FILE BECOMES INACTIVE AFTER

a Oady Q  Weekly Q Monthty

a Moanth(s) a Year(s)
; Numbet

13. CURRENT LOCAIIGN(S) _(Bldq..flbc'. Room}

-

4, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

- ﬁéYes @ No

15, ACCESS RESTRICTIONS (i yes, cile law(s] & regulatian(s} 16. AUDIT REQUIREMENTS

Q  Yes, a Neo G None a State G Fedesal O Indepengent

17. IS AN INDEX SYSTEM USED7 (Il yes, explam briefly and 18
desceibe any hardware/soliware)

O Yes o No F)lm 3 S
773
19. NAM E H0 mLE OF PRER %O‘lv" 20. TELEPHONE NUMBER ~~° =" """ '@ bate” " 7 7 7T T

. RECOMMENDED RETENTICH




seiime mmimme —

INSTRUGIIONS - TYPE Off PIuKS A SEPARATE FORM QR EACH NEW
fONWARD WITH RECORODS RETENIION

REVISED AECONO SERIES.
SOZOWE (OGS 5%0-1)

OEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION
7315 WATERLOO ROAD

AGENCY RECORDS INVENTQORY

P.O. 80X 278 - JESSUP, MARYLAND 20784 Page ot

THE
HJE.!L eumcsn;* wmlou /@ qu

7

WY

Ny
X

DEFINITION - Records Setles - A group of related records normaily Mled snd used se 3 unit for referencs se

[y

well 10 retention and dleposion purpoees, ‘J

4, RECORD SERIES TITLE

T rash

5. EARLIEST YEAR/ LATETEST YEAR

97 o 2222

8. AECORD SERIES DESCRIPTION ( Briefly descrbe the types of tnformatiorveocumentsitorms lound in the Series

. Inchude he puspose of funclion of ihe Senes)

7. RECORD SERIES FORMAT(S) 8, RECORD SERIES SEQUENCE 9. VOLUME
‘ File Qrawet(s)
O Lelter Size a Microfilm WAlphabetiul G Microfdm Rese! {s)
O Comouter Taoe (s)
O (egad Size g Computer Tape g Numerical Q Qthet (Spectly)
C Bound Back a Floppy Oisk X"cmonologica( Number
a Auda Tage Q Video Tace Q Geographical 10. ANNUAL ACCUMULATION
O Fie Orawer (s)
O Ottt (Specdy) Q Other {Specily) a Microfilm Reel (s)
O Computer Tape(s)
A a Qther (Specify)
: Number
- -
11. FILE IS USED / 12. FILE BECOMES IHACTIVE AFTER
o Dady o Weekly o Monihly Q@ Monhs) O

Year(s)
Number

13. CURRENT LOCAIIQNIS) (Bidg.. Fioat, Room)

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes, specily agency or cffice)

a  Yes @ No

1S. ACCESS RESTRICTIONS (Il yes, cile law(s) & regulation(s)

a  Yes, a No

16. AUDIT REQUIREMENTS

Q None a Slate O Federal Q Indepengent

17. 1S AN INDEX SYSTEM USED? (If yes, explam briefly and
descbe any hatdware/soltware)

O Yes . a No

-—, t
18. RECOMMENDED RETENTION WWW /Oéa«o’

/fé'—!@f 3VWM”WM

19. NAME AND THLE Qf PREPARER

W o’l-/i

20, TELEPHONE NUMBER ~~° ﬂ.‘UAfE””"" . -




RECORDS INVENTORY
- THE CITY OF FREDERICK

Unstructions - Type or print a separate form Department of PAGE L OF _4
ifor each new or revised record series. PUBLIC WORKS

MAINTENANCE OF VEHICLES & EQUIPMENT
Frederick, Maryland 21701

1. Position 2. Division
MECHANIC SHOP

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

VEHICLE & EQUIPMENT MAINTENANCE

1952 T(pPRESENT

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

ALL REPAIRS, OIL CHANGE AND INSPECTION (p.m. and yearly) TO
THE CITY VEHICLES AND EQUIPMENT.

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

Better Size O Microfilm OAlphabetical X O File Drawer(s)
£ Microfilm Reel(s)

[ Legal Size OComputer Tape NXNumerical O 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

0 Other (specify) 1 Other (specify) ] File Drawer(s)
3 Microfilm Reel(s)

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

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

¥ @Daily OWeekly OMonthly VEHICLE LEAVES 0O Month(s) O Year(s)
SOLD OR TRADED

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

PARTS ROOM
O Yes x3a No

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

(If Yes, cite Law(s) & Regulations(s) SOME VEHICLES THROUGH THE
O None xfaState O Federal [ Independent

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

(If yes, explain briefly and describe any hardware/software) . ) g/ ¢
0O Yes @ No MW ¥ »&W J

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

RAMONA Y. RIDGELY 301-694-1199 NOVEMBER 22, 1999
P.M. COORDINATOR L) [l0lsd

LGuifirscd tirmsiadid
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RECORDS INVENTORY -
- THE CITY OF FREDERICK '

nstructions - Type or print a separate form Department of PAGE_2___OF 4
for each new or revised record series. PUBLIC WOQRKS

MAINTENANCE QF VEHICLES & EQUIPMENT
Frederick, Maryland 21701

1. Position 2. Division

MECHANIC SHOP

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

M.S.D.S. SHEETS UNKNOWN to PRESENT

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

INFORMATION SHEETS ON ALL CHEMICALS USED IN THE MECHANIC SHOP.

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
R Letter Size O Microfilm X}@Alphabetical 3 File Drawer(s)
O Microfilm Reel(s)
O Legal Size OComputer Tape O Numerical 0O Computer Tape(s)
Number ¥ g Other (specify)
0O Bound Book O Floppy Disk O Chronological
O Audio Tape O Video Tape OGeographical 10. Approximate Annual
Accumulation
3 Other (specify) O Other (specify) ] File Drawer(s)
3 Microfilm Reel(s)
VERIQUS QO Computer Tape(s)
Number 3 Other (specify
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly OMonthly CHEMICAI, IS O Month(s) O Year(s)
AS NEEDED FOR INJURY NO L.ONGER IN USE
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or Office)
MECHANIC SHOP AREA
X8 Yes O No
PURCHASING
15. Access Restrictions [J Yes 3 No 16. Audit Requirements

(If Yes, cite Law(s) & Regulations(s)
XxNone [JState [ Federal ([ Independent

17. Is an Index Systerp Used? ' 18. Recommended Retention
élf Yy:s;, eglz;\n;:) briefly and describe any hardware/software) MQM\: L/ 0 y , % d@ M ,
19. Name and Title of Preparer 20. Telephone Number 21. Date
RAMONA Y. RIDGELY 301-694-1199 NOVEMBER 22, 1999

P.M. COORDINATOR L0 /16 Lae




RECORDS INVENTORY -

- THE CITY OF FREDERICK
Unstructions - Type or print a separate form Department of PAGE_3 OF_4
for each new or revised record series. PUBLIC WORKS .
MAINTENANCE OF VEHICLES & EQUIPMENT
Frederick, Maryland 21701
1. Position 2. Division

MECHANIC SHOP

DEFINITION - 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

REQUISTION FORMS to PRESENT

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

REQUISTION FOR PARTS TO REPAIR CITY VEHICLES & EQUIPMENT

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
Rt etter Size 0O Microfilm OAlphabetical O File Drawer(s)
0 Microfilm Reel(s)
O Legal Size CiComputer Tape CINumerical 0O Computer Tape(s)
Number [ Other (specify)
3 Bound Book O Floppy Disk O Chronological
O Audio Tape O Video Tape C1Geographical 10. Approximate Annual
Accumulation
O Other (specify) X Other (specify) O File Drawer(s)
0 Microfilm Reel(s)
0 Computer Tape(s)
Number )&Othcr (specify
11. File is Used 12, File Becomes Inactive After -
®Daily OWeekly CMonthly ORDER _IS EILLED 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
MECHANIC SHOP OFFICE AND (If yes, specify agency )

PARTS ROOM ¥3J Yes PURCHASING (ONo

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

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

17. Is an Index System Used? 18. Recommended Retention
(If yes, explain briefly and describe any hardware/software) _
O Yes @ No c ’ ?
19. Name and Title of Preparer 20. Telephone Number 21. Date
RAMONA Y. RIDGELY 301-694-1199 NOVEMBER 22, 1999

P.M. COORDINATOR
[ D //O/yo




RECORDS INVENTORY -

- THE CITY OF FREDERICK
Unstructions - Type or print a separate form Department of PAGE_4 OF _4
for each new or revised record series. PUBLIC WORKS

MAINTENANCE OF VEHICLES & EQUIPMENT
Frederick, Maryland 21701

1. Position 2. Division

MECHANIC SHOP

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

PERSONNEL RECORDS

1974 tOPRESENT

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

INFORMATION AS HIRE DAT, LICENSES, CERTIFICATIONS, TRAINING AND
USE OF SICK OR VACATION TIME OF EACH EMPLOYEE IN THE MECHANIC SH(

7. Record Series Format(s) 8. Record Series Filing Sequence 9. Volume
K Letter Size O Microfilm Alphabetical Y File Drawer(s)
0 Microfilm Reel(s)
O Legal Size D Computer Tape ONumerical O Computer Tape(s)
Number 3 Other (specify)
3 Bound Book C Floppy Disk OChronological
O3 Audio Tape 0 Video Tape CIGeographical 10. Approximate Annual
Accumulation »
[ Other (specify) 3 Other (specify) O File Drawer(s)
3 Microfilm Reel(s)
0O Computer Tape(s)
Number 33 Other (specify
11. File is Used 12. File Becomes Inactive After
§@Daily OWeekly CMonthly EMPLQYEE LEAVE 0O Month(s) O Year(s)
EMPLOYMENT
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

(If yes, specify agency or Office)

MECHANIC SHOP OFFICE
X Yes 0O No

15. Access Restrictions gXYes [ No 16. Audit Requirements

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

17. Is an Index System Used? 18. Recommended Retention
I lain bei . =
C(l f ‘?:ss, exp ?:In briefly and describe any hardware/software) UNTIL EE LEAVES
@ No
EMPLOYMENT ., ZZ/n,
19. Name and Title of Preparer 20. Telephone Number /" 21.Date
RAMONA Y. RIDGELY 301-694-1199 NOVEMBER 22, 1999

P.M. COORDINATOR

10 /10 /e




