DEPARTMENT OF GENERAL SERVICES Schedule No. M-226
RECORDS MANAGEMENT DIVISION Page 1 of 3
RECORDS RETENTION AND DISPOSAL SCHEDULE
Agency Division/Unit
TOWN OF SOMERSET FINANCE
Item Description Retention
No.
1. General Correspondence Screen annually and destroy
the material that is no longer
Original incoming letters, copies of outgoing letters, needed for current business.
memoranda, studies, reports, directives, policies and other Retain permanently any
materials related to financial administration. material that serves to
document the origin,
development and
accomplishments of the
office. Transfer periodically
to the Maryland State
Archives.
2. Permanent. Transfer
General Ledgers periodically to the State
Archives.
;. Audit Reports Per.mapent. Transfer
periodically to the State
Archives.
4 Cash Receipts Retain for three years or until
' audited, then destroy.
5. Permit Receipts Retain for three years or until
audited, then destroy.
6. Paid Bonds and General Obligation Notes Retain for three years or until
audited, then destroy.
7. Paid Bills and Invoices Retain for three years or until
audited, then destroy.

Schedule Approved by Department, Agency,
or Division Representative.

Date

Signature

Typed Name

Title

A L Do O

Date

Schedule Authorized by State Archivist

96 2evt
iz

Thomas W. Carter

Signature Q—;‘?’“jﬁ / W/

Clerk-Treasurer

DGS 550-1




RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

(Continuation Sheet)

Schedule No. y_226

Page 2 of 3

Agency Division/Unit
TOWN OF SOMERSET FINANCE
Item Description Retention
No.
8. Bank/Check Registers Retain for three years or
until audited, then destroy.
9. Payroll Registers Retain for seven years or
' until audited, then destroy.
10.° Bank Books, Statements and Deposit Receipts Retain for three years or
until audited, then destroy.
. Employee Taxes and W-2s Retain for seven years or
until audited, then destroy.
12. Retain for three years or
Cancelled Checks until audited, then destroy.
13. ) Retain for three years or
Time Sheets/Cards until audited, then destroy.
14. Five-Year Fiscal Plans Retain for three years or
until audited, then destroy.
15. Annual Budgets Retain for three years or
until audited, then destroy.
16. Monthly Financial Reports Retain for three years or
until audited, then destroy.
17. Checkbook Reconciliations Retain for three years or
until audited, then destroy.
18. Voided Checks Retain for three years or
: until audited, then destroy.
19. State Revenue Receipts Retain for three years or
until audited, then destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES Schedule No. M-226
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet) Page 3 of 3
Agency Division/Unit
TOWN OF SOMERSET - FINANCE

Item Description Retention
No. "
20. County Revenue Receipts : Retain for three years or

until audited, then destroy.

21 Miscellaneous Revenue Receipts Retain for three years or
' until audited, then destroy.

22. Building Deposit Receipts Retain for three years or
until audited, then destroy.

23. Tennis Permits/ Receipts Retain for three years or
until audited, then destroy.
until audited, then destroy.

. . . Retain for thr

25. Swimming Pool Records/Receipts -ur?tﬁlguc?irte d :Ielgxfacllfasst(;i)y

26. . Retain for three years or

1 . .

| Town Hall Rental Records/Receipts until audited, then destroy.

27, Computer-generated Accounting Program Reports Retain for three years or

until audited, then destroy.

R T

DGS 550-1A ~ -~ -




istructions - Type or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

DEPAKITMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _L_ OF M

Department/Agency

3. Unit

2. Division

Town of Somerset Einance

EFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
5. Earliest Year/Latest Year

/970 200

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

Record Sertes title

~

' General Correspondence

Original incoming letters, copies of outgoing letters, memoranda
studies, reports, directives, policies and other materials related
to finanéial administration.

Record Series Format(s) 8. Record Series Sequence 9. Volume
File Drawer(s) [~
IE/Lettcr Size [ Microfilm [=] Alphabetical 20_Q Cu. £+ Microfilm Reel(s) [
' Number
B/ Legal Size [} Computer Tape [[] Numerical Computer Tape(s) [
Other (specify) [
[] BoundBook [ Floppy Disk [y Chronological
10. Annual
[] Audio Tape [J video Tape [] Geographical Accumulation File Drawer(s) [ v~
[ Other (specify) [] Other (specify) L 057 ¢u. Fh MicrofilmReel(s) [
Number Computer Tape(s) [
Other (specify) [
L. Fileis Used 12. File Becomes Inactive After
[Zéajly [[JWeekly . [JMonthly / i [ Month(s) ErYear(s)
Number
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? [Oves [Z‘No
T oW N H KLl ' (If yes, specify agency or office)
5. Access Restrictions [ Yes Bﬁo 16. Audit Requirements
(If yes, cite Law(s) & Regulations(s)) [JNone  [JState [JFederal  [ifidependent

1. Is an Index System Used? (If yes, explain briefly and describe any 18. Recommended Retention
wrdware/software.) [JYes G}No Screen annually and destroy the material that is

! no longer needed for current business. Retain
permanently any material that serves to document
the origin, development and accomplishments of the
office. Transfer periodically to the Maryland
21. Dae  State Archives.

Octolser, A le, 2006

20. Telephone number
301-657-3211

3. Name and Title of Preparer

Thomas W. Carter, Clerk-Treasurer

DGS 550-4 (Rev.1/93)




DEPAKITMENT OF GENERAL SERVICES
V B

structions - Type or Print a separate form for RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
ich new or revised record series, forward with 7275 WATERLOO ROAD

ecord Retention Schedule (DGS 550-1) : PO BOX 275

JESSUP, MARYLAND 20794 pace_ol_or & 7/
Department/Agency 2. Division 3. Unit
Town of Somerset " Finance :

EFINITION - 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
General Ledgers / 9 30 w0 RO (p

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

Record Series Format(s) 8. Record Series Sequence 9. Volume _
File Drawer(s) [
[ Letter Size I Microfilm [J Alphabetical N/ / 1,0 70{,{ . H : Microfilm Reel(s) [
umber
[] Legal Size [[] Computer Tape ] Numerical Computer Tape(s) [
Other (specify) [
gBound Book [ Floppy Disk [\:]/Chronological
10. Annual
[J Audio Tape [J Video Tape D Geographical Accumulation File Drawer(s) (v
[] Other (specify) ' : [] Other (specifyy ; 42/ 3 Cu. F+. Microfilm Reel(s) [
- Number Computer Tape(s) [
Other (specify) [
1. File is Used 12. File Becomes Inactive After
[ Baily [Iweekly [ JMonthly / [] Month(s) E(car(s)
Number P
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? [Jyes Eﬁo

({f yes, specify agency or office)

Townw Hu))

5. Access Restrictions [JYes [Zﬁ\lo 16. Audit Requirements
(If yes, cite Law(s) & Regulations(s)) ] None JState [[JFederal Eindependent
7. Is an Index System Used? (If yes, explain:briefly and describe any 18. Recommended Retention
d /soft . Yes ] . . .
i Wm;‘ software.) D s [N Permanent. Transfer periodically to the
% - State Archives.
3. Name and Title of Preparer 20. Telephone number 21. Date

Thomas W. Carter, Clerk-Treasurér 301-657-3211 Q M(/k 2l ;2006

DGS 550-4_ (Rev-1/93)




DEPAKTMENT OF GENEKAL SERVICES

Y RECORDS INV R’
sstructions - Type or Print a separate form for RECORDS MANAGEMENT DIVISION AGENCY RE INVENTORY
ich new or revised record series, forward with 7275 WATERLOO ROAD
ecord Retention Schedule (DGS 550-1) PO BOX 275

JESSUP, MARYLAND 20794 PAGE _F_OF 27
Department/Agency 2. Division 3. Unit
Town of Somerset Finance

EFINITION - 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
Audit Reports

5. Earliest Year/Latest Year

/2%6w0_R00

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

Record Series Format(s)

[] Letter Size [ Microfilm [] Alphabetical
[ Legal Size [[] Computer Tape [[] Numerical
m/ﬁound Book ] Floppy Disk E}Chronological
[J Audio Tape [J Video Tape ] Geographical

[] Other (specify) [] Other (specify)

8. Record Series Sequence

9. Volume
Le £ File Drawer(s) [~
——Z— ) ' Microfilm Reel(s) [
Number
Computer Tape(s) [
Other (specify) [
10. Annual
Accumulation File Drawer(s) [/
, ﬂ CL(' F f' Microfilm Reel(s) [
Number Computer Tape(s) [
Other (specify) [

L. Fileis Used

[ Daily [Ulonthly

[Jweekly

12. File Becomes Inactive After

____}_ | Month(s)

Number

E’(ear(S)

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

Jown Half

[ves Ao

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

o

5. Access Restrictions [JYes
(If yes, cite Law(s) & Regulations(s))

16. Audit Requirements

] None [Jstate %dependem

[JFederal

1. Is an Index System Used? (If yes, explain briefly and describe any
irdware/software.) DYes mﬁ’b

18. Recommended Retention

Permanent. Transfer periddicallyto the
State Archives.

3. Name and Title of Preparer
Thomas W. Carter, Clerk-Treasurer

20. Telephone number

301-657-3211

21. Date

DGS 550-4 (Rev.1/93)




istructions - Type or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

DEPAKTMENT OF GENEKAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE __17/__ OF _i?

Department/Agency

2. Division
Town of Somerset '

Finance

3. Unit

EFINITION - 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

Cash Receipts

5. Earliest Year/Latest Year

/2 2o _2U0D ¢

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

Record Series Format(s)

[jLettcr Size

[] Legal Size

CMicrofilm [] Alphabetical

(] Computer Tape ) Numerical

@/Chronological
(] Geographical

D Other (specify)

(] Floppy Disk

[ video Tape

[] Bound Book
[[] Audio Tape

[J other (specify)

8. Record Series Sequence

9. Volume
F File Drawer(s) [v"”
_LZ‘S Cu. FH Microfilm Reel(s) [
Number
Computer Tape(s) [
Other (specify) [
10. Annual
Accumulation File Drawer(s) [\/
' O I ? CLU F_}' Microfilm Reel(s) [
Number Computer Tape(s) [
Other (specify) [

l. Fileis Used

12. File Becomes Inactive After

ﬂDaily [Jweekly [ JMonthly / [ Month(s) mar(s)
Number
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? [Jyes [Gio
({f yes, specify agency or office)
Toww Hall
5. Access Restrictions [ ] Yes Mo 16. Audit Requirements
(If yes, cite Law(s) & Regulations(s)) [ None []State [JFederal [\Afidependent

7. Is an Index System Used? (If yes, explain briefly and describe any
irdware/software.) [QYes .~ B&(o

1]

18. Recommended Retention

Retain for 3 years or until audited, then
destroy.

3. Name and Title of Preparer
Thomas W. Carter, Clerk-Treasurer

20. Telephone number

301-657-3211

21. Date

Q clotle 7, Lov ¢

' DGS 550-4 (Rev.1/93)




DEFPAKTMENT OF GENERAL SEKVICES

istructions - Type or Print a separate form for RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
ich new or revised record series, forward with 7275 WATERLOO ROAD
ecord Retention Schedule (DGS 550-1) : PO BOX 275
JESSUP, MARYLAND 20794 PAGE i OF _2_7
Department/Agency 2. Division 3. Unit
Town of Somerset " Finance

EFINITION - 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

Permit Receipts

5. Earliest Year/Latest Year

292 Gw_2o0lb

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

Record Series Format(s) 8. Record Series Sequence 9. Volume
File Drawer(s) [+~
B/ Letter Size [ Microfilm [J Alphabeticai N\ % / Ce. Ft. Microfilm Reel(s) [
umber
[ Legal Size [] Computer Tape (] Numerical Computer Tape(s) [
Other (specify)
] Bound Book [] Floppy Disk E/Chronological :
10. Annual
[0 Audio Tape [ Video Tape [] Geographical Accumulation File Drawer(s) [l/
[ other (specify) [] Other (specify) D) q Cu '4‘.{_, Microfilm Reel(s) [
Number Computer Tape(s) {

Other (specify) {

|. File is Used

[B‘I{ail y [OWeekly  [JMonthly

12, File Becomes Inactive After

l ] Month(s) @{car(s)

Number

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

Toww Heall

14. Is Record Series Duplicated Elsewhere? Dch [Q’No
(If yes, specify agency or office)

5. Access Restrictions [JYes 4o
(If yes, cite Law(s) & Regulations(s))

16. Audit Requirements
[ None [state [[JFederal [(Mndependent

1. Is an Index System Used? (If yes, explaip briefly and describe any

18. Recommended Retention

wrdware/software.) [JYes 0" ) .
F Retain for 3 years or until audited, then
- destroy.
). Name and Title of Preparer '20. Telephone number 21. Date
Thomas W. Carter, Clerk-Treasurer 301-657-3211 :
i Octetee 26, 1006

DGS 550-4 (Rev.1/93)




istructions - Type or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

DEPAKTMENT UF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _4_ or 27

Department/Agency
Town of Somerset

2. Division
Finance

3. Unit

EFINITION - 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

Paid Bonds and General Obligation Notes

5. Earliest Year/Latest Year

/42 o 200§

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

Record Series Format(s)
m/bettcr Size
B/chal Size

[[] Bound Book

[ Microfilm
[[] Computer Tape
] Foppy Disk

] Audio Tape [ Video Tape

[ Other (specify)

8. Record Series Sequence
[] Alphabetical
[[] Numerical
B/ Chronological
[J Geographical

[ Other (specify)

9. Volume '
2 L/ File Drawer(s) [./
2 LT Cu. F+. Microfilm Reel(s) [
Number
Computer Tape(s) [
Other (specify) [
10. Annual
Accumulation File Drawer(s) [/
V005 Cu. Ff. Microfilm Reel(s) [
Number Computer Tape(s) [

Other (specify) [

1. Fileis Used

@ﬁontbly

[ Daily [JWeekly

_3

Number

12, File Becomes Inactive After

Eﬁear(s)

D Month(s)

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

TOwA/ //a,//

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

Oves Mo

5. Access Restrictions [OYes
(f yes, cite Law(s) & Regulations(s))

(Yo

[ None

16. Audit Requirements

[CState

%dependent

[JFederal

7. Is an Index System Used? (If yes, explain briefly and describe any

wrdware/software.) Dch“, No

18. Recommended Retention

Retain for three years or until audited,
then destroy.

3. Name and Title of Preparer
Thomas W. Carter, Clerk-Treasurer

20. Telephone number
301-657-3211

21. Date

Octidser Rl 200

DGS '550-4 (Rev .‘1/93)




DEPAKTMENLT OF GEN
wstructions - Type or Print a separate form for

ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275
JESSUP, MARYLAND 20794

ERAL SERVICES AGENCY RECORDS INVENTORY

PAGE __Z_OF ;’_2_7

Department/Agency

2. Division
Town of Somerset ‘

Finance

3. Unit

EFINITION - RECORD SERIES - A group of related records normally filed an

d used as a unit for reference as well as retention and disposition purposes.

Record Sertes title .
Paid Bills and Invoices

5. Earliest Year/Latest Year

/2520 20006

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

Record Series Format(s) 8. Record Series Sequence

B/Lcttcr Size
[?chal Size

[] Bound Book

I Microfilm (] Alphabetical

[[] Computer Tape (] Numerical

B/Chronological
[(] Geographical

[[] Other (specify)

[] Floppy Disk
[} Audio Tape [] Video Tape

] Other (specify)

9. Volume
File Drawer(s) [~
Ml 2 Ca . F?" 4 .
ey Microfilm Reel(s) [
umber
Computer Tape(s) [
Other (specify) [
10. Annual
Accumulation File Drawer(s) [|/
) L{7 Cu‘ F-’- Microfilm Reel(s) [
Number Computer Tape(s) {
Other (specify) [

l. Fileis Used

M Daily [JWeekly [ IMonthly

12. File Becomes Inactive After

/

Number

[Zér(s)

(] Month(s)

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

Toww Hall

[CJves &

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

o

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

16. Audit Requirements

[JNone  [[]State [S}fdependent

[JFederal

7. Is an Index System Used? (If yes, explaifiibriefly and describe any
wrdware/software.) Dch" . ,B‘No)@_

Ky

5

18. Recommended Retention

Retain for three years or until audited,
then destroy.

20. Telephone number
301-657

3. Name and Title of Preparer

Thomas W. Carter, Clerk-Treasurer | .-

21. Date

CijzZPékﬁfl. 21(( ) LOOG

-3211

DGS 550-4 (Rev.1/93)




DEPAKTMENT OF GEN
istructions - Type or Print a separate form for

ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275
JESSUP, MARYLAND 20794

ERAL SER VICES AGENCY RECORDS INVENTORY

PAGE K_OF Z?

Department/Agency 2. Division

Town of Somerset

Einance

3. Unit

EFINITION - RECORD SERIES - A group of related records normally filed an

d used as a unit for reference as well as retention and disposition purposes.

Record Series title A
Bank/Check Registers

5. Earliest Year/Latest Year

/? o _2ZO0O C

Record Series Description (Briefly describe the types of information/documen

ts/forms found in the series. Include the purpose or function of the series.

Record Series Format(s) 8. Record Series Sequence 9. Volume File D %
~ ile Drawer(s) [
E/Lctter Size [CIMicrofilm [J Alphabetical ) ’ H C,L«- Ft Microfilm Reel(s) {
Number
[J Legal Size [[] Computer Tape [J Numerical Computer Tape(s) [
Other (specify)
[} Bound Book [] Floppy Disk E{Chronological
10. Annual /
[] Audio Tape [ Video Tape ] Geographical Accumulation File Drawer(s) [
E] Other (specify) D Other (specify) _I_Q[j cu . F +. Microfilm Reel(s) [
Number Computer Tape(s) [
Other (specify) [
L. Fileis Used 12. File Becomes Inactive After
[z{aily [JWeekly  [JMonthly , ] Month(s) E‘gear(s)

Number

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

Toww Hal/

[Jves Bﬁo

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

g

. Access Restrictions [JYes
(If yes, cite Law(s) & Regulations(s}))

5

16. Audit Requirements

("] None [Ostate

mﬁependent

[JFederal

7. Is an Index System Used? (If )"'éAs,'cxpla'in briefly and describe any
wrdware/software.) [:]Yes y [E‘No

]

18. Recommended Retention

Retain for three years or until audited,
then destroy.

20. Telephone number
301-657

). Name and Title of Preparer
Thomas W. Carter, Clerk-Treasurer

21. Date

Octolar 20, 20090

-3211

DGS 550-4 (Rev.1/93)




istructions - Type or Print a separate form for
«ch new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERKAL SEKVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _Z OF i7

Department/Agency
Town of Somerset

2. Division
Finance

3. Unit

EFINITION - 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
Payroll Registers

5. Earliest Year/Latest Year

/22/0_200¢

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

Record Series Format(s) 8. Record Series Sequence 9. Volume Ve
File Drawer(s)
IQ/Lctter Size [ Microfilm (] Alphabetical _z_ig cu ) Ft, Microfilm Reel(s) [
Number
[] Legal Size [ Computer Tape [J Numerical Computer Tape(s) [
Other (specify)
[ Bound Book [} Floppy Disk MChronological
10. Annual
[ Audio Tape [ video Tape [J Geographical Accumulation File Drawer(s) [/
[ Other (specify) (] Other (specify) 105 Cu l:'l') Microfilm Reel(s) [
Number Computer Tape(s) [
Other (specify) [
|. Fileis Used 12. File Becomes Inactive After -
E{aﬂy [JWeekly  [JMonthly ! [ Month(s) [Fear(s)
Number
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? [ ]Yes o
(If yes, specify agency or office)
Toww Hall
5. Access Restrictions OYes [UNo 16. Audit Requirements
. . ”~
(If yes, cite Law(s) & Regulations(s)) [Federal [¥Independent

] None [JState

1. Is an Index System Used? (If yes, explain,briefly and describe any

wrdware/software.)
[

DYe_s . ENS

- i
3

18. Recommended Retention

Retain for seven years or until audited,
then destroy.

). Name and Title of Preparer i

20. Telephone number
301-657-3211

21. Date

Thomas W. Carter, Clerk-Trqasgr;er

DGS 550-4 (Rev.1/93)

Octide 2L, 200,




structions - Type or Print a separate form for
ch new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERKVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace /O or A 7

Department/Agency 2. Division

Town of Somerset

Finance

3. Unit

EFINITION - 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

Bank BooKs, Statements and Deposit Receipts

5. Earliest Year/Latest Year

to

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

Record Series Format(s) 8. Record Series Sequence 9. Volume v
File Drawer(s) [
[ eter Size [JMicrofilm ] Alphabetical N' ? ¥ Cu b Microfilm Reel(s) [
umber
[J Legal Size [J Computer Tape [] Numerical Computer Tape(s) [
Other (specify) [
[ Bound Book [J Foppy Disk MChronological
10. Annual /
] Audio Tape [ Video Tape [J Geographical Accumulation File Drawer(s) [
[ other (specify) ] Other (specify) v 05 2 Cuw. Ft Microfilm Reel(s) [
Number Computer Tape(s) [
Other (specify)
L. Fileis Used 12. File Becomes Inactive After -
%ly [JWeekly  [JMonthly / [ Month(s) mear(s)

Number

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

Toww Ha ll

@I’\Io

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

[Oves

o

5. Access Restrictions [JYes
(If yes, cite Law(s) & Regulations(s))

16. Audit Requirements

[C] None [Jstate [Bn(depcndent

[[JFederal

7. Is an Index System Used? (If yes, éxplajn briefly and describe any
wrdware/software.) [:]Ye; . mﬁp

-

H
} .' .

v

18. Recommended Retention

Retain for three years or until audited,
then destroy.

3. Name and Title of Preparer 20. Telephone number

Thomas W. Carter, Clerk-Treasurer

301-657-3211

21. Date

Ol 26, 200

DGS 550-4" (Rév.1/93)

y




istructions - Type or Print a separate form for

DEPARTMENT UF GENEKAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

ich new or revised record series, forward with 7275 WATERLOO ROAD
ecord Retention Schedule (DGS 550-1) PO BOX 275
JESSUP, MARYLAND 20794 pace £/ _oF A7
Department/Agency 2. Division 3. Unit
Town of Somerset " Finance

EFINITION - 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

Employee Taxes and W-2s

5. Earliest Year/Latest Year

/95¢., wo e

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

Record Series Format(s)
@/Letter Size [ Microfitm

[[] Legal Size (] Computer Tape

[T] Floppy Disk

[] Video Tape

[] Bound Book

[] Audio Tape

[J Other (specify)

8. Record Series Sequence
D Alphabetical
(O Numerical
@/Chronologica]
D Geographical

[[] Other (specify)

9. Volume —
File Drawer(s) [ ‘
'—S—Q Cu F+‘ Microfilm Reel(s) [
Number
Computer Tape(s) [
Other (specify)
10. Annual
Accumulation File Drawer(s) {»"

025 Cu, F+i Microfilm Reel(s)

Computer Tape(s) [
Other (specify) [

Number

l. Fileis Used

[ Daily [Eﬁomhly

Cweekly

_ 1

Number

12. File Becomes Inactive After -

E{ear(s)

D Month(s)

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

Toww Hell

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

[ves [

[E’ﬁo

5. Access Restrictions [Jes
(If yes, cite Law(s) & Regulations(s))

A

16. Audit Requirements

[[] None [CState

gﬁependent

[(JFederal

irdware/software.)

\
‘

' DYes . B’ﬁo

7. Is an Index System Used? (If yes, explain briefly and describe any

18. Recommended Retention

Retain for seven years or until audited,
then destroy.

). Name and Title of Preparer

Thomas W. Carter, Clerk-Treasurer

20. Telephone number
301-657-3211

21. Date

Ochilre 26, 25106

DGS 550-4 (Rev.1/93)

|




istructions - Type or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

DEPAKTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE {g!_ OF _%___7

Department/Agency
Town of Somerset

2. Division
Finance

3. Unit

EFINITION - 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

Cancelled Checks

5. Earliest Year/Latest Year

)59 _200(

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

Record Series Format(s) 8. Record Series Sequence 9. Volume [\/
File Drawer(s)
[E/Lener Size [ ]Microfilm [] Alphabetical A _Cu. Ft. Microfilm Reel(s) [
Number
[] Legal Size [[] Computer Tape [[] Numerical Computer Tape(s) [
Other (specify)
[7] Bound Book [7] Floppy Disk M Chronological ¢
10. Annual
[] Audio Tape [] video Tape [] Geographical Accumulation File Drawer(s) [ v
[] Other (specify) D Other (specify) ! Z Z C"- N F+’ Microfilm Reel(s) [
Number Computer Tape(s) [
Other (specify) [
L. File is Used 12. File Becomes Inactive After -
%ﬁly [Jweekly [ JMonthly ’ ] Month(s) Eﬁar(s)

Number

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

Toww Hell

[Oves [a‘ﬁo

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

SR

5. Access Restrictions [JYes
(If yes, cite Law(s) & Regulations(s))

16. Audit Requirements

[ None [JState Eﬁdependem

[JFederal

1. Is a{fﬁlaei System Used? (If yes, explain Bn’cﬂy and describe any
wrdware/software.) [JYes [0

18. Recommended Retention

Retain for three years or until audited,
then destroy.

3. Name and Title of Preparer
Thomas W. Carter, Clerk-Treasurgr

20. Telephone number
301-657

21. Date

Ol 2L, D6

-3211

DGS 550-4 (Rev.1/93)




structions - Type or Print a separate form for

DEPAKIMENL UF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

ich new or revised record series, forward with 7275 WATERLOO ROAD
ecord Retention Schedule (DGS 550-1) PO BOX 275
JESSUP, MARYLAND 2079% PAGE i OF _&_7
Department/Agency 2. Division 3. Unit
Town of Somerset Finance

EFINITION - 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
Time Sheets/Cards

5. Earliest Year/Latest Year

1998« 2060

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

Record Series Format(s)
[ Letter Size [(JMicrofilm

[] Legal Size [] Computer Tape

(] Poppy Disk

D Video Tape

[[] Bound Book
] Audio Tape

[Z’Other (specify) 77!3 t Ca V'dS

8. Record Series Sequence
(O] Alphabetical
[[] Numerical
[Eéuonological
[[] Geographical

[] Other (specity)

9. Volume
File Drawer(s)
@ c‘“ F{" Microfilm Reel(s) [
Number
Computer Tape(s) {
Other (specify)
10. Annual
Accumulation File Drawer(s) [V
DL Cu [F+.  Microfilm Reel(s) [
Number Computer Tape(s) [

Other (specify) [

l. Fileis Used

[ADeaily

[JWeekly  [JMonthly

l

Number

12. File Becomes Inactive After -

ar(s)

1 Month(s)

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

Towrn Hall

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

[Jes Mo

5. Access Restrictions DYes
(If yes, cite Law(s) & Regulations(s))

. - e

%

16. Audit Requirements

] None [C)state

Bgdependcm

[JFederal

1. Is an Index System Used?-(If.yes, e
irdware/software.) “ Dch . 0

j
L

I3

x‘plain briefly and describe any

18. Recommended Retention

Retain for three years or until audited,
then destroy.

p—y P

). Name and Title of Preparer f

Thomas W. Carter3'C1¢}1§fT;;e*§surer

20. Telephone number
301-657-3211

21. Date

Ot 20, LoU(,

DGS 550-4 (Rev.1/93)




structions - Type or Print a separate form for

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

«ch new or revised record series, forward with 7275 WATERLOO ROAD
ecord Retention Schedule (DGS 550-1) PO BOX 275
JESSUP, MARYLAND 20794 PAGE _[_Z oF A7
Department/Agency 2. Division 3. Unit
Town of Somerset ~ Finance

EFINITION - 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

Five-Year Fiscal Plans

5. Earliest Year/Latest Year

1S 200 e

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

Record Series Format(s) 8. Record Series Sequence 9. Volume
File Drawer(s) {L""
B/Letter Size [ Microfilm [] Alphabetical No Zb g ca ' Ft) Microfilm Reel(s) [
umber
[] Legal Size (] Computer Tape [[] Numerical Computer Tape(s) [
Other (specify) [
[ Bound Book [[] Foppy Disk Chronological
10. Annual \/
D Audio Tape E] Video Tape [:] Geographical Accumulation File Drawer(s) [
[0 Other (specify) [] Other (specify) v { 225 tut Pf' Microfilm Reel(s) [
Number Computer Tape(s) [
Other (specify) [
L. File is Used 12. File Becomes Inactive After -
[ Daily [JWeekly onth]y l [J Month(s) Wear(s)

Number

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

Toww Hall

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

[(ves MNo

3. Access Restrictions [Jes
(If yes, cite Law(s) & Regulations(s))

1

Ao

16. Audit Requirements

[J None [JSstate

@ﬁdependcnt

[JFederal

1. Is an Index System Used? (If yes, explaip briefly and describe any
| Eﬁo

irdware/software.)

[:]ch

18. Recommended Retention

Retain for three years or until audited,
then destroy.

L

3. Name and Title of Preparer
Thomas W. Carter, Clerk-Treasurer

20. Telephone number

301-657-3211

21. Date

Octilien 204, U,

DGS 550-4 (Rev.1/93)




structions - Type or Print a separate form for

DEPARTMENT OF GENERAL SEKVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

ich new or revised record series, forward with 7275 WATERLOO ROAD
ecord Retention Schedule (DGS 550-1) PO BOX 275
JESSUP, MARYLAND 20794 PAGE L{ OF Z_Z
Department/Agency 2. Division 3. Unit
Town of Somerset Finance

EFINITION - 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
Annual Budgets

5. Earliest Year/Latest Year

/9390 200 6

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

Record Series Format(s)

‘lg/Lettcr Size

[] Legal Size

[JMicrofilm
[J Computer Tape
[ Floppy Disk

] Video Tape

[0 Bound Book

] Audio Tape

[] other (specify)

8. Record Series Sequence

[J Alphabetical

9. Volume

File Drawer(s) [\~
Microfilm Reel(s) [

24 Cu. P

Number

[[] Numerical Computer Tape(s) [
Other (specify)
MChronological ‘
10. Annual

D Geographical Accumulation File Drawer(s) [\/
[[] Other (specify) VDO 3 Cu. Ft Microfilm Reel(s) [

Number Computer Tape(s) [

Other (specify) [

-{. File is Used

Qéeckly [IMonthly

(I Daily

Number

_ 1l OMonne

12. File Becomes Inactive After

mar(s)

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

Towwn /Hall

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

Cves X0

5. Access Restrictions [JYes
(If yes, cite Law(s) & Regulations(s))

aer

Lo

16. Audit Requirements

[7] None

[State

Ign/dependem

[JFederal

7. Is an Index System Used? (If yes, explam briefly and describe any

wrdware/software.)

DYes BNO

18. Recommended Retel

ntion

Retain for three years or until audited,
then destroy.

3. Name and Title of Preparer

Thomas W. Carter, Clerk-Treasurer

20. Telephone number
301-657-3211

21. Date

Oclides 26, 2000

DGS 550-4 (Rev .1/93)




istructions - Type or Print a separate form for

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

wch new or revised record series, forward with 7275 WATERLOO ROAD
ecord Retention Schedule (DGS 550-1) PO BOX 275
JESSUP, MARYLAND 20794 PAGE _1_0__ OF 2_7
Department/Agency 2. Division 3. Unit
Town of Somerset Finance

EFINITION - 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
Monthly Financial Reports

5. Earliest Year/Latest Year

/5540 1006

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

Record Series Format(s)

Eéttcr Size D Microfilm 0] Alphabetical
[] Legal Size (] Computer Tape [ Numerical

[17_[, Chronological

[7] Geographical

D Other (specify)

[C] Bound Book [[] Floppy Disk

[[] Audio Tape (] Video Tape

[ other (specify)

8. Record Series Sequence

9. Volume
File Drawer(s) (o
lgl Cu. Ft Microfilm Reel(s) [
Number
Computer Tape(s)
Other (specify) [
10. Annual
Accumulation File Drawer(s) [/
. Qo‘L Cu F+, Microfilm Reel(s) [
[]
Number Computer Tape(s) [
Other (specify) [

{. Fileis Used

Aty

[Oweekly [OMonthly

12. File Becomes Inactive After

Bﬁar(s)

__!__._ D Month(s)

Number

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

Town Hall

[IYes Mo

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

Bffo

5. Access Restrictions [Jes
(If yes, cite Law(s) & Regulations(s))

-

4

16. Audit Requirements

[C] None [CJstate [fGependent

[CJFederal

1. Is an Index System Used? (If yes}, explain briefly and describe any

18. Recommended Retention

Thomas W. Carter, Clerk-Treasurer

301-657-3211

irdware/software.) DYes B
: Retain for three years or untilaudited,
then destroy.
3. Name and Title of Preparer . 20. Telephone number 21. Date

Qcleten. Ll L1 @

DGS 550-4 (Rev.1/93)

I




istructions - Type or Print a separate form for

DEPAKITMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

ich new or revised record series, forward with 7275 WATERLOO ROAD
ecord Retention Schedule (DGS 550-1) PO BOX 275
= JESSUP, MARYLAND 20794 race £ 7 or X7
Department/Agency 2. Division 3. Unit
Town of Somerset Finance

EFINITION - 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

Checkbook Reconciliations

5. Earliest Year/Latest Year

/’ﬁéﬁ&o_1202f4b

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

Record Series Format(s)

Metter Size

[] Legal Size

[ Microfilm
[[] Computer Tape

[] Bound Book (] Floppy Disk

[ Audio Tape [ video Tape

[C] Other (specify)

8. Record Series Sequence 9. Volume \/
File Drawer(s) [
. Ft
[J Alphabetical NL%S’ Cu. Microfilm Reel(s) [
umber
D Numerical Computer Tape(s) [
E’éhronological Other (Specify) ¢
10. Annual
E] Geographical Accumulation File Drawer(s) [\/
[] Other (specify) v O %) 04 F #»  Microfilm Reel(s) [
Number Computer Tape(s) [
Other (specify) [

l. File is Used

[ Daily mﬁomhly

[Iweekly

Number

____’__ D Month(s)

12. File Becomes Inactive After

Mar(s)

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

Town Hq\\

14. Is Record Series Duplicated

Elsewhere? [Jyes B‘ﬁo

(If yes, specify agency or office)

5. Access Restrictions [Yes
(If yes, cite Law(s) & Regulations(s))

o

16. Audit Requirements

[C] None [Jstate

[(JFederal

@depcndent

7. Is an Index System Used? (If.yes, explain briefly and describe any

o.l

[JYes - 4@(3

wrdwaré/software.)

“

P
B P e

18. Recommended Retention

Retain for three
then destroy.

years or until audited,

). Name and Title of Preparer
Y “
Thomas W. Carter, Clerk-Treasurer

o

20. Telephone number
301-657-3211

21. Date

O oo, 26, Lsta G

DGS 550-4 -(Rev:1/93) " "




DEPAKTMENT OF GENERAL SERVICES
GENCY RECORDS INVENTORY

istructions - Type or Print a separate form for RECORDS MANAGEMENT DIVISION AGENCY

«ch new or revised record series, forward with 7275 WATERLOO ROAD

ecord Retention Schedule (DGS 550-1) PO BOX 275 ~

JESSUP, MARYLAND 20794 pace /8 or 27
Department/Agency 2. Division 3. Unit
Town of Somerset " Finance

EFINITION - 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

Voided Checks }iiéfo 72X

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

Record Series Format(s) 8. Record Series Sequence 9. Volume
File Drawer(s) [/
MLener Size [CJMicrofilm [] Alphabetical I\;_Db_"t G FY Microfilm Reel(s) [
umber
[] Legal Size [C] Computer Tape (] Numerical Computer Tape(s)
Other (specify) [
[J Bound Book  [] Floppy Disk @/C'Zhronological
10. Annual
[] Audio Tape [] Video Tape [] Geographical Accumulation File Drawer(s) [\/
[ Other (specify) [] Other (specify) L0023 G ¥, Microfilm Reel(s) [
Number Computer Tape(s) [
Other (specify) [
L. Fileis Used 12, File Becomes Inactive After
[ Daily [(Oweekly ﬁl\ionthly / [ Month(s) {aar(s)
Number
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? Yes [CNo

(If yes, specify agency or office)

Toww Hall

5. Access Restrictions [JYes Bﬁo 16. Audit Requirements
(If yes, cite Law(s) & Regulations(s)) (] None [JState [JFederat IZﬁdependent
7. Is an Index System Used? (If yes, explain briefly and describe any 18. Recommended Retention

wrdware/software.) [QYes [Dfo

Retain for three years or until audited,
then destroy.

K

"

.- Name and Title of Preparer 20. Telephone number 21. Date

Thioias'W. Carter, Clerk-Tréasurer 301-657-3211 Ol 2L, 250 &

DGS 550-4 (Rev.1/93)

AT s coctenes




istructions - Type or Print a separate form for

DEPAKTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

wch new or revised record series, forward with 7275 WATERLOO ROAD
ecord Retention Schedule (DGS 550-1) PO BOX 275 ! Z
JESSUP, MARYLAND 20794 PAGE OF ﬂ
Department/Agency 2. Division 3. Unit
Town of Somerset Finance

EFINITION - 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

State Revenue Receipts

5. Earliest Year/Latest Year

14520 2004

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

Record Series Format(s)

E(Lettcr Size

[] Legal Size

[ IMicrofilm
(] Computer Tape
(] Floppy Disk

[ Video Tape

(] Bound Book

[] Audio Tape

[J Other (specify)

8. Record Series Sequence
[ Alphabetical
[(] Numerical
[gélronological
{] Geographical

[] Other (specify)

9. Volume
File Drawer(s) [~/
152 G PY Microfiim Reels) £
Number
Computer Tape(s) [
Other (specify) [
10. Annual
Accumulation File Drawer(s) ~""

037 Cu FT. Microfilm Reel(s) [

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

{. Fileis Used

[Daily mck]y [IMonthly

/

Number

12. File Becomes Inactive After

Eﬁar(s)

D Month(s)

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

Towwn Az /!

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

[(Ies %

5. Access Restrictions [JYes
(If yes, cite Law(s) & Regulations(s))

M

16. Audit Requirements

[ None [Ostate

Bﬂﬁepsndem

E]Federal

1. Is an-Index System Used? (If yes, explain briefly and describe any

wrdware/software.)

Oves - pbe

18. Recommended Retention

Retain for three years or until audited,
then destroy.

. : i
). Name and Title of Preparer §

I‘ho'mgs W.. Carter, Cle;k—'[reasl.irer

20. Telephone number

301-657-3211

21. Date

Octolo. 26, 2006

P

DGS 550-7 (Rev.1/83)"




structions - Type or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

DEPAKTMENT OF GENERAL SERVICED
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pacE L4 or 27

Department/Agency
Town of Somerset

2. Division
Finance

3. Unit

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

Record Senies title

County Revenue Receipts

5. Earliest Year/Latest Year

/fZﬁdZm 2D

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

Record Series Format(s)

M/Letter Size

[J Legal Size

[ Microfilm
(] Computer Tape
[C] Bound Book (] Floppy Disk

] Audio Tape [] Video Tape

[] Other (specify)

8. Record Series Sequence
[J Alphabetical
D Numerical
hrono]ogical
D Geographical

[] Other (specify)

9. Volume
O . Fr File Drawer(s) (v
A ‘ Microfilm Reel(s) [
Number
Computer Tape(s) [
Other (specify)
10. Annual
Accumulation File Drawer(s) w

_-_J’Q.g Cu. F+- Microfilm Reel(s) [

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

|. Fileis Used

12. File Becomes Inactive After

. v
[IDaily Eﬂ%ckiy [JMonthly / ] Month(s) [HYear(s)
Number
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? DYes 'ﬁo

fra )

J ow

({f yes, specify agency or office)

5. Access Restrictions [:]Yes
(If yes, cite Law(s) & Regulations(s))

g, g

%

[] None

16. Audit Requirements

[Jstate

@ﬁependent

[JFederal

7. Is an Index Systemn Used? (If yes" explgm briefly and describe any

wdware/software.) [:]Yes @No

18. Recommended Retention

Retain for three years or until audited,
then destroy.

3.~Name and Tltlc of Preparer. tme i

@

Thomas W Carter Clerk-Treasurer

20. Telephone number

301-657-3211

21. Date

Ocdn 26, 2504

DGS 550-4 (Rev.1/93)



file:///C/L-

istructions - Type or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

DEPAKITMENL UF GENERAL SEKVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE_X_IOF_I_‘?

Department/Agency 2. Division

Town of Somerset

Finance

3. Unit

EFINITION - 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
Miscellaneous Revenue Receipts

5. Earliest Year/Latest Year

]mm_wﬂé

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

Record Series Format(s)

EI,Letter Size [Microfiim [C] Alphabetical
[] Legal Size [] Computer Tape ] Numerical
[J Bound Book  [[] Floppy Disk /Chronological

[ Audio Tape ] Video Tape [ Geographical

D Other (specify)

D Other (specify)

8. Record Series Sequence

9. Volume
File Drawer(s) fu”
#-/i CIA' F*' Microfilm Reel(s) [
Number
Computer Tape(s) [
Other (specify)
10. Annual
Accumulation File Drawer(s) [/
V0 cm =+,  Microfilm Reel(s) [
Number Computer Tape(s) [
Other (specify) [

L. File is Used

12. File Becomes Inactive After

ve

[ Daily @IWeek]y [TMonthly I 1 Monthgs) MYear(s)
Number P

3, Current Location(s) (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere? Oyes Eﬁo
{f yes, specify agency or office)

Towv Hall
5. Access Restrictions [QYes Eﬁo 16. Audit Requirements
(If yes, cite Law(s) & Regulations(s)) [CJFederal ﬁependent

Rt

k)

(] None [Cstate

7. Is an Index System Used? (If yes, éxplaigibriefly and describe any
wrdware/software.) DYes '

i

e,
;oo

18. Recommended Retention

Retain for three years or until audited,
then destroy.

A . s, Ao wg\

). Nime-and Title of Preparer

2 AONM wap gy

Thomas W. Carter, Clerk-Treasurer

20. Telephone number

301-657-3211

21. Date

O Tidren. 2¢, 20600

DGS 550-4 (Rev.1/93)

k




istructions - Type or Print a separate form for

DEPAKITMENT OF GENERAL SEKVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

ich new or revised record series, forward with 7275 WATERLOO ROAD
ecord Retention Schedule (DGS 550-1) PO BOX 275
JESSUP, MARYLAND 20794 paGE Ad OF A7
Department/Agency 2. Division 3. Unit
Town of Somerset " FEinance

EFINITION - 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

Building Deposit Receipts

5. Earliest Year/Latest Year

/941« 200

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

Record Series Format(s)

M/Letter Size [ Microfilm

[] Legal Size [[] Computer Tape
[[] Bound Book ] Floppy Disk
[J Audio Tape [[] Video Tape

[J Other (specify)

8. Record Series Sequence

[] Alphabetical
[J] Numerical

v .
[¥]  Chronological
] Geographical

] Other (specify)

9. Volume
File Drawer(s) [
_'Q} cu\ F+' Microfilm Reel(s) [

Number
Computer Tape(s) [
Other (specify)

10. Annual
Accumulation File Drawer(s) [
M C.IA Ff- Microfilm Reel(s) [
Number Computer Tape(s) [
Other (specify) [

1. Fileis Used

[ Daily ['Eﬁeekly . [OMonthly

12. File Becomes Inactive After

____/____ D Month(s)

Number

mar(S)

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

Town Hal/l

Mo

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

[Oyes

5. Access Restrictions [ Yes
(If yes, cite Law(s) & Regulations(s))

WAL ey g

e

16. Audit Requirements

] None [Jstate E}fdependent

[JFederal

7. Is an Index System Used? (If 'y_":sfiéxplai briefly and describe any

wrdware/software.)

[:]Yes Eﬁ 0

[

H

18. Recommended Retention

Retain for three years or until audited, then
destroy.

). Nare and Titlé of Preparer isx .3, ;. ¢

Thc;ﬁias“W.‘ Carter; Clerk-Treasurer

20. Telephone number

301-657-3211

21. Date

Omk 2(0: wC’)(e

DGS 550-4 (Rev.1/93)




istructions - Type or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

DEPAKTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 1Q._3 OF _L,?

Department/Agency
Town of Somerset

2. Division
Finance

3. Unit

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

Record Senes title

Tennis Permits/Receipts

S. Earliest Year/Latest Year

/GZZéto_léﬂ’ﬁ

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

Record Series Format(s) 8. Record Series Sequence 9. Volume File D
ile Drawer(s) [«
i leversize [Microfim [ Alphabetical .. /bg Cue FH' herofimReels) |
umber
[] Legal Size (] Computer Tape [[] Numerical Computer Tape(s) [
Other (specify)
[] Bound Book  [] Floppy Disk [B/Chronological
10. Annual
D Audio Tape D Video Tape D Geographical Accumulation File Drawer(s) [’\/
[ Other (specify) [] Other (specify) ) O [} Cu. F./ i Microfilm Reel(s) [
Number Computer Tape(s) [

Other (specify) [

l. Fileis Used

[ Daily géeekly [CMonthly

/

12. File Becomes Inactive After

Mar(s)

D Month(s)

Number
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? DYes [9’1(0
(If yes, specify agency or office)
JTown HMe t/
5. Access Restrictions [JYes o 16. Audit Requirements
(If yes, cite Law(s) & Regulations(s)) [] None [C]state [JFederal [ }=fependent

. [EA R
1

7. Isan Index System Used? (If yes, explam brie
wrdware/software. ) DYes o

3
4

i
ﬂ and describe any

18. Recommended Retention

Retain for three years or until audited,
then destroy.

- [T

). Name and Titlé of Preparer
Thomas W. “Cartér, Clerk-Treasurer-

*

it o T PSP .

20. Telephone number

301-657-3211

21. Date

Octitre e 24, 20k

DGS 550-4 (Rev.1/93)




istructions - Type or Print a separate form for

DEPAKITMENT OF GENERAL SEKVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

ich new or revised record series, forward with 7275 WATERLOO ROAD
ecord Retention Schedule (DGS 550-1) PO BOX 275 lz
JESSUP, MARYLAND 20794 PAGE _0_7_q OF
Department/Agency 2. Division 3. Unit
Town of Somerset " Finance

EFINITION - 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

Bétting Cage Register/Receipts

5. Earliest Year/Latest Year

2080 v D (o

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

Record Series Format(s)

M/Letter Size [:I Microfilm

[[] Legal Size ] Computer Tape
[] Bound Book [J Floppy Disk
[] Audio Tape [ Video Tape

[[] Other (specify)

8. Record Series Sequence
(] Alphabetical
[] Numerical
B/Chronological
] Geographical

[[] Other (specify)

9. Volume
F File Drawer(s) [
'—D—l—-! cu‘ ‘h Microfilm Reel(s) [
Number
Computer Tape(s) [
Other (specify) [
10. Annual
Accumulation File Drawer(s) [~

V0006 Lu Pt Microfilm Reel(s) [
Computer Tape(s) [
Other (specify) [

Number

l. Fileis Used 12. File Becomes Inactive After
[ Daily MWeekly [Monthly ] Month(s) fTear(s)
Number
3, Current Location(s) (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere? [CYes 'l(o
(If yes, specify agency or office)
Town [l
5. Access Restrictions [JYes EII\T(') 16. Audit Requirements
(If yes, cite Law(s) & Regulations(s)) [JFederal Elﬁ'd'ebendent

[C] None [State

7. Is an Index System Used? {(If.yes,_cxplal’:i@g,brieﬂy and describe any
TN 0

wrdware/software.)

Dch : Ig

i

3
"

)
r

18. Recommended Retention

Retain for three years or until audited,
then destroy.

). Name and Title of Preparer
Thomas. W.;Qarte’r,"Cl’erk-'Tr"ea's}urer

remmir + fosare PRI it

20. Telephone number

301-657-3211

21. Date

Ocdoter 26, 200G

DGS 550-4 (Rev.1/93)




istructions - Type or Print a separate form for
ich new or revised record series, forward with
ecord Retention Schedule (DGS 550-1)

DEPARITMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ,oﬁ oF 27

Department/Agency 2. Division

Town of Somerset

Finance

3. Unit

EFINITION - 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
Swimming Pool Records/Receipts

5. Earliest Year/Latest Year

/9690 200 G

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

Record Series Format(s)

mettcr Size D Microfilm [] Alphabetical
[] Legal Size [[] Computer Tape [[] Numerical
[] BoundBook  [] Floppy Disk [ Chronological
[[] Audio Tape [] Video Tape (] Geographical

D Other (specify) D Other (specify)

8. Record Series Sequence

9. Volume File D o
ile Drawer(s) [
) g Cu. Fh Microfilm Reel(s) [
Number
Computer Tape(s) [
Other (specify) [
10. Annual
Accumulation File Drawer(s) [

D3 Cuw . Ff» Microfilm Reel(s) [

Number Computer Tape(s) [

Other (specify) [

t. File is Used

[ Daily Weekly . [Monthly

12. File Becomes Inactive After

_l_ D Month(s)

Number

%r(s)

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

Town Hall

ﬁo

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

Oyes

=0

3. Access Restrictions [JYes
(If yes, cite Law(s) & Regulations(s))

.« e PR “%-wm’ﬁ
Y é

16. Audit Requirements

[] None [state [Whdependent

[ JFederal

1. Is an Index System Used? (If yés; explain brieﬂgl and describe any
wrdware/software.) [Yes E‘N'o s

H

PR

18. Recommended Retention

Retain for three years or until audited,
then destroy.

). Name and Title of Preparer

°;20. Telephone number
Thomas W. Carter, Clerk-Treasurer

301-657-3211

21. Date

Octolrer 2, 2000

DGS 550-4 (Rev.1/93)




istructions - Type or Print a separate form for

DEPAKTMENT OF GENERAL SERVICED
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

ich new or revised record series, forward with 7275 WATERLOO ROAD
ecord Retention Schedule (DGS 550-1) PO BOX 275
JESSUP, MARYLAND 20794 PAGE Z‘(ﬁ OF _£7
Department/Agency 2. Division 3. Unit
Town of Somerset " Finance

EFINITION - 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

Town Hall Rental Records/Receipts

5.

Earliest Year/Latest Year

/9902000 Cp

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

Record Series Format(s)

Eﬁ..etter Size

[] Legal Size

[JMicrofilm
[[] Computer Tape
[] Floppy Disk

[(] Video Tape

[] Bound Book
[ Audio Tape

[ other (specify)

8. Record Series Sequence 9.

[] Alphabetical

Volume
File Drawer(s) w"

_‘_Z_C’ Cu. Fts Microfilm Reel(s) [

Number
[] Numerical Computer Tape(s) [
Other (specify)
Dﬁlrouological
10. Annual
[T} Geographical Accumulation File Drawer(s) [ "
[] Other (specify) .07 Cu. F+  Microfilm Reel(s) [

Computer Tape(s) [
Other (specify) [

Number

1. Fileis Used

[ Daily @\/Neek]y . CMonthly

/

Number

] Month(s)

12. File Becomes Inactive After

Mear(s)

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

Jownr Hall

(If yes, specify agency

14. TIs Record Series Duplicated Elsewhere?

[ves )

or office)

5. Access Restrictions [ Yes
(If yes, cite Law(s) & Regulations(s))

~

ﬁo

et

16. Audit Requirements

(] None s

Eiﬁzpendent

tate [CJFederal

1. Is an Index System Used? (If yes, explaip briefly and describe any
E}ﬁ]o :

DYes

xrdware/softwap.)

4

i then destroy.
!

18. Recommended Retention

Retain for three years or until audited,

). Name and Title of Preparer

Thomas W. Carter, Clerk-Treasurer

20! Telephone number

301-657-3211

21. Date

Oclisdeenr. 26, 20D

DGS 550-4 (Rev.1/93)




structions - Type or Print a separate form for
ch new or revised record series, forward with

DEPAKTMENT OF GENERAL SEKVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

PO BOX 275

ecord Retention Schedule GS 550-1)

JESSUP, MARYLAND 20794

PAGER 7 OF X ]

Department/Agency 2. Division

Town of Somerset

Finance

3. Unit

EFINITION - 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

Computer-generated Accounting Program Reports

5. Earliest Year/Latest Year

/997 _200¢

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

Record Series Format(s)

E/Letter Size

[ Legal Size

[JMicrofitm [] Alphabetical

[] Computer Tape [C] Numerical

@éhrono]ogical

] Geographical

[] Bound Book [[] Floppy Disk

[J Audio Tape [] Video Tape

8. Record Series Sequence

[ other (specify) [[] Other (specify)

9. Volume
2 F+ File Drawer(s) [ose"
_____C,LL Microfilm Reel(s) [
Number
Computer Tape(s) [
Other (specify) ¢
10. Annual
Accumulation File Drawer(s) [ t="
W 272 (s VP Microfilm Reel(s) €
Number Computer Tape(s) [
Other (specify) [

t. Fileis Used

Qﬁaily

[weekly . [[JMonthly

12. File Becomes Inactive After

___I__ D Month(s)

Number

M ear(s)

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

Town Hall

i

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

[Ies

s

5. Access Restrictions [Yes
(If yes, cite Law(s) & Regulations(s))

16. Audit Requirements

[J None [T]State

[(JFederal

[¥ndependent

7. Is an Index Systern Used?* (If yes, explaimbriefly and describe any
wdware/software.y ¢« []¥es .

3 -

(P
$

18. Recommended Retention

Retain for three years or until audited,
tthen destroy.

). Name ar;d Title of Preparer

Thomas W Carter, Clerk-Treasurer

20. Telephone number

301-657-3211

21. Date

Octiter 26, 2000

[N |

DGS 550-4 (Rev.1/93)




