DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION Page 1 of M377'2
RECORDS RETENTION AND DISPOSAL SCHEDULE
Agency ' Division/Unit
TOWN OF SOMERSET ADMINISTRATION

Iitem Description Retention

No.

L. 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 Town administration. material that serves to
document the origin,
development and
accomplishments of the
office. Transfer periodically
to the Maryland State
Archives.

|2 Personnel Files Retain f(?r three years after

termination date, then

Personnel records for employees. Includes: medical records, destroy.

injury reports, disciplinary actions, commendations,

promotions, awards, leave records, etc.

> Minutes of Town Council Meetings g:gﬁeﬁf'y{;agffg
Archives. '

4. Minutes of Appointed Committees Retain for three years, then
destroy unless of historical
value. Retain historical
information permanently and
transfer periodically to State
Archives.

Schedule Approved by Department, Agency,

or Division Represent&tivi.
4 9‘6 Y D—@dé
I

Date
Signature
Typed Name

Title

Date

Schedule Authorized by State Archivist

< Dewasld Ltz

Thomas W. Carter

2R l(\)anbj

IJSignature ‘Q"‘"‘jc‘ /M“/

Clerk-Treasurer

. DGS 550-1




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No.
M-225

Page 2 of 3

Agency Division/Unit
TOWN OF SOMERSET ADMINISTRATION
Item Description Retention
No.
5. Deeds/Agreements Permanent. Transfer
periodically to the State
Deeds of property and agreements between the Town and Archives.
individuals/entities.
6. Annexations Permanent. Transfer
periodically to the State
Annexation Petitions with supporting and background Archives.
documents.
7 Deannexations
: ' Permanent. Transfer
Deannexation Petitions with supporting and background periodically to the State
documents Archives.
8. Legislation
Permanent. Transfer
Charter, charter amendments, ordinances, and resolutions periodically to the State
adopted by the Council with supporting and background Archives.
documents, if any.
o Town Code and Amendments Peqnapent. Transfer
periodically to the State
The Code, with amendments, contains the current local laws Archives.
of the Town,
10. Legal Opinions and Litigation. Permanent. Transfer
iodically to the Stat
Written opinions rendered by the Town Attorney at the peripdically to the State
N . X Archives.
request of the Mayor and litigation cases involving the Town.
. Screen annually and
11.
Town Publications destroy the material that is
. . . . no longer needed for
;own Joum;l, handlioolz,lfilrectorclfs and various notices to historical purposes. Retain
e press and general public regarding current events. historical information
permanently and transfer
periodically to State
Archives.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. y_»25

Page 3 of 3

Agency Division/Unit
TOWN OF SOMERSET ADMINISTRATION
Item Description Retention
No.
12. Building Permits/ Permanent. Transfer
Plans for residents and Town facilities. periodically to the State
Archives.
13. Requests for Quotations/ Retain in office for five
Invitations to Bid years after contract
completion or until audit
This series contains the bid specifications, drawings, requirements have been
advertisement and other associated documents. met, then destroy.
14. Insurance (Property, Vehicle and Health) Screen annually and
. ) ) destroy material having no
Documentation and correspondence relating to insurance for | further legal,
property, vehicle and health coverage. administrative, fiscal or
operational value.
15. Insurance (Workers’ Compensation) Retain until termination
) _ L | plus three years, then
Workers’ Compensation Claims: contains incident reports, destroy.
correspondence, medical reports, invoices and medical »
authorization forms.
"
~ DGS 550-1A -

" T
e ]




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

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

AGENCY RECORDS INVENTORY

PAGE L OF _é/

Department/Agency 2. Division

Town of Somerset

Administration

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
General Correspondence

5. Earliest Year/Latest Year

/ﬂto_/_i_oO(e

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

Original incoming letters, copies of outgoing letters, memoranda, studies, reports, directives, policies and othe

materials related to Town Administration.

Record Series Format(s)

M/Al phabetical

[] Numerical

[¥ Letter Size [IMicrofilm

Legal Size Computer Tape
g p! p

] Floppy Disk

[] Video Tape

E] Bound Book D Chronological

[J Audio Tape [] Geographical

[ Other (specify) [0 other (specify)

8. Record Series Sequence

9. Volume
! File Drawer(s) [l/

. ‘ e
24 eub Microfilm Reel(s) [

Number feet
Computer Tape(s) [

Other (specify)

10. Annual
Accumulation File Drawer(s) [/

2Y kel Microfilm Reel(s) [

Number Computer Tape(s) [

Other (specify) [

t. Fileis Used 12. File Becomes Inactive After
@gaily [Oweekly  [IMonthly / [ Month(s) Bﬁar(s)
Number
}. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? [ves [Z]’ﬁo

Town) Hall

(If yes, specify agency or office)

5. Access Restrictions DYes [z]ﬁo
(If yes, cite Law(s) & Regulations(s))

N . .
-y

16. Audit Requirements

None [Jstate [JFederal [TIndependent

1. Is an Index §ys‘tem,Used? (If yes; explain briEﬂy and describe any
1rdware<softwarc.) DYes mlﬁo g

!

[

[ L 3

18. Recommended Retention

Screen annually and destroy the material that is no longe
needed for current business. Retain permanently any
material that serves to document the origin, developmen
and accomplishments of the office. Transfer periodically
to the Maryland State Archives.

). Nami¢'and Title of Preparer e

Thomas W. Carter, Clerk-Treastirer

20. Telephone number

301-657-3211

21. Date

OcZite. 20, 2006

DGS 550-4 (Rev.1/93)




structions - Type or Print a separate form for

DEPARTMENT 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 PAGE _(27_ OF ﬁ
Department/Agency 2. Division 3. Unit
Town of Somerset Administration

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
Personnel Files

5. Earliest Year/Latest Year

/ ﬂ5miw@

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

Personnel Files

Personnel records for employees. Includes: medical records, injury reports, disciplinary actions,
commendations, promotions, awards, leave records, etc.

Record Series Format(s)

8. Record Series Sequence

etter Size [Microfilm

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

[] Other (specify)

E’Alphabetical

] Numerical
[ Chronological
[[] Geographical

[:' Other (specify)

9. Volume
-0 File Drawer(s) [/
_'5_ Ceuis Ft Microfilm Reel(s) [
Number
Computer Tape(s) [
Other (specify) [
10. Annual

Accumulation

1@2 équf\

Number

Microfilm Reel(s) [
Computer Tape(s) [

Other (specify) [

L. File is Used 12. File Becomes Inactive After
j 7
[T Daily Mf\:”eekly [Monthly D Month(s) Year(s)
, Number
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? [Jyes 'No
' (If yes, specify agency or office)
Town Hall
5. Access Restrictions DYes 16. Audit Requirements
(If yes, cite Law(s) & Regulations(s)) None []State [JFederal [CIndependent

'

7. Is an‘Index System Used? af yes, explaixi briefly and describe any

irdware/software.)

DYes

NEiE

18. Recommended Retention
Retain for three years after termination date, then
destroy.

3. Name and Title of Preparer

Thomas W. Carter, Clerk-Treasur'éf

20. Telephone number

301-657-3211

21. Date

Octilrer 26, 2006

o 2T

File Drawer(s) [&—



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

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

AGENCY RECORDS INVENTORY

PAGE é OF _/k_;

Department/Agency 2. Division

Town of Somerset

Administration

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
Minutes of Town Council Meetings

5. Earliest Year/Latest Year

1906w _200L

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

Minutes of Town Council Meetings, Agendas [Open and Closed Meetings].

Record Series Format(s) 8. Record Series Sequence 9. Volume
File Drawer(s) [b/
IQ/Leuer Size [ Microfilm [C] Alphabetical U cu F Microfilm Reel(s) [
Number
[Z/Legal Size [] Computer Tape [J Numerical Computer Tape(s)
Other (specify) [
[E/Bound Book [] Floppy Disk B/Chronological
10. Annual
[] Audio Tape [] Video Tape [] Geographical Accumulation File Drawer(s) b”"
[ Other (specify) [ other (specify) N ( / U -p'l-; Microfilm Reel(s) [
Number Computer Tape(s) [
Other (specify) [
l. File is Used 12. File Becomes Inactive After
Q{)aily [OWeekly  [JMonthly 5 (] Month(s) [Mvears)
Number
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? [yes [
(If yes, specify agency or office)
Toww Holl
5. Access Restrictions [Jyes [gnﬁ 16. Audit Rgquirements
(If yes, cite Law(s) & Regulations(s)) Qﬁeone [Jstate [JFederal [¥rndependent

Y
M

7. Is an Index System Used?” (If yes, explain briefly and describe any
irdware/Software.) DYes 0

18. Recommended Retention
Permanent. Transfer periodically to State Archives.

3. Name and Title of Preparer

Thomas W. Carter, Clerk-Treasurer

20. Telephone number

301-657-3211

21. Date

&W 2, 2600



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

DEPARTMENT OF GEN

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

ERAL SER VICES AGENCY RECORDS INVENTORY

pace_ ¥ oF /S~

Department/Agency
Town of Somerset

2. Division-

Administration

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

Minutes of Appointed Committees

5. Earliest Year/Latest Year

192510 2096

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

Minutes of Appointed Committees

Record Series Format(s)

B/Letter Size

[] Legal Size

[ Microfilm
[[] Computer Tape

(] Floppy Disk

[} video Tape

(] Bound Book
[[] Audio Tape

[] other (specify)

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

[] Other (specify)

9. Volume
File Drawer(s)
_/_LGM FT Microfilm Reel(s) [
Number
Computer Tape(s) [
Other (specify) [
10. Annual
Accumulation File Drawer(s) 5"
35 ..t Microfilm Reel(s) [
Number Computer Tape(s) [
Other (specify) [

1. File is Used 12. File Becomes Inactive After
[CJDaily [(Jweekly Mnthly / [ Month(s) %ar(s)
Number
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? [ves Bﬁo
(If yes, specify agency or office)
Toww flall
5. Access Restrictions [Jves ¥ 16. Audit Requirements
(If yes, cite Law(s) & Regulations(s)) [Ffone [Cstate [CJFederal [CIndependent

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

Dch DN{)

wrdware/software.)

18. Recommended Retention

Retain for three years, then destroy unless of historical
value. Retain historical information permanently and
transfer periodically to State Archives.

). Name and Title of Preparer

Thomas W. Carter, Clerk-Treasurer

20. Telephone number

301-657-3211

21. Date

Oobtr 26, 200 (o




structions - Type or Print a separate form for

DEPARTMENT 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 PAGE ~_( OF LS
Department/Agency 2. Division 3. Unit
Town of Somerset Administration

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

Deeds/Agreements

5. Earliest Year/Latest Year

18480 2ol

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

Deeds of property and agreements between the Town and individuals/entities.

Record Series Format(s)

MCtter Size [JMicrofilm
E/Legal Size [] Computer Tape

Bound Book Floppy Disk
PP
[J Audio Tape [] Video Tape

[ other (specify)

8. Record Series Sequence 9. Volume
3 CI } + File Drawer(s) [\/
D Alphabctical ;__ &ut f ’ Microfilm Reel(s) [
Number
E] Numerical Computer Tape(s) [

Other (specify) [

[] Chronological
10. Annual

E/éeographical Accumulation File Drawer(s) [
D Other (specify) Oog cu. $t Microfilm Reel(s) {
Number Computer Tape(s) [

Other (specify) [

|. Fileis Used 12. File Becomes Inactive After
[Daily  [JWeekly  [Miffonthly 5 (] Month(s) Mears)
Number
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? [yes Igﬂl(o

Toww HMall

(If yes, specify agency or office)

5. Access Restrictions Ces ICAS

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

16. Audit Rgquirements
B{me [Jstate [JFederal [Jndependent

7. Is an Index System Used? (If yes, explain briefly and describe any 18. Recommended Retention

wrdware/software.) DYes o

Permanent. Transfer periodically to the State Archives.

3. Name and Title of Preparer

20. Telephone number 21. Date

Thomas W. Carter, Clerk-Treasurer

301-657-3211 Ocliter Jb, 2ot



tuctions - Type or Print a separate form for
1 new or revised record series, forward with
ord 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 j;op L{

Jepartment/Agency 2. Division

Town of Somerset

Administration

3. Unit

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

tecord Series title
Annexations

5. Earliest Year/Latest Year

/%Y 10_200L

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

Annexation Petitions with supporting and background documents.

tecord Series Format(s)

B/Letter Size
M Legal Size

[(] Bound Book

[ Microfilm ] Alphabetical
[] Numerical

m/Chrono]ogical

[[] Computer Tape

[] Floppy Disk

[J Audio Tape [ Video Tape [ Geographical

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

8. Record Series Sequence

9. Volume
0 7 Q * File Drawer(s) l]/
. .
Y& e Microfilm Reel(s) O
Number
Computer Tape(s) [
Other (specify) OO
10. Annual
Accumulation File Drawer(s) B’

. 000 ap €4, Microfilm Reel(s) O
Number Computer Tape(s) O

Other (specify) O

File is Used 12. File Becomes Inactive After
[ Daily DWeekly momhly .{ D Month(s) mr(s)

Number

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

Town Hall

Access Restrictions [ Yes kG 16. Audit Rgquirements

If yes, cite Law(s) & Regulations(s)) one [Jstate [JFederal [Jndependent

'

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

Iware/software.) [OYes IE)(O

18. Recommended Retention
Permanent. Transfer periodically to the State Archives.

Name and Txtle of Preparer

‘homas W. 5Carter Clerk—Treasurer

=‘=‘n-v

20. Telephone number

301-657-3211

21. Date

Ocletec AL, 2006

3



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

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

AGENCY RECORDS INVENTORY

PAGE i OF /_b/

Department/Agency
Town of Somerset

2. Division
Administration

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

Deannexations

5. Earliest Year/Latest Year

/ﬂitoﬁg 8

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

Deannexations Petitions with supporting and background documents.

Record Series Format(s)

E’Letter Size
[ Legal Size

[[] Bound Book

[Microfilm

[] Computer Tape
[] Floppy Disk
[ Audio Tape [ video Tape

[] Other (specify)

8. Record Series Sequence
D Alphabetical
[] Numerical
'f;'nronologica]
D Geographical

[ Other (specify)

9. Volume

a0y ew 4t

Number

File Drawer(s) ¢/’
Microfilm Reel(s) [
Computer Tape(s) [

Other (specify) [

10. Annual

Accumulation File Drawer(s) [S/

, Q@z M -@4, Microfilm Reel(s) C
Number : Computer Tape(s)

Other (specify) [

. File is Used

C]Daily Mffonthly

CJweekly

5

Number

12. File Becomes Inactive After

B{ear(s)

D Month(s)

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

70w Hall

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

[Qes Mo

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

G

[Sone

16. Audit Requirements

[IState

[JFederal [Independent

. Is an Index System Used? (If yes, explaip.briefly and describe any
= ?0 .

rdware/software.)

‘ DYes :

i

18. Recommended Retention
Permanent. Transfer periodically to the State Archives.

). Name and Tit_lc: of Preparer

Thomas We<Gagter, Clerk-Tréasurer

20. Telephone number

301-657-3211

21. Date

Ot 20, 200¢




DEPAKRTMENT OF GENEKAL SERVICES
structions - Type or Print a separate form for RECORDS MANAGEMENT DIVISION
ich new or revised record series, forward with 7275 WATERLOO ROAD

ecord Retention Schedule (DGS 550-1) _ PO BOX 275
_ JESSUP, MARYLAND 20794 PAGE _{ OF _L{

AGENCY RECORDS INVENTORY

Department/Agency 2. Division
Town of Somerset Administration

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

Legislation /%2 0_200 (o

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

Charter, charter amendments, ordinances and resolutions adopted by the Council with supporting and
background documents, if any.

Record Series Format(s) 8. Record Series Sequence 9. Volume
File Drawer(s) [+

E’ﬁetter Size [JMicrofilm [ Alphabetical [0 Q cu Microfilm Reel(s) [

Number
[] Legal Size [] Computer Tape [] Numerical Computer Tape(s) [

Other (specify)
[[] Bound Book [] Floppy Disk @yéhronological
10. Annual
[[J Audio Tape [ video Tape [] Geographical Accumulation File Drawer(s)

[] other (specify) [ other (specify) ) ! e M Microfilm Reel(s) [
Number Computer Tape(s) [

Other (specify) [

t. Fileis Used 12. File Becomes Inactive After

[ Daily Eﬁcekly [IMonthly / [ Months) Béar(s)

Number
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? DYes M

(If yes, specify agency or office)
Tww Hall
. P '
5. Access Restrictions DYes Bﬁo 16. Au|dzit}¢quirements

(If yes, cite Law(s) & Regulations(s)) None [State [CJFederal [Independent

7. Is an Index System Used?" (If yes, explaip briefly and describe any 18. Recommended Retention
liaﬁo :

irdware/software.) [JYes Permanent. Transfer periodically to the State Archives.

;

5 k.
&

). Name and Titlesof Preparer . .20. Telephone number 21. Date

Thomas W. Carter,ﬁlerk-—TreasU@ér 301-657-3211 OCBM 206, 200

g




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

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

AGENCY RECORDS INVENTORY

PAGE i OF L‘_{

Department/Agency
Town of Somerset

2. Division
Administration

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

Town Code and Amendments

5. Earliest Year/Latest Year

/57« 2006

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

The Code, with amendments, contains the current local laws of the Town.

Record Series Format(s)

m/Lelter Size

[] Legal Size

[JMicrofilm

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

[[] Other (specify)

8. Record Series Sequence
[] Alphabetical
[[] Numerical
[] Chronological
D Geographical A
[E’gthcr (specify) S Y ‘E?J Yo FFL

9. Volume
L File Drawer(s) [ v’

30 euy b Microfilm Reel(s) [

Number
Computer Tape(s) [
Other (specify)

10. Annual

Accumulation File Drawer(s) [/

018 ew. Py, Microfilm Reel(s) [
Number Computer Tape(s) [

Other (specify) [

|. Fileis Used

m{auy

[Jweekly [CIMonthly

s

12. File Becomes Inactive After

mar(s)

[ Month(s)

Number
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? [Oves [E!(o
(If yes, specify agency or office)
Jown Heall
5. Access Restrictions OYes [E'l(o 16. Audit Bequirements
(If yes, cite Law(s) & Regulations(s)) None [Jstate [OJFederal [Independent

7. Is an Index System Used? (If yes, explaiybriefly and describe any
wrdware/software.) DYes [g)?o )

18. Recommended Retention
Permanent. Transfer periodically to the State Archives.

). Name and-Title of Preparer

Thomas W. Carter, Clerk-Treasurer

20. Telephone number

301-657-3211

21. Date

Ocloter 26, 2006

B3




istructions - Type or Print a separate form for

DEPAKTMENT 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 PAGE _L” OF L}
Department/Agency 2. Division 3. Unit
Town of Somerset Administration

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

Legal Opinions and Litigation.

5. Earliest Year/Latest Year

/ﬁ to _200¢

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.
Written opinions rendered by the Town Attorney at the request of the mayor and litigations cases involving the

Town.

Record Series Format(s) 8. Record Series Sequence 9. Volume
File Drawer(s) [
[E/ﬁ:lter Size [JMicrofilm [ Alphabetical t 72 cu.rr Microfilm Reel(s) [
Number
[] 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) (v
[] Other (specify) E/Other (specify) M&T , O/Y U, 47  Microfilm Reel(s) [
Number Computer Tape(s) [
Other (specify) [
L. File is Used 12. File Becomes Inactive After
O Daily [CJweekly Mnthly / D Month(s) E(ear(s)
Number
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? DYes [EﬂN’o
(If yes, specify agency or office)
Towrn Hall
5. Access Restrictions [yes (% 16. Audit Rgquirements
(If yes, cite Law(s) & Regulations(s)) IE’(:;e []State [JFederal [Independent

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

wrdware/software.)

L—_]Yes [g!(o

18. Recommended Retention '
Permanent. Transfer periodically to the State Archives.

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

20. Telephone number

301-657-3211

21. Date

Octotle 20, 1006




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

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

AGENCY RECORDS INVENTORY

pacE_/Z) or /S

Department/Agency
Town of Somerset

2. Division
Administration

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

Town Publications

5. Earliest Year/Latest Year

/ ) 1o W24

Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.
Town Journal, handbook, directories and various notices to the press and general public regarding current

events,

Record Series Format(s)

Q/Lettcr Size
MLegal Size
[?Bound Book

[] Audio Tape

[ Microfilm
[ Computer Tape

[] Floppy Disk

[] video Tape

D Other (specify)

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

[] Other (specify)

9. Volume
File Drawer(s) [‘/
_LLQ“ » FH Microfilm Reel(s) [
Number
Computer Tape(s) [
Other (specify)
10. Annual

Accumulation

/Z ey -9-")

Number

Microfilm Reel(s) [
Computer Tape(s) [
Other (specify) [

|. Fileis Used

ﬁaily

[Jweekly [MMonthly

/

Number

12. File Becomes Inactive After

mar(s)

D Month(s)

3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? [Cyes =N
fo wn HQ / / (If yes, specify agency or office)

5. Access Restrictions O Yes o 16. Audit Requirements
(If yes, cite Law(s) & Regulations(s)) one [Jstate [JFederal [Jndependent

.

7. 1Is an Index System Used? (If yes, explain,briefly and describe any
|S}No

wrdware/software.)

DYes

H

4
o,

State Archives.

18. Recommended Retention

Screen annually and destroy the material that is no longe
needed for historical purposes. Retain historical
information permanently and transfer periodically to

). Name and Title of Pi'eparer '

Thomas W. Carter, Clerk-Treasuret

| 20. Telephone number

301-657-3211

21. Date

Octide. 26, ot

File Drawer(s) [\/



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 SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

PO BOX 275
JESSUP, MARYLAND 20794

‘ -
PAGE /&R OF _/S

Department/Agency
Town of Somerset

2. Division 3. Unit

Administration

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 Permits

/4

S. Earliest Year/Latest Year

w0_2000

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

Plans for residents and Town facilities.

Record Series Format(s)

Metter Size

[ Legal Size

[ Microfilim

] Computer Tape
[] Bound Book [] Floppy Disk
[ Audio Tape [] Video Tape

[E/Othcr (specify) ﬁla A Z &H\/’*‘
amd/z«//z//az} Plaws

8. Record Series Sequence 9. Volume v
File Drawer(s)
[] Alphabetical _9_'7_’ cu. £t Microfilm Reel(s) [
Number
[] Numerical Computer Tape(s) [
Other (specify) [
[ Chronological
10. Annual

[:B/éeographical

[c] Other (specify)

Accumulation

» 97 cu £t

Number

File Drawer(s) [\/
Microfilm Reel(s) [
Computer Tape(s) [

Other (specify) [

t. File is Used

Qﬁai]y [Oweekly [CMonthly

/

D Month(s)

12. File Becomes Inactive After

m(ear(s)

Number
3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? Dch W
/ (If yes, specify agency or office)
Towr Hal
5. Access Restrictions OYes Ao 16. Audit Requirements
(If yes, cite Law(s) & Regulations(s)) one [Jstate [JFederal [Independent

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

[QYes [

wrdware/software.) .

18. Recommended Retention

Permanent. Transfer periodically to the State Archives.

). Name and Title of Preparer

Thomas W. Cérter, Clerk-Treasurer

20. Telephone number

301-657-3211

21. Date

Cutote 26, 200¢




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/_\gOF/_$/

Department/Agency
Town of Somerset

2. Division
Administration

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

Requests for Quotations/Invitations to Bid

5. Earliest Year/Latest Year

/78 0 2006

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

This series contains the bid specifications, drawings, advertisements and other associated documents.

Record Series Format(s)

B/Lener Size

[] Legal Size

[IMicrofilm
[ Computer Tape

[] Ftoppy Disk

[ Video Tape

[[] Bound Book
] Audio Tape

[ Other (specify)

8. Record Series Sequence
[J Alphabetical
[[] Numerical
[] Chronological

[T] Geographical
1

[ Other (specify) M

9. Volume

2@ cau £+,

Number

File Drawer(s) [\/
Microfilm Reel(s) [
Computer Tape(s) [

Other (specify) [

10. Annual
Accumulation

105 Cu G’"t

Number

File Drawer(s) [\/
Microfilm Reel(s) [
Computer Tape(s) [

Other (specify) [

{. File is Used

[ Daily Mnmly

[Jweekly

5

Number

12. File Becomes Inactive After

Mt(s)

D Month(s)

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

7own Hall

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

[Jves hd

)

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

16. Audit Requirements
m’ﬁfme

[JState

[JFederal [Independent

wrdware/software.)

DYes

7. Is an Index System Used? (If yes, explaip:briefly and describe any 18.
Ezﬁo

Recommended Retention

; Retain in office for five years after contract completion

or until audit requirements have been met, then destroy.

). Name and Title of Preparer

Thomas W Carter, Clerk Treasurer

20. Telephone number
301-657-3211

26, 2.006

‘__




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

AGENCY RECORDS INVENTORY

PAGE L%OF K

Department/Agency
Town of Somerset

2. Division
Administration

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

Insurance (Property, Vehicle and Health)

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.

Documentation and correspondence relating to insurance for property, vehicles and health coverage.

Record Series Format(s)

E]{étter Size

[] Legal Size

[ Microfilm
[[] Computer Tape

[] Floppy Disk

[ video Tape

[[] Bound Book
[ Audio Tape

D Other (specify)

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

[] Other (specify)

9. Volume

7w, =

Number

File Drawer(s) [,/
Microfilm Reel(s) [
Computer Tape(s) [

Other (specify)

10. Annual
Accumulation

_IJD_"I CAUA 'G""

Number

File Drawer(s) [/
Microfilm Reel(s) [
Computer Tape(s) [

Other (specify) [

I. Fileis Used

[ Daily

E}'%aekly [CMonthly

/

Number

12. File Becomes Inactive After

D Month(s) Y/ear(s)

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

Towsr Hall

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

[Cves [hd

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

o

.
iANo

16. Audit Requirements
None

[JState

[JFederal [Independent

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

irdware/software.)

DYes .

18. Recommended Retention
Screen annually and destroy material having no further
legal, administrative, fiscal or operational value.

3. Name and Title of Preparer

20. Telephone number

301-657-3211

21. Date

/0/26/0¢

Thomas W. Carter, Clerk-Treasurer




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

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

AGENCY RECORDS INVENTORY

PAGE 1‘_5_/ OF f

Department/Agency
Town of Somerset

2. Division
Administration

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

Insurance (Workers' Compensation)

5. Earliest Year/Latest Year

/ZZZto_ZQD[(

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

Workers' compensation Claims: contains incident reports, correspondence, medical reports, invoices and

medical authorization forms.

See attached list of files.

Record Series Format(s)

Mdter Size

[[] Legal Size

[ Microfilm

[[] Computer Tape
[[] Bound Book ] Floppy Disk
[] Audio Tape [] Video Tape

D Other (specify)

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

[] Other (specify)

9. Volume

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

Y0 eu. £

Number
Computer Tape(s)
Other (specify) {
10. Annual
Accumulation File Drawer(s) [\/
. 0 14 w .@_’,‘ Microfilm Reel(s) [
Number Computer Tape(s) [

Other (specify) [

L. File is Used 12. File Becomes Inactive After
] Daily [Jweekly mnthly { L—_] Month(s) mar(s)

Number

3. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? DYes E]No
(If yes, specify agency or office)

Town Hel/

5. Access Restrictions |:|Yes []N,o 16. Audit Rgquirements

(If yes, cite Law(s) & Regulations(s)) Q‘gme [JState [JFederal [Independent

wrdware/software.)

7. Is an'Index System Used? (If yes, explainybriefly and describe any
@No

DYes

18. Recommended Retention
Retain until termination plus three years, then destroy.

3. Name and Title of Preparer

Thomas W. Carter, Clerk-Treasurer

20. Telephone number

301-657-3211

21. Date

Ocleler 26, 2ot56




