DEPARTMENT OF GENERAL SERVICES Schedule No. M245
RECORDS MANAGEMENT DIVISION Page 1 of 3
RECORDS RETENTION AND DISPOSAL SCHEDULE
Agency Division/Unit
TOWN OF UPPER MARLBORO General Government
Iltem Description Retention
No. !
General Government includes those files and records
pertaining to the elected officials (Legislative),
Administrative (Executive), Election Records,
Accounting/Financial/ Personnel and Police files.
NOTE: All records listed as permanent in this schedule
will be periodically transferred to the State Archives for
storage and preservation. All records with time limited
retentions are to be review for their potential historical,
administrative, legal, fiscal or other archival value before
destruction.
Legislative Records
1 Minutes of Board of Commissioners official meetings Permanent
2 Videos and recordings of official Commissioner meetings 2 years after approval
of minutes
3 Ordinances, Resolutions and Proclamations with legislative | Permanent
history if any
4 . Charter, amendments with legislative history Permanent
Schedule Approved by Department, Agency, | Schedule Authorized by State Archivist
or Division Representative.
Signature Wﬂw /W M
Typed Name STEPHEN SoONNETT | Signature & y
Title o/ Cb?n/)m-u—m%d
Lot of it Woilhoro m))

DGS 550-1 v 77




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 45

Page 2 of 3

Agency Division/Unit
TOWN OF UPPER MARLBORO General Government
Item Description Retention
No.
Administrative Records
> General correspondence: original incoming and copies of Screen annually and -
outgoing letters, notices, reports, directives, policies and other | destroy material that is no
material related to Town administration. 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 State Archives
6 Deeds, land use agreements, plats, surveys, including infrastructure Permanent
contracts and agreements correspondence and legal opinions
relating thereto
7 Contracts including: documentation and correspondence; bids | 3 years after satisfactory
awards, quotes, purchase orders, specifications, completion and/or audit
advertisements and associated documents if any. requirements
8 Town Publications Permanent
(retain one copy)
9 Opinions of Legal counsel, Court Opinions and Judgments Permanent
where the Town was a party
10 Insurance claims: including related records 7 years after settlement
11 Vehicle, equipment, other asset records 2 years after disposition

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. M245

Page 3 of 3

Agency Division/Unit
TOWN OF UPPER MARLBORO General Government
Item Description Retention
No.
Election Records
12 Election Returns; Town voter registration records Permanent
13 Candidate petitions; notice of elections; election worker records 5 years
14 Ballots, paper, absentee Minimum of 6 months to
maximum of 1 year after
election is final
Accounting/ Financial/Personnel Records
15 Bonds, audit Reports, Budgets, General Ledger Permanent
16 Paid bills, vouchers, invoices, bankbooks, statements, deposit | 4 years after end of
slips, tax assessment lists, employee payroll reports, tax Fiscal Year audit
returns, investment records, bank signatory statements
17 Personnel records 7 years after end
of employment
Police Records
18 Incident reports of various types 7 years
19 Daily activity Log of Officer on Patrol 3 years
20 Non-current Citations, flagging documents and reports 4 years

DGS 550-1A




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

1
PAGE___ OF L

1. Department/Agency

Town of Upper Marlboro

2. Division

General Government

3. Unit
General Government

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

4. Record Series Title

1. Minutes of Board Of Commissioners Official Meetings

5. Earliest Year/Latest Year

,35‘ » Current

Self Descriptive

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

XMonlhly

Number

7. Record Series Format(s) List alf 8, Record Series Seguence 9. Volume
O File Drawer(s)
O Microfiim Reel(s)
KLener Size 0 Microfilm 0 Alphabetical
2 0 Computer Tape(s)
0 Legal Size 0 Computer Tape 0 Numerical Number *
xomer {specify) 3 M 7
0 Audio Tape O Floppy Disk /( Chronological .
&)und Book 0 Video Tape O Geographical 10. Annual Accumulation
O File Drawer(s)
B Other (specity) O Other (specify)
D Microfilm Reel(s)
< l 0 Computer Tape(s)
Number R
Xomer (specify) 3 Ju»\,% ;
1. File is Used 12.  File Becomes Inactive After
0O Daily O Weekly 0 Annually __L_ O Month(s) K Year(s)

13. Current Location(s)

Towm

(Bldg., Floor, Room)

_ 2l oM

O Yes

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

Guro

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

O Yes &o XNone O State O Federal O Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
P
O Yes No

fermanent

19. Name and Title of Preparer

WMPMZ‘}

20. Telephone Number 21. Date

30{—6}7’“6905/

9/17/0¥

DGS 550-4 (Rev. 1/93)



Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

2
PAGE____ OF 20

1. Department/Agency

Town of Upper Marlboro

2. Division 3. Unit

General Government

General Government

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

4. Record Series Title

2. Videos and recordings of Official Commissioner Meetings

5. Earliest Year/Latest Year

1999 . 2005

Self Descriptive

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

7. Record Series Format(s) List all

O Letter Size 0 Microfilm
O Legal Size 0 Computer Tape
Nudio Tape 0O Floppy Disk

0 Bound Book

)Qideo Tape

0 Other {specify),

8. Record Series Sequence 9. Volume

0O Alphabetical

P

Number

0 Numerical

x Chronological

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

0 Computer Tape(s)

X Other (specily)_w

qux‘au X 16 2

0 Geographical 10. Annual Accumulation

O Other (specify)

YeornL.

Number

O File Drawer(s)

I Microfilm Reel(s)

O Computer Tape(s)

O Other (specify)

1. File is Used

O Daily 0 Weekly

Nonmly

O Annually

12.  File Becomes Inactive After

A

Number

Q Month(s)

( Year(s)

13. Current Location(s)

Towmn

{Bldg., Floor, Room)

ol — Meaboom

0 Yes

KNO

14. 1s Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

16.  Audit Requirements

Xﬁo

O Yes XNo Nona O State O Federal O Independent
17. 1s an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
0 Yes

19. Name and Title of Preparer

Mgl St

Stephen Sonnett, President

20. Telephone Number 21. Date

301-627-6905

q/i1/0%

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

1. Department/Agency

Town of Upper Marlboro

2. Division 3. Unit

General Government

General Government

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

4. Record Series Title

3. Ordinances,
legislative history if any

Resolutions and Proclamations with

5. Earliest Year/Latest Year

lﬂi‘_ww

Self Descriptive

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

7. Record Series Format(s) List all

0 Microfilm

(Lener Size
xLegal Size

0 Audio Tape

0 Computer Tape
O Floppy Disk
0 Bound Baok

0 Video Tape

D Other {specify)

8. Record Series Sequence 9. Volume

O File Drawer(s)

a Microfilm Reel(s)
0O Alphabetical

¥ Numerical
x(Chronological

3 0 Computer Tape(s)

Number

K Other (specify).

Book, 3R1IVO-

BINDER

0 Geographical 10. Annual Accumulation

O File Drawsr(s)
0 Other (specify)

O Microfilm Reel(s)

<K

Number

0 Computer Tape(s)

xomer {specify)

P ager

1. Fileis Used

ﬂeekly

O Daily O Monthly

O Annually

12, File Becomes Inactive After

0 Month(s) O Year(s)

Number

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

Toww HALL- Fil
0§Sice

E ROooM cLERWY

O Yes

xwo

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

18, Access Restrictions (If Yes, cite Law(s) & Regulation(s)

olNo

0 Yes

16.  Audit Requirements

XNone

D State D Federal

O Independent

0 Yes

No

17. Is an Index System used? If yes, explain briefly and describe requirements 18.

Recommended Retention

Lo mament

19. Name and Title of Preparer

flhoe ot

Stephen Sonnett, President

20. Telephone Number 21. Date

301-627-6905

2/17/0%

DGS 550-4 (Rev. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE

or _20

1. Department/Agency

Town of Upper Marlboro

2. Division 3. Unit

General Government

General Government

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

4. Record Series Title

4. Charter, Amendments with legislative history

5. Earliest Year/Latest Year

lMtow

Self Descriptive

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

Number

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Microfilm Reel(s)
*ﬂner Size 0 Microfilm O Alphabetical “I
Q Computer Tape(s)
O Legal Size 0 Computer Tape x Numerical Number
% Other (specify),
0 Audio Tape O Floppy Disk K Chronelogical
0 Bound Book 0O Video Tape 0 Geographical 10. Annual Accumulation
O File Drawer(s)
0 Other (specify) o Other {specify)
Q Microfilm Reel(s)
O Computer Tape(s)
Number 071 W
Koo it Ot R QANLIY
". File is Used 12. File Becomes Inactive After
O Daily 0 Weekly *mnthly 0 Annually O Month(s) O Year(s)

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

Toww Hall — Preaidbuld offtce

O Yes

KNo

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

ANO

P.M/WW

15.  Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16.  Audit Requirements

Q Yes %No E&one QO State O Federal {0 Independent
17, Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

O Yes

19. Name and Title of Preparer

Hlophve fomncst

Stephen Sonnett, President

20. Telephone Number 21. Date

301-627-6905

q/17/0%

DGS 550-4 (Rev. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE 5 or 20
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Town of Upper Marlboro General Government General Government

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

4. Record Series Title

5.

General Correspondence

5. Earliest Year/Latest Year

127¢ . cannent

directives,

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

policies and other material related to Town administration

Administrative Records -original incoming and copies of outgoing letters, notices,reports,

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
KFile Drawer(s)
0O Microfilm Reel(s)
Letter size O Microfitm % Alphabetical 2 7
O Computer Tape(s)
xegal Size 0 Computer Tape 0  Numerical Number
3 other (spaciry)_ﬂm
0 Audio Tape 0O Floppy Disk x Chronological
6 Bound Book 0 Video Tape O Geographical 10. Annual Accumulation
XFile Drawer(s)
O Other (specify) G Other (specify)
O Microfilm Reel(s)
, 0 Computer Tape(s)
Number
O Other (specify)
1. File is Used 12. File Becomes Inactive After
XDain 0 Weekly O Monthly 0 Annually l— 0 Month(s) \k\lear(s)
Number

:F:urrenl Location(s) (Bldg‘.,-FIo.or?. m ' p R Q ! '
Q é '] ; ‘ g . i

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

0 Yes

)(m

18. R:commended Retention

O Yes KNO
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
O Yes KND KNone 0 State D Federal O Independent
17. Is an Index System used? If yes, explain briefly and describe requirements

Recerclo

m&w

19. Name and Title of Preparer

Stephen Sonnett, President

20. Telephone Number 21. Date

q/i7/0¥

301-627-6905

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

6
PAGE______ OF 20

1. Department/Agency

Town of Upper Marlboro

2. Division

General Government

3. Unit
General Government

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

4, Record Series Title

6. Deeds, land use agreements, plats, surveys, including
infrastructure contracts and agreements, correspondence
and legal opinions relating thereto

5. Earliest Year/Latest Year

144 =, turrent

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

Self Descriptive

7. Record Series Format(s) List all

XLener Size a Microfilm
Nagal Size 0 Computer Tape
O Audio Tape O Floppy Disk

0 Bound Book O Video Tape

plafo, aurvige

XOIhar {specify)

xAlphabetical \ ‘

O Numerical Number

O Chronological

8. Record Series Sequence 9. Volume

xFile Drawer(s) @

O Microfilm Reel(s)

O Computer Tape(s)

x Other (specify)_m@

O Geographical

O Other (specify)

<l

Number

10. Annual Accumulation

*Fils Drawer(s)

O Microfilm Reel(s)
0 Computer Tape(s)

O Other (specify)

1. File is Used

O Daily 0 Weekly

%onlhly 0 Annually

Number

12. File Becomes Inactive After

0O Month(s) D Year(s)

13. Current Location(s) (Bldg., Floor, Room) . £
Town £all - +. Ao Room, Qeacdernts

14. s Record Series Duplicated Eisewhere? (If yes, specify agency or office.)

0O Yes ‘X No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

O Yes *No

16.  Audit Requirements

E\‘%‘ne O State

O Federal O Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

Permanent

O Yes XNO

19. Name and Title of Preparer

20. Telephone Number 21, Date

301-627-6905

_Jg o Aornedt

Stephen Sonnett, President

9/17/0%

DGS 5504 (Rev. 1/93)



Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

1. Department/Agency

Town of Upper Marlboro

2. Division 3.

General Government

Unit
General Government

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

Record Serigs Title . . .
R 5’ontracts including documentation and correspondence,

5. Earliest Year/Latest Year

bids, awards, quotes, purchase orders, specifications
advertisements and associated documents if any

19LY ., cannent

Self Descriptive

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

7. Record Series Format(s) List all

0 Microfilm

ﬁener Size
ﬁegal Size

D Audio Tape

O Computer Tape
O Floppy Disk
Q2 Bound Book

0 Video Tape

0 Other (specify).

8. Record Series Seguence 9. Volume

*Nphabetica!

0  Numerical

3

Number

a Chronological

XFue Drawer(s)

O Microfilm Reel(s)
O Computer Tape(s)

O Other (specify)

0 Geographical

0 Other (specify)

!

Number

10. Annual Accumulation

File Drawer(s)

D Microfilm Reel(s)

0 Computer Tape(s)

O Other (specify)

11. File is Used

Weekly

O Daily O Monthly O Annually

Filo Becomes Inactive After

Number

0O Month(s)

O Year(s)

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

Town Hall -

AOTT

Crewdhadd offict, 3 le

0O Yes

KNO

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

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

,XNO

D Yes

16. Audit Requirements

wone

0 State

0O Federal O I!ndependent

17.

O Yes

[ &

is an Index System used? If yes, explain briefly and describe requirements

18,

I ofa‘w/n
Lomplelis § :

awudct

19. Name and Title of Preparer

Mhone Somneist

Stephen Sonnett, President

20. Telephone Number 21. Date

301-627-6905

9/17/0 %

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

20

PAGE OF

1. Department/Agency

Town of Upper Marlboro

2. Division

General Government

3. Unit
General Government

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

4. Record Series Title

8. Town Publications

5. Earliest Year/Latest Year

IMMW

Self Descriptive

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

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Microfilm Reel(s)
ﬂ.euer Size O Microfilm O Alphabetical
l O Computer Tape(s)
O Legal Size G Computer Tape 0O Numerical Number . e M ‘za n
x Other (spacify)ﬁ%
O Audio Tape 0O Floppy Disk X Chronological
0 Bound Book 0 Video Tape 0 Geographical 10. Annual Accumutation
O File Drawer(s)
Q Other (specify). O Other (specify)
O Microfilm Reel(s)
n
4 { 0O Computer Tape(s)
Number
X Other (specify) W
. File is Used 12. File Becomes Inactive After
. ! L
O Daiy 0 Weekly kﬁonlhly 0 Annually [ I o _XMomh(s) O Year(s)

Number

13. Current Location(s)

(Bldg., Ftoor,_R m)
Town Hall w 70& m‘m

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

D Yes

fwo

0O Yes KNO
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s} 16. Audit Requirements
O Yes AND D&ns D State Q Federal 0 Independent
17. Is an index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

fﬁqunathanjb
(WM%\

19. Name and Title of Preparar

Lbgihon ormt

Stephen Sonnett, President

20. Telephone Number

301-627-6905

21. Date

9/17/0%

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE OF

1. Department/Agency

Town of Upper Marlboro

2. Division

General Government

3. Unit

General Government

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

4. Record Series Title

9. Opinions of Legal Counsel, Court Opinions and

Judgements where the Town was a party

5. Earliest Year/Latest Year

1964 ., turont

Self Descriptive

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

7. Record Series Format(s) List all

8. Record Series Sequence 9. Volume

%File Drawer(s)

O Microfilm Reel(s)

Town Hall.. e

oﬂ—u‘.e.

0O Yes

.)Q.ener Size 0 Microfilm %—Alphabelical | { 1
O Computer Tape(s)
*l'.egal Size O Computer Tape O Numerica! Number
3 Other (specify)
0 Audio Tape O Floppy Disk D Chronclogical
0 Bound Book 0 Video Tape D Geographical 10. Annual Accumulation
O File Orawer(s)
O Other (specify) 0 Other (specify)
"n O Microfilm Reel(s)
l O Computer Tape(s)
Number
Xomer (specify)
1. File is Used 12.  File Becomes Inactive After
O Daily O Weekly %Monthly Q0 Annually ‘ O Month(s) KYear(s)
Number
13. Current Location(s) {Bldg.. Floor, Room) \ 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

x<No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

186. Audit Requirements

aoo

O Yes wo D&)ne O State O Federal O Independent
17. ts an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
0 Yes

6Qg4/n¢an424uzL

19. Name and Title of Preparer

Hphan Amnt¥

Stephen Sonnett, President

20. Telephone Number 21. Date

301-627-6905

af17/08

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

10
PAGE_______ OF 20

1. Department/Agency

Town of Upper Marlboro

2. Division

General Government

3. Unit

General Government

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

4. Record Series Title

10.Insurance ¢laims including related records

5. Earliest Year/Latest Year

2000 . Cuanant

Self Descriptive

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

7. Record Series Format(s) List all

8. Record Series Sequence 9. Volume

x File Drawer(s)

O Microfilm Reel(s)

Number

yfenar Size 0 Microfitm x Alphabetical \ ﬁ
O Computer Tape(s)
%egal Size © Computer Tape O Numerical Number
O Other (specify)
0 Audio Tape 0 Floppy Disk 0 Chronelogical
0 Bound Book 0 Video Tape 0 Geographical 10. Annual Accumulation
x File Drawer(s)
O Other {specify), O Other (specify)
D Microfilm Reel(s}
<a'
O Computer Tape(s)
Number
, G Other (specify)
11. File is Used 12.  File Becomes Inactive After
O Daily 0 Weekly XMonthly 0 Annually ___L O Month(s) KYear(s)

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

Town Hall - P

/ Of*LLQ

0 Yes

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

KNO

15. Access Restrictions {If Yes, cite Law(s) & Regulation(s)

Yo

O Yes

16. Audit Requirements

(&‘lone

[ State

[ Federal 0 Independent

O Yes KN

17. Is an Index System used? If yes, explain briefly and describe requirements 18.

Recommended Retention

74?;@@4_05%@,4»&20”1%'}"

19. Name and Title of Preparer

Yoo Aonrt

Stephen Sonnett, President

20. Telephone Number 21. Date

301-627-6905

q/17/6¢

DGS 550-4 (Rev. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 11 OF .__..__2 0

1. Department/Agency

Town of Upper Marlboro

2. Division

General Government

3. Unit
General Government

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

4. Record Series Title

11. Vehicle, equipment,

other asset records

5. Earliest Year/Latest Year

2000, Carrest

8. Record Series Di

iption (Briefly the types of i

Self Descriptive

forms found in the series. Include the purpose or function of the series.)

Number

7. Record Series Format(s) List afl 8. Record Series Sequence 9. Volume
X File Drawer(s)
O Microfilm Reel(s)
Xener Size O Microfilm K Alphabetica!
I 0O Computer Tape(s)
0 Legat Size 0 Computer Tape O Numerical Number
0O Other (specify)
0 Audio Tape O Floppy Disk O Chronologicat
0 Bound Book 0 Video Tape O Geographical 10. Annual Accumutation
X File Drawer(s)
0 Other (specify), O Other (specify)
O Microfilm Reel(s)
l ]
< O Computer Tape(s)
Number
O Other (specify)
11, File is Used 12.  File Becomes Inactive After
O Daily 0 Weekly ‘XMonlhly 0 Annually / 2 Month(s) XYear(s)

13. Current Location(s)

{BIdg., Floor, Room) R

O Yes

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

KNO

15.  Access Restrictions (If Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

r N Sind

O Yes KNO &dune 0 State O Federal O Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
8 Yes oo 7/& W

19, Name and Title of Preparer

Stephen Sonnett, President

Ngehre At

20. Telephone Number 21. Date

301-627-6905

9/t7/0%

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

12

PAGE 20

OF

1. Department/Agency

Town of Upper Marlboro

2. Division

General Government

3.

Unit
General Government

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

4. Record Series Title

12. Election Returns, Town voter

registration records

5. Earliest Year/Latest Year

1966 ., Cennont

8. Record Series D

(Briefly the types of i

Self Descriptive

forms found in the series. Include the purpose or function of the series.)

7. Record Series Format(s) List all
XLetter Size 0 Microfilm
O Legal Size 0 Computer Tape
G Audio Tape O Floppy Disk
0 Bound 8ock 0 Video Tape

Nmer (specify)w

8. Record Series Sequence 9. Volume

x Alphabetical

O Numerical

s

Number

PAChronological

%Fila Drawer(s)

0O Microfilm Reel(s)
O Computer Tape(s)

O Other (specify)

O Geographical

O Other (specify)

L4

Number

L
10. Annual Accumulation W

% File Drawer(s)
0 Microfilm Reel(s)
0 Computer Tape(s)

" Other (specify)

11, Fileis Used

\
0 Daily 0 Weekly O Monthly mxAnnually

12 File Becomes Inactive After

[

Number

) ( Year(s)

13, Cument Location(s)  (Bldg., Floor, Room}

Town Hall = -r
otom M‘i"ﬁ

0 Yes

R o

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

0 Yes

)Qo

15. Access Restrictions {If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
a Yes (No mne O State O Federal O Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

PM

19. Name and Title of Preparer

Alahere Aot

Stephen Sonnett, President

20. Telephone Number 21. Date

301-627-6905

9/ 170%

OGS 550-4 (Rev. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

13

PAGE or_20

1. Department/Agency

Town of Upper Marlboro

2. Division

General Government

3. Unit
General Government

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

4. Record Series Title

works records

13. Candidate petitions, notice of elections, election

5. Earliest Year/Latest Year

Ii‘;g_toa_u/lﬂm}

6. Record Series Description (Briefly d the types of inf

Self Descriptive

found in the series. Include the purpose or function of the series.)

7. Record Series Format(s) List all
ﬁ\euer Size 0 Microfilm
O Legal Size O Computer Tape
O Audic Tape O Floppy Disk
O Bound Book 0 Video Tape

Potner (specimw

8. Record Series Sequence

v)( Alphabetical

O Numerical

){ Chronological

Number

9. Volume

A File Drawer(s)

O Microfilm Reel(s)

ll JO O Computer Tape(s)

O Other (specify),

O Geographical
O Other (specify)
/]

Number

10. Annual Accumulation

Brarmnmea

« File Drawer(s)
0 Microfilm Reel(s)
O Computer Tape(s)

’ "
{;\ Other (specify)

M. File is Used

O Monthly h; %nnually

0 Daily O Weekly

—

5 5

12 File Becomes Inactive After

Number

h{s) KYear(s)

13. Current Location(s) {Bldg. F!o , Room)
Town Hall < {JL AT YA

0 Yes

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

o

15.  Access Restrictions (If Yes, cite Law(s) & Regulation(s}

16.  Audit Requirements

aQ«o

0 Yes I‘XNO Ewone O State O Federal 0 Independent
17. Is an index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
O Yes

J‘?&‘w

19. Name and Title of Preparer

Aoy Aorirntt

Stephen Sonnett, President

20. Telephone Number 21. Date

301-627-6905

F/17/0%

DGS 5504 (Rev. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

14

PAGE OF

1. Department/Agency

Town of Upper Marlboro

2. Division

General Government

3. Unit

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

4. Record Series Title
14. Ballots, paper and absentee

5. Earliest Year/Latest Year

200%¢ , 100¥

6. Record Series D (Briefly the types of ir

Self Descriptive

forms found in the series. Include the purpose or function of the series.)

7. Record Series Format(s) List all

8. Record Series Sequence

9. Volume
x' File Drawer(s)

0 Microfilm Reel(s)

20

General Government

O Letter Size D Microfilm O Alphabetical “/L/
__Q 0 Computer Tape(s)
O Legal Size O Computer Tape Mdumerical Number
G Other {specify).
0 Audio Tape O Floppy Disk 0 Chronological
P
0 Bound Book 0 Video Tape 0 Geographical 10. Annual Accumutation W
D File Drawer(s)
&lher {specify) 0O Other (specify)
O Microfilm Reel(s)
_l/_q_o 0 Computer Tape(s)
Number
O Other (specify)
1. File is Used 12.  File Becomes Inactive After
- !
O Daily 0 Weekly O Monthly &"x}\nnually l X" h 3. Year(s)

Number

13. Current Location{s) (Bldg., Floor, Rgom)
Town Hall — &J‘

14. 1s Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

KNo

0O Yes

O Yes

X"

15.  Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16.  Audit Requirements
QO Yes *No MNons O State O Federal O Independent
17. I8 an Index System used? ! yes, explain briefly and describe requirements 18. Recommended Retention

Minimum of 6 months to maximum of

1 year after election is final

19. Neme and Title of Preparer

phre dorint

Stephen Sonnett, President

20. Telephone Number

301-627-6905

21. Date

9/17/0 %

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for |°  DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 15 20
PAGE OF I
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Town of Upper Marlboro General Government General Government

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

4. Record Series Title 5. Earliest Year/Latest Year

15. Bonds, audit reports, budgets, general ledger 1964 current
to

6. Record Series Di {Briefly ibe the types of informatio /forms found in the series. Include the purpose or function of the series.)

Self Descriptive

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
0O File Drawer(s)
O Microfilm Reel(s)
Setter Size 0 Microfilm 0 Alphabetical 2
0O Computer Tape(s)
OLegal Size 0 Computer Tape O Numerical Number
0O Other {specify) boxes
O Audio Tape O Floppy Disk 0¥ Chronological
#Bound Book 0 Video Tape 0 Geographical 10. Annual Accumulation
. X File Drawer(s)
O Other (specify)__COMputer print outs O Other (specify)
D Microfilm Reel(s)
1/10th
O Computer Tape(s)
Number
O Other {specify)
1. File is Used 12, File Becomes Inactive After
Q Daily D’Weekly O Monthly O Annually 1 u] ) 0XYear(s)
Number

13. Current Location(s}  (Bldg., Floor, Room) ' 14. s Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
Town Hall - 3 1€ Aoom IV %, )
. )

:g O Yes X No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
O Yes o O None 0 State {1 Federal *independent
17. Is an Index System used? f yes, explain briefly and describe requirements 18. Recommended Retention
O Yes X No
Permanent
19. Name and Title of Preparer 20. Telephone Number 21. Date

WW 301-627-6905 9//7/0?

Stephen Sonnett, President

DGS 5504 (Rev. 1/93)



Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

PAGE , é oF _20
Jessup, Maryland 20794
410-799-1930

1. Department/Agency 2. Division 3. Unit

Town of Upper Marlboro General Government General Government

DEFINITION - 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

1979 .

‘ige.c‘ﬁdasfﬁ s‘.glﬁ'.lls , vouchers, invoices, bankbooks, statements, deposit
slips, tax assessment lists, employee payroll reports, tax
returns, investment records, bank signatory statements

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

Self descriptive

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
x File Drawer(s)
O Microfilm Reel(s)
XLe(ter Size 0 Microfilm K Alphabetical \
0 Computer Tape(s)
O Legal Size Q Computer Tape 0  Numerical Number
Vﬂ\ Other (specify).
0 Audio Tape O Floppy Disk x Chronological
O Bound Book 0 Video Tape O Geographical 10. Annua! Accumulation
x File Drawer(s)
Q Other (specify) 0 Other (specify)
0 Microfilm Reel(s)
J\ O Computer Tape(s)
Number
O Other (specify)
11.  Fileis Used 12.  File Becomes Inactive After
kaily D Weekly 0 Monthly 0 Annually ! O Month(s) x Year(s)

Number

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

Toww rad - Fle

14. s Record Series Duplicated Eisewhera? (If yes, specify agency or office.)

O Yes Ex No
L4
15, Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
O Yes X No 0 None O State O Federal Kndependem
17. Is an Index System used? If yes, explain briefly and describe requirements 18.

O Yes

KNO |

20. Telephone Number

30l-637-6705]

21, Date

| Aot ] Quosind 9/11fo

DGS 550-4 (Rev. 1/93)



Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE , 1 or 20
Jessup, Maryland 20794
410-799-1930
1. Depariment/Agency 2. Division 3. Unit
Town of Upper Marlboro General Government General Government

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

4. Record Series Title 5. Earliest Year/Latest Year

17. Personnel records lm1
]

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

Self descriptive

7. Record Series Format(s) List all 8. Record Series Sequence 9, Volume
File Drawer(s)

O Microfilm Reel(s)

etter Size 0 Microfitm X Alphabetical
a Computer Tape(s)

O Legal Size 0 Computer Tape C Numerical Number

O Other (specify).
0 Audio Tape 0 Floppy Disk O Chronelogical
O Bound Book 0 Video Tape O Geographical 10. Annual Accumulation

XFiIe Drawer(s)
O Other (specify)_______ O Other (specify)

0 Microfilm Reel(s)

%ﬁ
1 s 0 O Computer Tape(s)

. ,N‘ur’nber
O Other {specify)
1. File is Used 12. File Becomes Inactive After
D Daily X'Veekly O Monthly 0 Annually O Month(s) 0 Year(s)
Number
13. Current Location{s) (Bldg., Floor, Room) 14. s Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

TDw N He kb = Presidants o fSice . e

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) “16. Audit Requirements

0 Yes XNO - Aone O State 0 Federat O Independent

17. is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

/

Hiphore dormatfsdind | o1 g370905 afi7o s

DGS 550-4 (Rev. 1/33)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 Waterloo Road, P.O. Box 275

PAGE I 8 OF 20

Jessup, Maryland 20794
410-799-1930

2. Division 3. Unit

General Government

1. Department/Agency

Town of Upper Marlboro General Government

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

4. Record Series Title 5. Earliest Year/Latest Year

1921 .

18. Incident reports of various types

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

Self descriptive

7. Record Series Format(s) Listall 8. Record Series Sequence 9. Volume
7~File Drawer(s)
O Microfilm Reel(s)
Xumer Size 0 Microfilm O Alphabetical
0 Computer Tape(s)
O Legal Size O Computer Tape 0 Numerical Number
W oter (specify)_M@
0 Audio Tape O Floppy Disk *Chronological
0-Bound Book 0 Video Tape QO Geographical 10, Annual Accumulation
«File Drawer(s)
O Other (specify) O Other (specify)
O Microfilm Reel(s)
0"
< I O Computer Tape(s)
Number
O Other (specify)
11 File is Used 12.  File Bacomes Inactive After
*Daily 0 Weekly O Monthly O Annualty ' O Month(s) wYear(s)

Number

14. 18 Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

,
x\les o

{Bldg., Floor, Room)

13. Current Location(s) . ,
Town Hall = Zls oo, Colice

?WW« Polbice QW

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 18. Audit Requirements

O Yes KNo )(None 0 State 0O Federal O Independent
17. Is an Index System used? !f yes, explain briefly and describe requirements 18. Recommended Retention

O Yes

\éuo

7

19. Name and Title of Preparer 21. Date

Lot Orsiitn?

20. Telephone Number

A0/ -6 27- 69057

/170

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY.
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE ’ Q or 20
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Town of Upper Marlboro General Government General Government

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

4. Record Series Title 5. Earligst Year/Latest Year
19. Daily activity Log of Officer in Patrol
1996. Cun

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

Self descriptive

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
O File Drawer(s)

O Microfilm Reel(s)

&.ener Size 0O Microfilm O Alphabetical [
O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number
Q Other (specify)_M_

0 Audio Tape O Floppy Disk Kcrnronological
0 Bound Book O Video Tape O Geographical 10. Annual Accumulation
QO File Orawer(s)
OOther (specify)_____ O  Other (specify)
O Microfiim Reel(s)
O Computer Tape(s)
Number
O Other (specify)
11, File is Used 12.  File Becomes Inactive After
Xbany 0 Weekly T Monthty 0 Annually ' O Month(s) AYear(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

Town HQ.LL- ¥m ﬁam O Yes &Na

15. Access Restrictions {If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
O Yes KNO xNone O State O Federal O Independent
17. Is an index System used? If yes, explain briefly and describe requirements 18.  Recommended Retention

g -

19. Name and Title of Preparer W 20. Telephone Number 21. Date
AZ 9 //7/ 09

20l 6276905~

DGS 550-4 (Rev. 1/93}


http://tto.ll�

Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

PAGE & ) OF 2 0___.__

Jessup, Maryland 20794
410-799-1930

1. Department/Agency 2. Division 3. Unit

Town of Upper Marlboro General Government General Government

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

4. Record Series Title 5. Earliest Year/Latest Year

20. Non-current Citations, flagging documents and reports qq
1998 . _Carrant

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

Self descriptive

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
K File Drawer(s) .
D Microfim Reel(s)
xeuer Size O Microfilm O Alphabetical
_3_ O Computer Tape(s)
Aegal Size 3 Computer Tape O Numerical Number
X Other (specify)_w
0 Audio Tape O Floppy Disk *ﬂhronolcgical ,
0 Bound Book 0 Video Tape 0 Geographical 10. Annual Accumulation
xFile Drawer(s)
O Other (specify). O Other (specify)
J Microfilm Reel(s)
- 0 Computer Tape(s)
Number
O Other (specify)
11.  Fileis Used 12.  File Becomes Inactive After
%Baily 0 Weekly O Monthly 0 Annually __ﬁ_ O Month(s) ,&(ear(s),

Number

13. Current Location{s)

(Bldg., Floor, Room)
Town H’Ang- - 2.he Aovm, c,%Jw

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

O Yes K No
15, Access Restrictions (lfVes, cite Law(s) & Regulation(s) 16. Audit Requirements
0 Yes wo None O State O Federal O Independent

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

O Yes }Q I:

20. Telephone Number

20l ~627-67057]

21. Date

. nd Tit o MPWM q//7/og

DGS 5504 (Rev. 1/93)



