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RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. ^ 4 5 
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Agency 
TOWN OF UPPER MARLBORO 

Division/Unit 
General Government 

Item 
No. 

Description Retention 

1 

2 

3 

4 

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 

Minutes of Board of Commissioners official meetings 

Videos and recordings of official Commissioner meetings 

Ordinances, Resolutions and Proclamations with legislative 
history if any 

Charter, amendments with legislative history 

Permanent 

2 years after approval 
of minutes 

Permanent 

Permanent 

Schedule Approved by Department, Agency, 
or Division Representative. 

Date 9ji7/o^ 

Signature 

Typed Name $T£?b\£M So^UBfT 

Schedule Authorized by State Archivist 
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RECORDS MANAGEMENT DIVISION 

ORDS RETENTION AND DISPOSAL SCHEDULE 
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Schedule No. 

REC 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

ORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 2 of 3 

Agency Division/Unit 
TOWN OF UPPER MARLBORO General Government 

Item 
No. 

Description Retention 

Administrative Records 

5 • General correspondence: original incoming and copies of 
outgoing letters, notices, reports, directives, policies and other 
material related to Town administration. 

Screen annually and 
destroy 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 State Archives 

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

Permanent 

7 Contracts including: documentation and correspondence; bids 
awards, quotes, purchase orders, specifications, 
advertisements and associated documents if any. 

3 years after satisfactory 
completion and/or audit 
requirements 

8 Town Publications Permanent 
(retain one copy) 

9 Opinions of Legal counsel, Court Opinions and Judgments 
where the Town was a party 

Permanent 

10 Insurance claims: including related records 7 years after settlement 

11 Vehicle, equipment, other asset records 2 years after disposition 

D G S 550 -1A 
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Schedule No. 
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DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

ORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 
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Agency Division/Unit 
TOWN OF UPPER MARLBORO General Government 

Item 
No. 

Description Retention 

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 

Accounting/ Financial/Personnel Records 

Minimum of 6 months to 
maximum of 1 year after 
election is final 

15 Bonds, audit Reports, Budgets, General Ledger Permanent 

16 Paid bills, vouchers, invoices, bankbooks, statements, deposit 
slips, tax assessment lists, employee payroll reports, tax 
returns, investment records, bank signatory statements 

4 years after end of 
Fiscal Year audit 

17 Personnel records 

Police Records 

7 years after end 
of employment 

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 

D G S 5 5 0 - 1 A 



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 2 0 
PAGE OF i U 

1. Department/Agency 

Town of Upper Marlboro 
2. Division 

General Government 
3. Unit 

General Government 

DEFINITION - RECORD SERIES: A qroup 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 

1^5"/ ,„ Current 

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 

^ . e t t e r Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

^^Bound Book • Video Tape 

• Other (sDeciM 

8, Record Series Sequence 

• Alphabetical 

• Numerical 

^^Chronological 

• Geographical 

• Other fsDeciM 

9. Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

J n Comnuter Tanefsl 

X o , h e r ' s D o c i M ^ W ^ , ^^^f 

7. Record Series Format(s) List all 

^ . e t t e r Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

^^Bound Book • Video Tape 

• Other (sDeciM 

8, Record Series Sequence 

• Alphabetical 

• Numerical 

^^Chronological 

• Geographical 

• Other fsDeciM 

10. Annual Accumulation 
• File Drawer(s) 

^ • Microfilm Reel(s) 

I n Computer Tapefs) 

Number , g A 

^ O t h e r (specify) ^ JU*%A^, 

11. File is Used 

• Daily • Weekly ^^Aonthly 0 Annually 

12. File Becomes Inactive After 

dL. • Monlhfs) J^Yearfs) 

Number 

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

T W i ^di - W 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

O Yes **|sNo 

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

• Yes j^No 

16. Audit Requirements 

C^Jone • State • Federal • Independent 

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

• Yes ^ N o 

18. Recommended Retention 

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

9//7/0* 

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 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 

2 20 
PAGE OF Z U 

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 

2 . Videos and recordings of Official Commissioner Meetings 
5. Earliest Year/Latest Year 

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

Self Descriptive 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

^^Audio Tape • Floppy Disk 

• Bound Book XJ/ideo Tape 

• Other (sDecifvl 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

^ Chronological 

• Geographical 

n Other (soecifvl 

9. Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

^ n Computer Tanefs* 

^ Other (sDeciM 

}OnKA lb * 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

^^Audio Tape • Floppy Disk 

• Bound Book XJ/ideo Tape 

• Other (sDecifvl 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

^ Chronological 

• Geographical 

n Other (soecifvl 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

^Yl&^"^~ O Computer Tape(s) 
Number 

• Other (specify) 

11. File is Used 

0 Daily 0 Weekly ^^lonthly 0 Annually 

12. File Becomes Inactive After 

n Monthfsl U^Yearfsl 

Number 

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

• Yes No 

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

• Yes j^No 

16. Audit Requirements 

0^lone • State D Federal • Independent 

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

0 Yes ^ No 

18. Recommended Retention 

19. Name and Title of Preparer 

S t e p h e n S o n n e t t , P r e s i d e n t 

20. Telephone Number 

301-627-6905 

21. Date 

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 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 

PAGF. 3 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 

3 . Ordinances, Resolutions and Proclamations with 
legislative history if any 

5. Earliest Year/Latest Year 

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

Self Descriptive 

7. Record Series Format(s) List all 

^Letter Size • Microfilm 

^ .ega l Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (sDocifvl 

8. Record Series Sequence 

• Alphabetical 

^ / Numerical 

^^Chronological 

• Geographical 

D Other fspecifv) 

9. Volume 

• File Drawees) 

O Microfilm Reel(s) 

• Computer Tape(s) 

p o t h e r (speciM B 00K ( 3 RT 

7. Record Series Format(s) List all 

^Letter Size • Microfilm 

^ .ega l Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (sDocifvl 

8. Record Series Sequence 

• Alphabetical 

^ / Numerical 

^^Chronological 

• Geographical 

D Other fspecifv) 

10. Annual Accumulation 

• File Drawor(s) 

• Microfilm Reel(s) 
/ I 

n Comouter Taoefsl 

Number 

^ O t h e r (specify) p 

11. File is Used 

• Daily ^ V e e k l y 0 Monthly • Annually 

12. File Becomes Inactive After 

JA n Month(s) n Year(s) 

Number 

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

O Yes ^ No 

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

0 Yes ^ N o 

16. Audit Requirements 

^^None • State • Federal • Independent 

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

0 Yes f^No 

18. Recommended Retention 

19. Name and Title of Preparer 

Stephen Sonnett, President 

20. Telephone Number 

301-627-6905 

21. Date 

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 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 

4 20 
PAGE OF Z U 

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 

4. Charter, Amendments with legislative history 
5. Earliest Year/Latest Year 

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

Self Descriptive 

7. Record Series Format(s) List all 

^ t e t t e r Size • Microfilm 

Q Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

n Other fsneciM 

8. Record Series Sequence 

• Alphabetical 

Numerical 

^ Chronological 

• Geographical 

n Other (soeciM 

9. Volume 

O File Drawer(s) 

• Microfilm Reel(s) 

I • Computer Tape(s) 

Number J J ffAiJifrjk 
Other fspecifyl j t t A * HWf^^*^^" 

7. Record Series Format(s) List all 

^ t e t t e r Size • Microfilm 

Q Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

n Other fsneciM 

8. Record Series Sequence 

• Alphabetical 

Numerical 

^ Chronological 

• Geographical 

n Other (soeciM 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

n ComDuter Taoefsl -
Number 071 A<M"*-» 

-pother (specify) &4Jtj0j\JiC!"-4 
11. File is Used 

• Daily D Weekly ^[ i lbnthly • Annually 

12. File Becomes Inactive After 

\*\J^ n Monthfs* • Yearfsl 
Number 

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

• Yes f)̂  No 

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

a Yes ^ N o 

16. Audit Requirements 

•J^one • State • Federal • Independent 

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

O Yes / ^ \ ° 

18. Recommended Retention 

19. Name and Title of Preparer 

Stephen Sonnett, President 

20. Telephone Number 

301-627-6905 

21. Date 

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 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 

^ 2 0 
PAGE OF ^ U 

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 

5. General Correspondence 

5. Earliest Year/Latest Year 

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

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

directives, policies and other material related to Town administration 

7. Record Series Format(s) List all 

Nj(Letter Size • Microfilm 

r^egal Size • Computer Tape 

0 Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

D Other (sneciM 

8. Record Series Sequence 

^^Alphabetical 

• Numerical 

Chronological 

• Geographical 

n Other fsoeciM 

9. Volume 

^^Fi le Drawer(s) 

• Microfilm Reel(s) 

V* * n Computer Tapafal 

\ o t h f f . m i c i M %U*y<4A 

7. Record Series Format(s) List all 

Nj(Letter Size • Microfilm 

r^egal Size • Computer Tape 

0 Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

D Other (sneciM 

8. Record Series Sequence 

^^Alphabetical 

• Numerical 

Chronological 

• Geographical 

n Other fsoeciM 

10. Annual Accumulation 
^^File Drawer(s) 

• Microfilm Reel(s) 

| n Computer Tape(s) 

Number 

• Other (specify) 

11. File is Used 

^Dai ly 0 Weekly • Monthly • Annually 

12. File Becomes Inactive After 

1 n Month's) ^(^Yftarfsl 

Number 

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

of^ujLl d&J& ojj^js. 

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

O Yes Pi^No 

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

• Yes J ^ N o 

16. Audit Requirements 

r^^Jone • State • Federal • Independent 

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

• Yes ^ No 

18. Recommended Retention * 

19. Name and Title of Preparer 

Stephen Sonnett, President 

20. Telephone Number 

301-627-6905 

21. Date 

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 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 

PAGE OF Z U 

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 

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 

^Letter Size • Microfilm 

^ .ega l Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

Kother (soeciM ^U)£o ( AMAA/^^ 

8. Record Series Sequence 

^^Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other fsDeciM 

9. Volume 

^ F i l e Drawer(s) y 

• Microfilm Reel(s) 

1 n ComDuter Tanefsl 

^ O t h ^ n n c i f v , fanHA® 

7. Record Series Format(s) List all 

^Letter Size • Microfilm 

^ .ega l Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

Kother (soeciM ^U)£o ( AMAA/^^ 

8. Record Series Sequence 

^^Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other fsDeciM 

10. Annual Accumulation 
^^ •F i l e Drawer(s) 

• Microfilm Reel(s) 

^ — 1 n ComDuter TaDefsl 

Number 

• Other (specify) 

11. File is Used 

• Daily • Weekly ^^lvlonthly • Annually 

12. File Becomes Inactive After 

Wj^fit n Monthfsl n Yearfsl 

Number 

1 ^ ^ n < s l , e d S 0 0 - 0 0 7 - ^ « W i , ^AS^JU^U 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

O Yes ^ No 

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

0 Yes ^ ^ N o 

16. Audit Requirements 

q ^ o n e • State • Federal • Independent 

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

• Yes JP^N° 

18. Recommended Retention 

19. Name and Title of Preparer 

Stephen Sonnett, President 

20. Telephone Number 

301-627-6905 

21. Date 

Unfa* 

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 

1 20 
PAGE OF 

1. Department/Agency 

•Town of Upper Marlboro 
2. Division 

General Government 
3. Unit 

General Government 

DEFINITION - RECORD SERIES: A qroup of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
^Record Series Title _ . , 
7 . Contracts including documentation and correspondence, 
bids, awards, quotes, purchase orders, specifications 

advertisements and associated documents if any 

5. Earliest Year/Latest Year 

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

Self Descriptive 

7. Record Series Format(s) List all 

f e t t e r Size • Microfilm 

l^egal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other fsDecifyl 

8. Record Series Sequence 

^^•Alphabetical 

• Numerical 

• Chronological 

• Geographical 

n Other fsDecifvl 

9. Volume 

^^File Drawer(s) 

• Microfilm Reel(s) 

\ n Computer Tanofsl 

Number 

n Other fspecifyl 

7. Record Series Format(s) List all 

f e t t e r Size • Microfilm 

l^egal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other fsDecifyl 

8. Record Series Sequence 

^^•Alphabetical 

• Numerical 

• Chronological 

• Geographical 

n Other fsDecifvl 

10. Annual Accumulation 

^ File Drawer(s) 

• Microfilm Reel(s) 

l3t'' 
1 ̂  n Computer Tapefs) 

Number 

• Other (specify) 11. File is Used 

• Daily ^Weekly • Monthly • Annually 

12. File Becomes Inactive After 

ft n Months n Yearisl 

Number 

13. Current Location(s) (Bldg., Floor, Room). ^ - • 

Town Hall — f*AiUU&U&& trfX&c-Cj ^-JLt 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes No 

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

• Yes J^No 

16. Audit Requirements 

j^None • State • Federal • Independent 

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

• Yes ^ J o 

18. Recommended Retention j J,,^ «J» A J» 

19. Name and Title of Preparer 

Stephen Sonnett, President 

20. Telephone Number 

301-627-6905 

21. Oate 

^In h r 

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 

8 2 0 
PAGE OF Z U 

1. Department/Agency 

Town of Upper Marlboro 
2. Division 

General Government 
3. Unit 

General Government 

DEFINITION - RECORD SERIES: A qroup 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 

\°I9<? ,o (UUWiaJ-
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 

^Letter Size • Microfilm 

• Legal Size D Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other fSDeciM 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

Chronological 

• Geographical 

• Other fSDeciM 

9. Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

X 
n Computer Tapefsl 

7. Record Series Format(s) List all 

^Letter Size • Microfilm 

• Legal Size D Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other fSDeciM 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

Chronological 

• Geographical 

• Other fSDeciM 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

< » " 
Number 

y[Other (specify) iA . M - O 

11. File is Used 

• Daily 0 Weekly ^Monthly • Annually 

12. File Becomes Inactive After 
t 

f • •[ • . ' jJ^Monthfa) n Yearfs) 

Number 

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

Town Hall fJU MTOYr\ 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes X^No 

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

• Yes / ^ N o 

16. Audit Requirements 

•yil^ne • State • Federal • Independent 

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

• Yes ,jf\y° 

18. Recommended Retention 

19. Name and Title of Preparer 

Stephen Sonnett, President 

20. Telephone Number 

301-627-6905 

21. Date 

9/i7/o<T 

DGS 550-1 (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; 9 OP 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 

9 . Opinions of Legal Counsel, Court Opinions and 

Judgements where the Town was a party 

5. Earliest Year/Latest Year 

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

Self Descriptive 

7. Record Series Format(s) List all 

•^Letter Size • Microfilm 

^Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (soeciM 

8. Record Series Sequence 

Alphabetical 

• Numerical 

• Chronological 

• Geographical 

n Other (soeciM 

9. Volume 
^^File Drawer(s) 

• Microfilm Reel(s) 

r n Computer Taoefsl 

Number 

n Other fapeciM 

7. Record Series Format(s) List all 

•^Letter Size • Microfilm 

^Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (soeciM 

8. Record Series Sequence 

Alphabetical 

• Numerical 

• Chronological 

• Geographical 

n Other (soeciM 

10. Annual Accumulation 

• File Orawer{s) 

iy • Microfilm Reel(s) 

n Computer Tapefs* 
Number 

Other (specify) 

11. File is Used 

• Daily • Weekly ^Month ly 0 Annually 

12. File Becomes Inactive After 

/ n Monthfs) ^ Y e a r f s l 

Number 

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

Town H a l l ^ ^ g ^ ^ Q j ^ 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes No 

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

• Yes 

16. Audit Requirements 

•p^one • State • Federal • Independent 

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

• Yes ^No 

18. Recommended Retention 

19. Name and Title of Preparer 

Stephen Sonnett, President 

20. Telephone Number 

301-627-6905 

21. Date 

9/17/0 r 

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 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 

1 0 20 
PAGE OF U 

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 0 . I n s u r a n c e c l a i m s i n c l u d i n g r e l a t e d r e c o r d s 
5. Earliest Year/Latest Year 

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

Self Descriptive 

7. Record Series Format(s) List all 

Vĵ Letter Size • Microfilm 

^ e g a l Size • Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

• Other fsoeciM 

1 

8. Record Series Sequence 

Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (soecifv) 

9. Volume 
^ File Drawer(s) 

• Microfilm Reel(s) 

/ @ n Computer Tape(s) 
Number 

n Other fsoeciM 

7. Record Series Format(s) List all 

Vĵ Letter Size • Microfilm 

^ e g a l Size • Computer Tape 

• Audio Tape Q Floppy Disk 

• Bound Book • Video Tape 

• Other fsoeciM 

1 

8. Record Series Sequence 

Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (soecifv) 

10. Annual Accumulation 
^ File Drawer(s) 

• Microfilm Reel(s) 

^ ^ n Comouter Taoefs) 
Number 

• Other (specify) 

11. File is Used 

0 Daily • Weekly ^Monthly • Annually 

12. File Becomes Inactive After 

f n Monthfs) j^Year fs ) 
Number 

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

Town Hall - ^nj^uhM offi**-
14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

• Yes No 

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

• Yes J^No 

16. Audit Requirements 

r^None 0 State O Federal • Independent 

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

0 Yes 0^No 

18. Recommended Retention 

19. Name and Title of Preparer 

Stephen Sonnett, President 

20. Telephone Number 

301-627-6905 

21. Date 

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 1 1 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 

1 1 . Vehicle, equipment, other asset records 
5. Earliest Year/Latest Year 

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

Self Descriptive 

7. Record Series Format(s) List all 

f e t t e r Size • Microfilm 

D Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book 0 Video Tape 

n Other fsoeciM 

8. Record Series Sequence 

Alphabetical 

• Numerical 

• Chronological 

• Geographical 

n Other fsrjecifvl 

9. Volume 
^ File Drawer(s) 

• Microfilm Reel(s) 

1 n Comouter TaDefsl 
Number 

n Other fspecifvl 

7. Record Series Format(s) List all 

f e t t e r Size • Microfilm 

D Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book 0 Video Tape 

n Other fsoeciM 

8. Record Series Sequence 

Alphabetical 

• Numerical 

• Chronological 

• Geographical 

n Other fsrjecifvl 

10. Annual Accumulation 
^ File Drawer(s) 

O Microfilm Reel(s) 

^ n Comouter TaDefsl 
Number 

• Other (specify) 

11. File is Used 

• Daily • Weekly ^ M o n t h l y • Annually 

12. File Becomes Inactive After 

/ n Monthfsl J^Yearfs) 

Number 

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

Town Hall — ^ASLAJL$A*d& arLtyUJL 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

O Yes jĵ  No 

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

• Yes ^ N o 

16. Audit Requirements 

l^l^one • State • Federal • Independent 

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

0 Yes O ^ o 

18. Recommended Retention 

19. Name and Title of Preparer 

Stephen Sonnett, President 

20. Telephone Number 

301-627-6905 

21. Date 

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 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 

PAG, 1 2 OF 2 0 

1. Department/Agency 

Town of Upper Marlboro 

2. Division 

General Government 
3. Unit 

General Government 

DEFINITION - RECORD SERIES: A qroup 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 

,o QmawhJ' 

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 

^Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

J^lther fSDeciM QstK/ldd 

8. Record Series Sequence 

Alphabetical 

• Numerical 

^^Chronological 

• Geographical 

n Other (soeciM 

9. Volume 
^vFile Drawer(s) 

• Microfilm Reel(s) 

' n Comouter TaDefsl 
Number 

n Other (soeciM 

7. Record Series Format(s) List all 

^Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

J^lther fSDeciM QstK/ldd 

8. Record Series Sequence 

Alphabetical 

• Numerical 

^^Chronological 

• Geographical 

n Other (soeciM 

10. Annual Accumulation f j , - l & ^ \ ^ \ 11 (% 
File Drawer(s) 

• Microfilm Reel(s) 

O n Computer Tapefsl 
Number 

•'" Other (specify) 

11. File is Used 

• Daily 0 Weekly • Monthly (^U^Annually 

12. File Becomes Inactive After 

/ n Month's! l/ Yearia* 

Number ^ 

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

Town H a l l - T & t e m 4 ^ 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes Cji^No 

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

0 Yes J^No 

16. Audit Requirements 

J^Jone • State • Federal • Independent 

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

0 Yes 

18. Recommended Retention 

19. Name and Title of Preparer 

Stephen Sonnett, President 

20. Telephone Number 

301-627-6905 

21. Date 

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 

PAGF 1 3 OF 2° 

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 

13. Candidate petitions, notice of elections, election 
works records 

5. Earliest Year/Latest Year 

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

Self Descriptive 

7. Record Series Format(s) List all 

^^et ter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

pother fsoeciM CA4/5o 

8. Record Series Sequence 

3^ Alphabetical 

• Numerical 

Chronological 

• Geographical 

• Other fsoeciM 

9. Volume 
File Drawer(s) 

• Microfilm Reel(s) 

i n Comouter Tanefsl 
Number 

n Other fsoeciM 

7. Record Series Format(s) List all 

^^et ter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

pother fsoeciM CA4/5o 

8. Record Series Sequence 

3^ Alphabetical 

• Numerical 

Chronological 

• Geographical 

• Other fsoeciM 

10. Annual Accumulation t ^ C A A W t ^ A - * * ^ 

File Drawer(s) 

• Microfilm Reel(s) 

n Computer Tapofsl 
Number 

^ Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly (cU» r^nnually 

12. File Becomes Inactive After 

S n Month(s) V v e a r f s l 

Number * 

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

Town Hall - LJU A©-«r>v\ 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes 

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

• Yes .jjf No 

16. Audit Requirements 

C^kine • State • Federal • Independent 

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

• Yes tJ^No 

18. Recommended Retention 

19. Name and Title of Preparer 

Stephen Sonnett, President 

20. Telephone Number 

301-627-6905 

21. Date 

9//7M 

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 

PAGF " OF 2 0 

1. Department/Agency 

T o w n o f U p p e r M a r l b o r o 

2. Division 

G e n e r a l G o v e r n m e n t 

3. Unit 

General Government 

DEFINITION - RECORD SERIES: A qroup of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

1 4 . Ballots, paper and absentee 
5. Earliest Year/Latest Year 

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

S e l f D e s c r i p t i v e 

7. Record Series Format(s) List all 

Q Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

yJ^Olher (specify) foCL^^jfr^*^ 

8. Record Series Sequence 

• Alphabetical 

^^Numerical 

• Chronological 

• Geographical 

• Other fsrjeciM 

9. Volume 

File Drawees) 

• Microfilm Reel(s) 

'/to 
* ^ n Computer Tape(sl 

Number 
n Other (specify) 

7. Record Series Format(s) List all 

Q Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

yJ^Olher (specify) foCL^^jfr^*^ 

8. Record Series Sequence 

• Alphabetical 

^^Numerical 

• Chronological 

• Geographical 

• Other fsrjeciM 

10. Annual Accumulation \\A -^^A^AJI&^^J^ 

• File Drawer's) 

• Microfilm Reel(s) 

f r n Comouter Taoefsl 
Number 

• Other (specify) 

11. File is Used 

• Daily 0 Weekly • Monthly (^^J^nnually 

12. File Becomes Inactive After 

I J^Monthfsl n, Yearfsl 
Number 

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

Town H a l l - £<rCJm 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes ^ No 

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

• Yes L^No 

16. Audit Requirements 

[J^None D State • Federal • Independent 

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

• Yes j^No 

18. Recommended Retention 

Minimum of 6 months to maximum of 
1 year after election is final 

19. Name and Title of Preparer 

S t e p h e n S o n n e t t , P r e s i d e n t 

20. Telephone Number 

301-627-6905 

21. Date 

ifn/o v. 

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 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 

PAGF " 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 

15. Bonds, audit reports, budgets, general ledger 
5. Earliest Year/Latest Year 

1964 ( o current 

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 

fiietter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

L f̂eound Book • Video Tape 

• otherfsoeciM computer print outs 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

rjX Chronological 

• Geographical 

• Other (sDecifvl 

9. Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

2 
n Computer Tapefsl 

Number 

n Other(specifvl boxes 

7. Record Series Format(s) List all 

fiietter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

L f̂eound Book • Video Tape 

• otherfsoeciM computer print outs 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

rjX Chronological 

• Geographical 

• Other (sDecifvl 

10. Annual Accumulation 
C?̂  File Drawer(s) 

• Microfilm Reel(s) 

i/ioth 
n Comouter Tanefsl 

Number 

• Other (specify) 

11. File is Used 

• Daily Cpft/eekty D Monthly • Annually 

12. File Becomes Inactive After 

n Monthfsl nXYearfsl 

Number 

13. Current Location(s) (Bldg., Floor, Room) _ A £ 

Town Hall—^r^jt^ /U}0Yv%)PAa>uJli+Jt,<0 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes No 

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

• Yes rjXNo 

16. Audit Requirements 

• None • State • Federal D^independent 

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

• Yes DC No 

18. Recommended Retention 

P e r m a n e n t 

19. Name and Title of Preparer 

Stephen Sonnett, President 

20. Telephone Number 

301-627-6905 

21. Date 

?//?/»«' 
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 l4> OF 2 0 

1. Department/Agency 

Town of Upper Marlboro 
2. Division 

General Government 
3. Unit 

General Government 

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

i?e.°¥aSic!3Eills, vouchers, invoices, bankbooks, statements, deposit 
slips, tax assessment lists, employee payroll reports, tax 
returns, investment records, bank signatory statements 

5. Earliest Year/Latest Year 

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

Self descriptive 

7. Record Series Format(s) List all 

^^.etter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other fSDeciM 

8. Record Series Sequence 

Alphabetical 

• Numerical 

^ Chronological 

• Geographical 

• Other (soeciM 

9. Volume 

File Drawer(s) 

• Microfilm Reel(s) 

f̂*"-^ • Computer Tape(s1 j? " " 
Other (soeciM QiH^^C ^ *S/ 

7. Record Series Format(s) List all 

^^.etter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other fSDeciM 

8. Record Series Sequence 

Alphabetical 

• Numerical 

^ Chronological 

• Geographical 

• Other (soeciM 

10. Annual Accumulation 
^ File Drawer(s) 

• Microfilm Reel(s) 

^ ^ n Computer Tapefsl 

Number 

• Other (specify) 

11. File is Used 

^o^aily • Weekly o Monthly • Annually 

12. File Becomes Inactive After 

\ n Monthfsl N^Yearfsl 

Number 

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

<yff*JL 

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

• Yes No 

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

• Yes ^ No 

16. Audit Requirements 

• None • State D Federal ^^ndependent 

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

• Yes | ^ No 

18. Recommended Retention » *v 

19. Name and Title of Preparer * . ^ A 20. Telephone Number 

Sol-6*7-tte*' 

21. Date 

DGS 551M (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 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 

17. Personnel records 
5. Eadiest Year/Latest Year 

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

Self descriptive 

7. Record Series Format(s) List all 

VrXetter Size • Microfilm 

A 
• Legal Size • Computer Tape 

• Audio Tape D Floppy Disk 

• Bound Book • Video Tape 

• Other fsoeciM 

8. Record Series Sequence 

^j j^ Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (soecifvl 

9, Volume 
^ ^ F i l e Drawer(s) 

• Microfilm Reel(s) 

| n Computer Tape(s) 

Number 

n Other fspecify) 

7. Record Series Format(s) List all 

VrXetter Size • Microfilm 

A 
• Legal Size • Computer Tape 

• Audio Tape D Floppy Disk 

• Bound Book • Video Tape 

• Other fsoeciM 

8. Record Series Sequence 

^j j^ Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (soecifvl 

10. Annual Accumulation 
^j^File Drawer(s) 

• Microfilm Reel(s) 

v / • Computer Tape(s) 

- ,Number 

• Other (specify) 

11. File is Used 

• Daily ^Weekly 0 Monthly • Annually 

12. File Becomes Inactive After 

t^lit^ n Monthfsl n Yearfsl 

Number 

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

• Yes No 

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

• Yes * ^ ( N o 

16. Audit Requirements 

^V^one • State • Federal • Independent 

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

• Yes 

18. Recommended Retention 

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

9/17/6 i 

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 I ^ 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 

18. Incident reports of various types 
5. Earliest Year/Latest Year 

199/ * ttlAM^ 
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 

^Letter Size 0 Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (soeciM 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

^^Chronological 

• Geographical 

• Other (soeciM 

9. Volume 

*j|^File Drawer(s) 

• Microfilm Reel(s) 

| n Computer Tane(al 

^ O t h e r (specify) ^L&l4&6 \^) 

7. Record Series Format(s) List all 

^Letter Size 0 Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (soeciM 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

^^Chronological 

• Geographical 

• Other (soeciM 

10. Annual Accumulation 
^i^*File Drawerfs) 

• Microfilm Reel(s) 

/ n Comouter Tane(s\ 
Number 

• Other (specify) 

11. File is Used 

—^Pai ly • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

| n Monthfsl b'Yearfs) 

Number * 

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

Town HaM - f-iit -toom, 9tAtJL 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

*Jj^ Yes cr No 

H&W&Lo Qo&lkJL. Ofl&JU^fes*/ 
15. Access Restrictions (If Yes. cite Law(s) & Regulation(s) 

• Yes ) ^ N o 

16. Audit Requirements • 

^J^None • State • Federal • Independent 

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

• Yes No 

18. Recommended Retention 

19. Name and Title of Preparer ^Jl^J^^0f^^ 20. Telephone Number 21. Date 

DGS 550-1 (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 

J4- 20 

1. Department/Agency 

Town of Upper Marlboro 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 

19. Daily activity Log of Officer in Patrol 
5. Eahiest Year/Latest Year 

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

Self descriptive 

7. Record Series Format(s) List all 

jTLetter Size • Microfilm 

A 
• Legal Size • Computer Tape 

• Audio Tape • Floppy Oisk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

^^Chronological 

• Geographical 

• Other (specify) 

O File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify). 

10. Annual Accumulation 
• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

11. File is Used 

aily • Weekly 
• Monthly • Annually 

12. File Becomes Inactive After 

_J • Month(s) y^Yearfs) 

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

T b u M tto.ll— fcotrm 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes No 

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

• Yes No 

16. Audit Requirements 

^^None • State O Federal • Independent 

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

3 J^tAA^C 

19. Name and Title of Preparer 20. Telephone Number 

°llnlo 

DGS 550-4 (Rev. 1/93) 

http://tto.ll�
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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 

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 

2 0 . Non-current Citations, flagging documents and reports 
5. Earliest Year/Latest Year 

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

Self descriptive 

7. Record Series Format(s) List all 

^^etter Size • Microfilm 

Ĵ Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

•^^•Chronological 

• Geographical 

• Other (specify) 

File Drawer(s). 

• Microfilm Reel(s) 

• Computer Tape(s) 

Other (specify) 

10. Annual Accumulation 
^^Fi le Drawer(s) 

• Microfilm Reel(s) 

. | • Computer Tape(s) 

Number 

• Other (specify) 

11. File is Used 

aily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

• Month(s) 'ear(s), 

u . u u r r e m Location(s) (biag., Moor, Koom) A 

JL 

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

• Yes ^ \ ^ ° 

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

• Yes 

16. Audit Requirements 

^None • State • Federal • Independent 

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

• Yes \l No 

18. Recommended Retention 

19. Name and Title of Preparer 20. Telephone Number 

DGS 550-4 (Rev. 1/93) 


