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

Schedule No. M257

Page 1 of 3

Agency v Division/Unit
City of Cumberland Department of Finance - Utility Billing/Collections
Iitem Description Retention
No.
THIS SCHEDULE SUPERSEDES SCHEDULES M-20 AND
M-21 DATED JUNE 13, 1963:

1 PAYMENT RECEIPTS . .
These records include receipts for collection of taxes, water and Retain for three (3) years and U“Itf'_l“
sewer bills, parking and traffic tickets, on-line payments, credit o dit requirements have been fulfilled,

) . en destroy
card payments and any and all other monies collected for the City

2 LANDLORD/TENANT FORMS .
These records include forms filed by owners to allow water and Soreen annually and destroy material

- . y having no further legal, administrative,
sewer bills to be billed to tenants fiscal, or operational value

3 NOTICES, LISTS OF TAGGED PROPERTIES FOR NON- Retain for three (3) years, then destroy
PAYMENT, AND SHUT OFF LISTS ’

These records include: final notice postcards for delinquent
water/sewer bills, list of accounts to be door tagged with
notification of termination of service, and list of accounts marked
for termination of service

4 DEPOSIT SLIPS Retain for one (1) year, then destroy
This file includes copies of deposit slips for daily deposit of
collections. The record copies of deposit slips are maintained by
the Department of Finance-Administration

Schedule Approved by Department, Agency, | Schedule Authorized by State Archivist
or Division Representative,

Date “07 / Date 2 r\QAL O

Signature

Typed Name/ Joséph D. Urban Signature -
Title City Comptroller
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 557

Page 2 of 3

Agency Division/Unit
City of Cumberland Department of Finance - Utility Billing/Collections
Item Description Retention
No.
5 PROPERTY TRANSFERS Retain for one year, then destroy
Property transfers are received by the State Department of
Assessments and Taxation (SDAT) and show the seller, buyer,
property description and full value of the property. This
information is also available on the SDAT web site
6 ADJU STMENTS TQ WATER/SEWER ACCOUNTS . Retain for a period of three (3) years
This is a record of adjustments made to accounts for various reasons | and until all audit requirements have
including, but not limited to, leaks, penalties, insufficient checks, been fulfilled, then destroy.
bankruptcies, reconnect fees
7 METER INSTALLATION AND DESTRUCTION RECORDS . .
These records include work orders from the Water Distribution Retain f‘l’f]a period of three (3) years
office for the installation of new meters for entering into the City’s | 2"d until all audit requirements have
L been fulfilled, then destroy
billing systems as well as work orders for deleted meters
8 GENERAL CORRESPONDENCE AND SUBJECT FILES :
These files include incoming and outgoing letters relating to Screen annually and retain
g gomng g permanently all material that serves
payment agreements, tax overpayments and returned checks, and to document the origin,
tax sales. The files also include copies of agreements with water development, functions and
companies for providing water and sewer services accomplishments of the Agency.
Transfer periodically to the State
Archives. Destroy all other material
having no further administrative,
fiscal, legal, or operational value.
9 LIEN PAYMENT JOURNALS
These journals record liens placed against in‘dividual property Retain for a period of three years
owners for the amount of an assessment for improvements made by | after payments have been paid and
the City and contain the names and addresses of the lienees and the | liens released and until all audit
amount of the assessment and interest, if any. When payment is ;eq“"emems have been met, then
made, a notation of payment in entered and the lien is released by estroy
the City Solicitor.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. M257

Page 3 of 3

Agency Division/Unit
City of Cumberland Department of Finance - Utility Billing/Collections
Item Description Retention
No.
10 CONSUMPTION PROOF REPORTS . .
. . - Retain for a period of three years or
These reports are used in preparation for billing water and sewer until all audit requirements have
customers and includes account numbers, addresses, read date, been met, which is later, then
meter number, previous read, current read, actual consumption, destroy
consumption adjustments, and meter status
11 ELECTRONIC REPORTS USED FOR BILLING WATER AND Retain for a period of three years or

SEWER CUSTOMERS

These are reports generated for use in preparation for billing water
and sewer customers and include, but not limited to, aging reports,
penalty registers, and billing registers necessary for creating bills
for water and sewer customers. A backup for all electronic
documents is maintained and stored off-site.

until all audit requirements have
been met, whichever is later, then
destroy

DGS 550-1A




Instructions Type or Print a separate form ot

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

Jessup, Maryland 20794
410-799-1930

PAGE

OF

1

1. DepanmenyAgency

2 Division

L)Jf\\‘.%xﬁs.\\m%} Coll dimS

3. Unit

- DEFINITION - RECORD SERIES: A group of relaled records normaIthled and used as a unit for reference as well as retention and dlsposmon purposes. |

4 Record Series Title

pm@«w y Rees @’\’3

5. Eamesl Year/Letest Year

?ntcenp\%

@n \ive @tk&w%w\% chediy e @ﬁs@w«@n%fw.

6 Record Series Dtscnplvon (BrieNly describe the types of informalion/documents/lorms found in the series, Include the purpose or function of the series.)

inelude Yok, Wedea-Seuk) p@@gm&W%m@?\;@ %@kd‘:ma:j
o oLt OVS \ .

Col\leetions |,

7. Record Series Formal(s) Lisi alt .

}Leuer Size

0 Microfilm

O Legal Size O Computer Tape
© Audio Tape " 0 Floppy Disk
0 Bound Book D Video Tape

\#ome: {specify). C'NQK.%\ Q&%;

8. Record Series Sequence 9. Volume

O Microfilm Reel(s)
3 Alphabetical

3.5

— N

NumbelQ ‘ A .‘

QO Other (specity)

Gt

© Computer Tape(s)
G Numerical .

0 Chronolobical

x File Drawer(s) Ca\ d mweﬁ\)

n Geogvaumcal

Other (specity) b%d&ﬁ

10. Annual Accumula\xn

O Microfilm.Reel(s)
had
18,5
number QA )

4.

0 Computer Tape(s)

0O Other (specify)

File Drawer(s) Cﬁ d'NLW )

1. File is Used

% Daily

0 Weekly O Monthty O Annually

12, File Bacomes Inactive After

\ X Month(s)

' Number

o Year(s)

13. Cureni Location(s) {Btdg., Floor, Room)

| Q\X\G LAl

TRooa - 101 102

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

X

O Yes

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

Yes

W epe Lawoe credd cemd wespls

16. Audit Requirements

0 None 0O State O Federal

y\lndepenaem

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

X

M Yes

18 Recommended Relention

2 urs ond w\\\ QVQ\%
evren Yo e bren

Q\)\Q \\‘Lé

19. Name and Title of Preparer

v o Cooke
oecd Totents ”—P‘r W\ar

\J
0 Yren desdron -

20. Telephone Number 21, Date

G- | s-o9.

/GS §50-4 (Rev 1/93)




AGENCY RECORDS INVENTORY

Instruclions - Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION .
with Records Relention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 % , I
" PAGE &N OF ¥,
Jessup, Maryland 20794 -
) 410-799-1930

2 Division

\)-\\ \i

1. Department/Agency

v B

3. Unit

W\, Mé/co\ oS

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

4 Record Series Title

Lomd\ppd 'T"zmM» T oume

S. Earies! Year/Lates! Year

to ..

7

6 Record Senes Description (Briefly describe the types of information/documents/orms found in the series. (nclude the purpose of function of the seres. )

B $omm  Hhak tPhe ownees SiMe oV} S0 thak Ahe i\ Wi
v send Yo Wis/hen Yenand,

7. Record Series Formal{s) Lisi sli 8. Record Series Sequence 9. Volume : ' .
x File Drewer(s) ( l'5 dmm()
) , - , C  Microfim Reelfs)
y*euev Size - {J Microfilm & Alphabeticat s )
‘___ )y 'G Computer Tape(s)
D Legal Size 0 Computer Tape # Numerical Numbe )
4 . $+, 0" Other (specity),
D Audio Tape O Floppy Disk U Chronologicat
0 Bound Book 0 Video Tape 0 Geographical 10. Annual Accumutation
. O File Drawer(s)
€1 Other {Specily), D Other (specity)
O Microfilm Reel(s)
\ [u] Combulev Tape(s) -
Number .
% Other {specify) go \Art-l
11, Fileis Used 12. ' File Becomes Inactive After
C Weekly 0O Monthly G Annually 0 Month(s) 0 Year(s)

} Daily

Number

Whep Poperly

1S

~¥'e.ans¥tmté oR

*e o nwh

13. Cunent Location{s)  (Bldg., Floor, Room)

Qf\s% P\

\o\/
Roor YO

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

0  Yes

B

15. Access Reslnctions {it Yes, cile Law(s) & Regulation(s) 16. Audit Requirements
o Yes xm, ’ x None G Siete 0 Federal © Independent
17. 18, Recommended Retention

15 an Index System used? !f yes, explain briefly and describe requirements

I C

0 Yes

Sersen QV\hOc“\bk
Doy maderial

\u@a\a‘a

&S NoN pamv\an\
ewinge no Lonvvr

mm\s\‘m‘AoO’L m\'\3‘¢9‘\ xR
:emnma.\ w\ot

19. Name and Tille of Preparer

20. Telephone Number

21, Date

'GS 550-4 (Rev 1/93)




" Instructions - Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDSINVENTORY . |
each new or revised record series. Forward ‘RECORDS MANAGEMENT DIVISION '
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O.Box 275 pacE »42)_ oF l /
Jessup, Maryland 20794
. 410-799-1930 . ‘ 41
ree—— 2 Dion o BV R 4 W~ T
C \ ‘ N Bl
\me 0~(\6 .;\ neance \ ' Colechions

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

Nﬁ o-\;czj& "'\"a% \~s¥. “ %Mu% o&8 Vg | ) E(QO(;fnch_ulmm*

m&& re0ord & e lode

Tine)l rotice @5&“1

\ishing OF Woke [stunt. du it

6 Record Series Description (Bneﬂy descfibe the types of information/documenisitorms tound in the series. Include the purpose or tunchon of the seres.)

cd e Soe dt\m e d wstes - Qe uR Yoi s 'Tg TV

vent eeeouni do e dock agasd W AN ot ECicsdi oy

e deraiination. Shed DQQ \nﬂrxg \\sh\\cﬁ ol m&\%/s&u&&m aceovds Yo e Rumincaked |

7. Record Series Formal(s) List all

Y\Lene: Size D Microfilm

O Legal Size O Computer Tape
T Audio Tape "0 Floppy Disk
0 Bound Book D Video Tape

0 Other (specify)

a Record Series Sequence g, Volume

x File Drewer(s) < '5 dmwe—f"B
2 Microfim Reel(s)

1 Alphabetical . blw
t
s} Compuiter Tape(s)

G Numerigal Number,

o ;“, O Omergspecity
X Chronological
"N Geographical 10. Annual Accumulation

O File Drawer(s)
T Oher (specify) :

0O Microfilm Reel(s)

' 0 Computer Tepe(s}

e X Other (specity) QG \A’g:?\

cn, File is Used

12.  File Becomes Inactive After

D Daity - %Weekly N O Monthly 0 Annually i A Month(s) 0 Year(s)
) Number
13, Curmrent Location(s) {Bidg., Fioor, Room) \ D\ / 14. Is Record Sedes delicaled Eisewhere? (Il yes, specily agency or office.)

Q\\\s %c\\\ Room VOT2 | | XNO

- 15, Access Restrictions (I Ves‘. cite Law(s) & Regulation(s)

T Yes ’ *No

16.  Audit Reguirements

%»None O State O Federal QO independent

N Yes x No

17. Is an Index System used? If yes, explain briefly and describe requiremem? ) 18 Recommended Retentign,

Tedain FoR

3 “6%« Fhiew é-@gmm&

19. Name and Title of Preparer

20. Telephone Number 21, Date

1GS 550-4 (Rev. 1/93)




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

v

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Marytand 20794

410-799-1930

AGENCY RECORDS INVENTORY

‘ ' '
PAGE __"_f._ _ OF

1. Depaniment/Agency .

Cuwmdosclond,

2. Division

F:‘ Davthee

—1
3. Unit

Uy Sillie
© \\@C"‘ '\ v

T v i Y " e ‘—J
or reférence as well as retention and disposition purposes.

4 Record Series Trile

- Depost Stips

-DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit |

5. Earliest Year/Lates! Year

AR, Cusrent

d,n'\l\l C&?peﬁ’:’o‘\‘ ‘OG'

6 Record Series Description (Briefly describe the types of intormation/documents/torms found in the series. Include the purpose or function ot the series’) °
&epos-* -3‘-'6):: Q'O"
. \
. . . .
Collect ' ang .

7. Record Series Format(s) List all
O Letter Size 0 Microfitm
0 Legal Size 0 Computer Tape
D Audio Tepe D Floppy Disk
0 Bound Book 0 Video Tape

)‘D Other (specify) ALyece sve

8. Record Series Sequence

I Alphabeticel

: Numerical

}(Chromlogicai

9. Volume

Meuls-

Number

Y File Drawer(s)

O Microfilm Reel(s)}

0 Computer Tapels)

0 Other (specity)

0 Geographical

D Other (specily)

t &

10. Annuat Accumulation

Number

)Q File Drawer(s)
X O Microfitm Reel(s) '
eu

O Computer Tape(s)

O Other {specily)

11, . Fileis Used

x Daity

0 Weekly O Monthly

G Annually

\

hiumber

12 File Becomes Inactive After

Y Monthis) D Year(s)

13. Curent Location{s} (Bidg., Floor, Room}

City Hat T Roorn tot | 103

K e

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

o N Reow& Copy Wif\*‘-\'\f\cﬁld

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

O Yes N No

16.  Audit Requirements

‘ ’O\’ QH\( Qompfhc\ler

None 0 Siste G Federat © independent
17. Is an Index System used? I yes, explain briefly and describe reEuiremen!s ' 18 Recommended Retention
r Yes Y No
‘ \ \(@‘V\ o n dv‘.a‘vvml .
19 Name and Title of Preparer . 20. Telephone Number 21, Dawe

/GS 550-4 (Rev 1/93)
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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)

AGENCY RECORDS INVENTORY

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

Jessup,'MaryIand 20794

410-799-1930

——
PAGE Q- OF

1. Depaniment/Agency 2 Division

Q wbartbind

T:'\ r‘\c\nc;e_

SN TR \Wing
Qollectians

DEFINITION - RECORD SERIES: A 10@ of related records normaj filed and used as a unit for relerence as well as retention and du)osmonpurpOSQS

4 Record Senes Title

(\3‘&0 pt,-,?..\sx TMV\S&%

5 Eartiest Year/Lalest Year

Ej@@ﬁ o @_L;Z‘V.ﬁ\ S

6 Record Series Description (Bneny descnbe the types of information/documenis/iorms found in the series. Include the purpose or tunction of the senes )

S{\bw&“ %‘E»\\&J&L \Ouxch;&\ qéék&.&% X M{k‘e%% ARLC T pYiom, |

Lo\

va \ve

]

9. Volume

7. Record Series Formal(s) List all 8. Record Series Sequence .
. * Fih_) Orawer(s) ( ;\ d\'ﬁsb\}&r53
: O Microfilm Reel(s)
Xlenev Size 0 Microfilm 2 Alphabetical . Z .
. ‘—d Q‘uﬂ 0 Computer Tape(s)
D Legal Size 0 Computer Tape ° {1 Numerical Number S Z‘ R
. + O Other (specily)
U Audio Tape - [ Floppy Disk % Chronologicat
01 Bound Book D Video Tape 1 Geographical 0. Annual Accumulation
. o File Drawer(s) ( \ l d oA yQ "‘
0 Other (specify) O Other (specity) 5
O Microfiim Reel(s)
\ S qu— o Compuler Tape(s)
Number ‘ ‘
» D Other {specily)
11. - File is Used 12. ' File Becomes inactive Aner
S Daily ’ C Weekly XM_omhly . 1 Apnually . ‘J___‘ x Month(s) O Year(s)

Number

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

Q‘\ '\-&6 \\"\Ct\\ “Room

\O\
VOXN

i/

14. Is Record Series Duplicated Elsewhere? (i yes, specily agency or office.)

LN Oor, o Asssssmend « Tewhon (50

16.

15. Access Restrictions (If Yes, cile Law(s) & Regulation{s) Audit Reduirements
O Yes %Nc x None O State Q Federal C Independent
BYA Is an Index Syslem dsed? If yes, explain briefly and de;cﬁbe requirements 18. Recommended Retention . :
" w1 § Y
noYes o ‘2&{*&\ N \ @ SV ale¥ \\tm \ e\

&"SWO\'E ,

19, Name and Title of Preparer

20. Telephone Number

21, Date

'GS 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 Reterition Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 once 6 o

Jessup, Maryland 20794

_ 410-799-1930

v

1. DepanmenuAgency | . 2. Divisi‘on : | | 3. Unit u*_‘ \‘*\1‘%‘\\ ;73 ( . .

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. Eariiest Year/Lotes! Year

Adystirend o wak:/\&wm Accoonts ook . ( urpent

6 Record Series Description (Briefly descnbe the types of information/documenisfforms found in the series. Include the purpose or tunction of the seres.)

“vampee s ©of  odiuwsinends. | |
écdbp‘ feroNYiES T\\ AsusSies ent Cheeks &éc\incé Reconnech Qees 4 bmxkkop’m,mb

7. Record Sernies Format(s) \.is{ all 8. Recorg Series Sequence 9, Volume -
. . . %File Drawer(s) < 5 d“ W )

C Microfim Reel(s)

x.eller Size o Microfilm 0 Alphabetical l ' . %
. [ ] c C Tape(s)

O Legol Size .- Computer Tape : 0 Numerical Number .
' ) 0 Other (specity)
o Audio Tape 0 Floppy Disk . % Chronological : Q-,' .
0 Bound Book D Video Tape . 1 Geographical 10. Annual Accumulation
. % File Drawer(s) C \, dv@W)
QOther (specity)__________ D Other (specity)

O Microfim Reel(s)

. l\ g 0 Computer Tape(s)

Number
Q. + 0 Other {specify)}
4
1. File is Used 12, File Becomes Inactive Atter
ﬁbaily ) D Weekly .0 Monthly 0 Annually I X Month(s) 0 Year(s)
Number
13. Cunent Location(s) (Bidg.. Floor, Room) \0\ . 14. Is Record Senes Duplicated Elsewhere? (i yes, specily agency or office.)
( t \ ;
‘_\ : \&L\\ ROOM \ D 0 Yes x No
15, Access Restrictions (It Yes, tite Law(s) & Regulation(s) 16. Audit Requirements
0O Yes %NO i O None O State 0 Federal Xmuependenl
17. Is an index System used? H yes, explain 'bﬁeﬂx and describe requiremenls‘ . 18, Recommended Retention
X Yes "o No ‘ .
" Y osemen ¥ 3 s oond und\ aodvt
oy '\\§p of adymimen Yeor Ve Folifihed
. ) -
: B&abm ke YoiE LEE \

N Qo ,

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

< 1GS 550-4 (Rev 1/83)



Instructions - Type or Print a separate form for
each new of 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
Jeésup‘ Maryland 20794

410-799-1930

AGENCY RECORDS INVENTORY

pace_A_or A\

1. Depanmenl/Agency 2. Division

' Qum\Qgr\cw\A,

. Tinance

IR Bty F
: Qa\\e chiony

DEFINITION - RECORD SERIES: A group of related records nor

4 Record Senes Tile

Merer T nste\Nation Reacrds + Teledions |

mally filed and used as a unit for reference as well as retention and disposition purposes. |

5. Eariest Year/Lales! Year

2000, Commen

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

Wokk owdewrs Qmam Wodew Disyrivevion (on

nshalledion of ntw mefers Yo ender inde oVR \o“\\‘.m6 Sy sdem.
oy, ordtrs Stom wWoden Dishribulion Sor deleied Mttos,

O Monthly

X Daily

7. Record Series Formal{s) List all . 8. Record Series Sequence 9. Volume
' ' ’ X File Drawer(s) ( 5 d’M’mPSE
X . 0 Microfilm Reel(s)
%euer Size 0 Microfidm T Alphabetical ‘.\: 5
. _,\'__ O Compuler Tape(s)
O Legal Size 0 Computer Tape r; Numericat Number \ :
. . C* Q Ower(specity______
O Audio Taepe D Floppy Disk y\ Chronological + .
0 Bound Book 0 Video Tepe O Geographical 10. Annua! Accumulation .
: ’ File Drawer(s) C dm vy
0 Other (specify). D Other (specily) ‘ ) .
. O Microfilm Reel(s)
S
L‘_QJJ- G Computer Tape(s)
Numbevp*
' ' O Other {specity)
1. Fite is Used | 12 File Becomes Inactive After
D‘Weekly O Anauatlly . __\—_ ) x Month(s) D Year(s)

Number

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

\or /

C.\\@ Y\ ?@0‘“ oL

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

X Yes

\DQ&"&K D\b'\’l.\‘b\? *‘\ on

G Yes

3
S
e,

15. Access Restriclions ()f Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
O Yes YND 0 None O State 0 Federal X Independent
17. Is an Index System used? if yes, elpiain briefly end describe requiremenis 18. Recommended Relention

S oand unhl aodit

cbv‘mtvﬁ&m bo  Yove Vorer StV d,

19. Name ang Tille o! Prepare!

20 Telephone Number

dsg ngk

21. Date

Q

1GS 550-4 (Rev. 1/93)



Instructions - Type or Print a separate form fos
each new or revised record series. Forward
with Records Relention 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

e & o

1. Depanment/Agency 2 . Division

Cum\asé\mi\ d = Sinance

R TR Wi |
C;o;\\ec‘?; oS :

4 Record Series Tille

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

Cenerol Cfm&pvndwc - g\;\fg&d Fie>

5. Earliesi Year/Latest Year

—_t o

£

6 Record Series Descriplion (Briefly describe the types of information/documenisiforms found in me.se:ies lnclud_e the purpose' or 1unc;ion of the senes.)
@'a;\cb\ Acd lacoming \&k%@%ﬁ, FRCLS WPy |
e A &%ﬁ”%ﬁqﬁ»ﬁ%% , ok ovetpay mends omd RefoRned, edecks,

MW © . .
<pleS |, and %&P Fviends W MR wead com FniES .

Vet engy pelah S Vo

7. Record Series Formal{s) List alt

*Leller Size

O Microfilm’

- 0 Leget Size ' O Computer Tape
[ Audio Tape -0 Floppy Disk
4
0 Bound Book

0 Video Tape

D Other {specity).

B. Record Series Sequence

0 Alphabetical
G Numerical
?f

7'\ Chronologicat

N Geographical

?\ Other (specify) AQ&L

9. Volume . ;
ﬁ File Drawer(s) ( 3 W‘S)
G Microfilm lieal(s) '
-
*‘v ‘G Computer Tape(s)
Number,

q -0 Other (specity)

10. Annual Accumulation
File Drawer(s}

G drowar) |

0 Microfilm Reel(s)
\;S_Ql&. D Compuier Tape(s)

Numbes @
~ . §- O Other (specify)

1. File is Used

G Daily O Monthly 3 Annualty

%Weekly

12, File Becomes Inaclive Alter

G Month(s) 0O Year(s)

. Number

13. Cunent Location(s) {Blgg., Fioor, Room)

Q\MG Heal\ “2-'0'0‘_“ \O\')tol

14, Is Record Series Duplicated Elsewhere? (il yes, spécily agency or office.)

Ko 5 e ORiey ~OA COREEYENYS

15. Access Resinclions {}f Yes, cile Law{s) & Regulation(s)

O Yes %No

Wi voades €ompenies w@i*\g Cleats obice

16, Audit Regquirermnents

X None

)

O State O Federal O Independent

17. Is an ndex Syslem‘used? If yes, explain briefly and describe fequirements

Yoo

rn Yes

18. Recommenged Retention

|
aerees annoable,
Q;M rnodeaial hav )
SR admin iseadi W& | Siceed  legad &
loperatioral valoe,

. 19. Name and Title of Preparer

"20. Telephone Number

21. Date

'GS 550-4 (Rev 1/83)




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retsntion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

Jpartment/Agency

Ciy ok G\»\-«W\m\.&

2. Division

raance,

PAGEi OF _l_[
3. Unit

Lkl W35 i l
Colleeton s

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
Loe v\bu\,‘\-‘ve o Sourra |

§. Earliest Year/Latest Year .
13RS o Saclhy (Qqos

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

Retord € lieng Siled '~ amount of N

asessfns N  Sor @ o rnonts Mmade By the 0.-\-\‘
ot S c\éé tesseg ok AR \Kews‘

:"\Q\\\Bos
ond \nXkeresh | % aay,

A sSesSrmant \

7. Record Series Format(s) 8. Record Series Sequence 9. Volume 3 Ccu, =~
- O File Drawer(s) .
O Letter Size O Microfilm }i Alphabetical E\.‘ "@*’f@@,‘t \ B Microfim ‘Reel(s)
‘ D  Computer Tape(s)
O Legal Size 0 Computer Tape O  Numerical Number . Other (specity)
o o
O Bound Book O Floppy Disk O Chronological Hocd Boack Beaks
it
) . 10. Annua! Accumulation , ‘;
}Audno Tape D Video Tape O Geographical O File Drawdils)!
. . . \ ) O Microfilm' Reel(s)
W‘“‘" (specify) \ " X '13" e au 0 Other (specify) N‘ A : O Computer Tape(s)
_— -_— Number Other (specily);!
No \0\\@? Eha Poq) L e
1. File is Used I 12 Fie Bocomes inactve Ater ~ Vieng %
D Daily D Weekly O Monthly O Month(s) O VYear(s) i
. Number . .
O cassionally \Wiens are Oovdo

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

_p\cam LO\ \ (o3,

14. Is Record Series Duplicated

D VYes O No

(If yes, specify agency or office)

Elsewhere?

15. Acces.s Restrictions O Yes O No

(It Yes, cite Law(s) & Regulation(s)

Kegk in e \ocked vaw\4

16. Audit Requirements

0O None O State

D Federal

ylndependent

17. s an Index System Used? (!f yes, explain briefly and describe

any hadware/software

O VYes

Y N

18. Recommended Retention

Rebarn ek
*‘\\V’ae \(qu*s

rnerealee
(o X V\.‘\* WV e

\‘eq\u‘wem,“\; Vove boen M"\m“

Pk'\a and ;ﬁr—
W oawdiv
de&m.t

,Name and Title of Preparer
7

20. Telephone Number

21. Date

ev.
igure 1

- 25 .



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 Recgrds Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE JQ_ oF ’ ‘ _

Jessup, Maryland 20794
410-799-1930

1. Departent/Agency 2. Division - 3 U-"" \./\,"\ \.‘ *‘\1 \%v.; \\.\‘% (:J
Chm\cw\m\d L VSl man e, 1 Q;“ed_‘ » |

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and du)osmon purposes.
.4 Record Series Title - . 5. Eaniest Year/Lales! Year .

Q,m\ %\,\,N‘p‘\’\ @wmw@ﬁ Q@% , _ ) ‘ 20k o Cucre wt

6 Record Series Description (Briefly describe the types ot information/documenis/forms found in the series. Include the purpose or funclion of the senes.)

Used in Prep. of Whe|Stor Tiling
ielotrredion includes,  OGCOUN NumbER, address. fad dode, MENR nunbe,
previovs Bgad, © vRrend Read | 0Lvual conswmpdion, QONSuEYion aeléus\mzn%*

etez srets

7. Record Series Format(s) List all : R b 8. Record Series Sequence 9, Volume .
. : File Drower(s)
. O Microfiim Reel(s)
N Letter Size D Microfitm - G - Alphabetical '3 g q,
. . ?' “ Compulev Tape(s)
Q Legat Size 0 Computer Tape 0 Numerical Number
» ) . . 0 Other (specity)
© Audio Tape Q Floppy Disk - : Chronological .
0 Bound 8ook D Video Tape - : X N Geographical 10, Annual Accumwtation
. File Drawer(s)
O Other (specity)_____ D Oer (specily)
. D Microfim Reel(s)
L’.Sc'ug 4 Computer Tape(s)
Number
. o Other {specily)
M. File is Used ’ . 12. File Becomes Inactive Aftes
D Daity D Weekly \ﬂMonmly o 0 Annually . __ﬂ‘___ Month(s) 0 Year(s)
. : . i Number ’
13. Cument Localion(s)  (BIdg., Floor, Room) . \ D\ / 14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.)
\ \1 HC\% l (i Zc A S U ‘ O a ] O VYes ) No
15.- Aécess Restrictions (i Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
o ves | Xm, 0 Noné e State O Federat ﬁr\depem}em
17. Is an Index System used? If yes, explain briefly and describe requirements ) 18. Recommended Retention
O Yes XNO . : . 3 \l . ! .
. . S, (oYX .\_\ \ A‘
. i unt)l audited

19. Name and Title bt Preparel . 20,'T_elephcne Number 21, Dale

1GS 550-4 (Rev. 1/93)



RECORDS MEASUREMENT GUIDE

(Conversion of Holdings to Cubic Feet)

Equipment/Containers

Letter Size Drawer
Legal Size Drawer
Lateral 36" Width Drawer
Lateral 42" Width Drawer

Letter Size 12" Open Shelf

Letter Size 15" Open Shelf
Box (I5x12x 10 & IS x 12 x 12

Magnetic Tapes (Reels)

10 (3/4" Width x 2400')
12 (3/4" Width x 1200')
30 (3/4" Width x 600')

Microfilm/Film (Reels)

50 (35 'mm) 100
90 (16 mm) 100’

Floppy Disc's (Word
Processing)

600 2"

300 5"

150 8"

Cu. Ft.

Docket Books (Court)

bt et d RO BD DD
[eNeNoNd Nolold]

b
OO O

—
[ NoNel

130" x 24" x 6"
115" x 12" x 6"
1 8" x12" x 6"

Tab Cards

5 14" Rows (Tab)
3 24" Rows (Tab)
10 12" Rows (3 x 5)
4 12" Rows (5 x 8)

Printouts (Computer)

8-1/2 x 11" (18" thick)
14-1/2 x 11" (10" thick)

Disc Pack (Computer)

2 3 Tier
1 5 Tier
1 7 Tier
Microfiche

4 12" Rows (4" x 8")

Cu. Ft.

Ll S
oo

(TR S
OO OO

—
o

Figure 2
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INSTRUCTIONS - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH

RECORDS RETENTION SCHEDULE (DGS
550-1)

COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275
JESSUP, MARYLAND 20794
(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page“ of | '

1 DEPARTMENT/AGENCY
City of Cumberland

2 DIVISION
Department of Finance

3 UNIT
Utility Billing/Collections

DEFINITION — Record Series - A group of related records stored electronically and used as a unit for reference as well as retention
and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE

Water and Sewer Billing

5 EARLIEST YEAR/LATEST YEAR

2006 TO Current

6 INPUT - Identify source of information to be entered

Meter Reads

7 OUTPUT - Identify the use/s of information generated by system
Water/Sewer Bills

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

These records represent reports necessary for the billing of water and sewer in the City of Cumberland. Attached is a listing of
all reports involved in the water and sewer billing process.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

The Utility Billing division has access to view all reports in the billing process; however, the MIS Division only is authorized to
delete records. If an error is found, all reports are deleted by MIS personnel and the billing process starts over.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Reports are generated bi-weekly with new reports being created. Bi-weekly reports are maintained on the system for a period of
three years. Reports can be printed upon demand.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Files are saved as PDF’s and are used within 24-48 hours by the Finance Division. Files are also used for reference purposes
by the Ultility Billing and Finance divisions. Records are independently audited on an annual basis.

12 RECOMMENDED RETENTION

Retain for three (3) years and until audit requirements have been fulfilled, then destroy.

13 TYPED OR PRINTED NAME OF
PREPARER

14 TELEPHONE NUMBER

15 DATE

16 TITLE OF PREPARER

DGS 550-6




kﬁt\cf&\’ﬁ\a\\'\‘ -C-ge- —?q%p_, ¥

¥ Accounts Receivable Aging Report_2009_03_16_TM_08_31_01

(% Accounts Receivable Aging Report_2009_03_16_TM_11_06_13

"% Accounts Receivable Aging Report_2009_03_19_TM_08_45_51
'"?‘“‘Bank Draft Register2_2009_03_20_TM_11_01_27

2 Bank Draft Register_2009_03_16_TM_09_53_43

_'Z.Bank Draft Register_2009_03_16_TM_11_06_13

'r?_f%Bank Draft Register_2009_03_16_TM_13_56_48

ﬁaBﬂﬁng Register_2009_03_16_TM_09_53_43

"% Biling Register_2009_03_16_TM_13_56_48

@Bﬂﬁng Summary Rate Code_2009_03_16_TM_0S_53_43

"% Biling Summary Rate Code_2009_03_16_TM_13_56_48

% Biling Summary Service Type_2009_03_16_TM_09_53_43

"% Biling Summary Service Type_2009_03_16_TM_13_56_48

% Biing Summary_2009_03_16_TM_09_53_43

%Bling Summary_2009_03_16_TM_13_56_48

% Deposit Application post listing_2009_03_20_TM_11_01_27

% Deposits Applied to Final Bils_2009_03_20_TM_11_01_31

% Final Biling by Rate Code_2009_03_20_TM_11_01_27

2 Final Biling Register and Posted Final Bil Reg_2009_03_20_TM_11_01_27
"% Final Biling Register and Posted Final Bil Reg_2009_03_20_TM_11_01_31
’7‘;Fnal Biling Summary by book and customer type_2009_03_20_TM_11_01_27
'Z_‘anaI biling summary by service type_2009_03_20_TM_11_01_27

"2 Final Bils Update GL Report_2009_03_20_TM_11_01_27

75 GL Interface for Biling_2009_03_16_TM_09_53_43

’»‘z_flGL Interface for Biling_2009_03_16_TM_09_53. 51

5 GL Interface for.Biling_2009_03_16_TM_13_56_47

"7 GL Interface for Biling_2009: 03.16_TM_13_58, 04

'ﬁPenalty Registers_2009_03.16_:TM_08_09.23

wPenalty Registers_2009_03_16_¢ TM 08_14-01

'?“lPenatty Registers_2009_03_16.TM_08_.31_01

mPenalty Registers_2009_03_16_TM_11_06_13

'}'“Penalty Registers_2009_03_19_TM_08_49_19

% Penalty Update GL Report_2009_03_16_TM_08_09 53 . .

‘%Penafty Update GL Report_2009:03_16_TM_08_14_28

i~ Penalty Update GL Report_2009:03_16_TM_08_31_01

= Penalty Update GI Report_2009-03_16_TM_11_06_13

??:apenarty Update GL Report_2009_03: 19_TM, 08_50_47 .

sanemove Minimum Daily: Bils_2009_03_16; TM_09_53_51
{ZiRemove Minimum. Daly Bils_2009. 03_16_TM_13_58_.04
" Transfer Account_2009_03_20;'.TM_11_01_31




