DEPARTMENT OF GENERAL SERVICES Schedule No. M309
RECORDS MANAGEMENT DIVISION Page 1 of 3
RECORDS RETENTION AND DISPOSAL SCHEDULE
Agency Division/Unit

Tow_n of Preston Administrative

Item Description | Retention
No.

1. Administrative Records

This series includes all town records that are not considered
financial and are a patrt of office operations such as minutes
legislation, insurance, etc.

bl

-A. Genetal Cortespondence Screen annually and de;troz
Original incoming letters, copies of outgoing letters, matemlbno longer ,I:Eethed or
, : s o, in
memotranda, studies, reports, directives, policies and current business wi N

. . . . following exception: Transfer
other materials related to administration. g P :
every three (3) years to the

Maryland State Archives for
permanent retention any material
that serves to document the
origin, development, and
accomplishments of the office
and has continuing
Personnel Files administrative, ﬁscal legal, or
Employee personnel records to include: historical value.
1. Application/Resume
2. Health Insurance forms
3. Injury Reports
4. Disciplinary Action
Commendations, Promotions, Awards
Leave Records

5

6.

7. Training
8

9.

1

Retain for three (3) years after
termination date, then destroy.

Doctors’ Notes
Workman’s Compensation Correspondence
0. Miscellaneous Forms

Schgdule Approved by Department, Agency, | Schedule Authorized by State Archivist

or Division Representative.
Date Date éz Z;Z Zol yA
OK LON j&qciau)

Signature

Typed Name K)J\'Y\ g&(*((’)u) Signature W&M
Title ~ 10N /“{&nafggr |

DGS 550-1




DEPARTMENT OF GENERAL SERVICES Schedule No. M309
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Agency Division/Unit
Town of Preston Administrative

Page 2 of 3

Item Description . Retention
No.

C. Town Council Meeting Records : Permanent. Transfer every

three (3) years to the Maryland
State Archives.

D. Committee Meeting Records _ P Transk
Planning & ZOIllIlg ermanent. ransier CVCL'Y

Board of Appeals
Any other Appointed Committees

three (3) years to the Maryland
State Archives.

. Land Records Permanent. Transfer every
Deeds/Agreements three (3) years to the Matyland
Annexations State Archives.
Deannexations

. Legislations

Charter Permanent. Transfer every
a

Ordinances three (3) years to the Maryland

. State Archives.
Resolutions

Town Codes

Amendments to Charter, Ordinances, Resolutions, or
Town Code

G. Legal Opinions and Litigation - - Permanent. Transfer every
Written opinions rendered by Town Attorney three (3) years to the Maryland

Litigation case records State Archives.

Screen annually and destroy
material no longer needed for
current business with the
following exception: Transfer
every three (3) years to the
Various notices to press and public regarding current Maryland State Archives for
events permanent retention any
material that serves to
document the origin,
development, and

. Town Publications
Journals
Handbooks

Directories




DEPARTMENT OF GENERAL SERVICES Schedule No. M309
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3 of 3
(Continuation Sheet) » .
Agency Division/Unit
Town of Preston Administrative

ltem Description . Retention
No.

accomplishments of the office
and has continuing
administrative, fiscal, legal, or
historical value.

Bulldm Permits Permanent. Transfer every
- Residents three (3) yeats to the Maryland
Town facilities : State Archives.

Requests for Quotations/Bid Invitations Retain for five (5) years after
Bid‘Speciﬁcations : contract completion or until
Drawings audit requirements have been
met, whichever comes later,

Advertisements
' then destroy.

Miscellaneous Documents

Insurance . Retain for five (5) years
Documentation and correspondence for: or until audit requirements

1. Property have been met, whichever
2. Vehicle comes later, then destroy.
3. Health Coverage

Public Works Retain for three (3) years, then

Water Test Results destroy.
Water/Sewage Reports '




Instruclions ~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

OF_‘i

PAGE _L_
Jessup, Maryland 20794

410-799-1930

1. Department/Agency 3. Unit

Town of Pre sfon 47/4,

2. Division

Admin strafive

| 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
ecerel Corre sp ondenc <

(128 ©wlO(Q

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

series.) M\ Comn, l-o\-@e,(g. Copres o¥ 6“-4-36 ‘hq l&‘Q"L&rﬁ' Mmemo’s, 5—'*«&'“,
Cepnis, dircadiper & pnis cellanesus madderials

4o ».wx,m 4o han necessary

7. Record Series Format(s) List all 8. Record Serles Sequence 9. Volume
R Cotersize [ Microfim O Aphabeticar Number
O LegaiSize [ Computer Tape [ Numericat [ Fite Drawer(s)
[ Microfim Reel(s)
[JJ Audio Tape [ Floppy Disk anolcgical [ Computer Tape(s)
’ 3 other (specify)
[ Bound Book ] Video Tape O Geographicat

10. Annas} Accumulation
[ other (specify)

Number

[gﬁ Drawer(s)

[ Microfim Reei(s)
[ Computer Tape(s)
[ other (specify)

[ other(specify)_____

11. File is Used 12. File Becomes Inactive After

3 paily s [J weekly [J Monthiy E‘?\nnuauy Number O monthis)  [réar(s)

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

"Loarg” (oFFaie '&ul‘d;»ﬂ}

14. Is Récord Series Duplicated Elsewhere? (i yes, specify agency or office.)

Oves [Qae

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

Ovyes [

16. Audit Requirements

[Wone [dstate [JFederal [7independent .

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

18. Recommended Retention
Oves B0

non- permanend

20. Telephone Number

Yo 73- 1397

21. Date

-5 (2

19. sime and Title of Preparer
I
Town NManager

$ 5504 (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
wi_th Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE ; 2 oF ' é!

Jessup, Maryland 20794
410-799-1930

1. Department/Agency 2. Division 3. Unit

Town oF Breadon Adwmia (adrahve nla.,

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 ' §. Earliest Year/Latest Year

Per conne( Ries 1985 wld12

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series)  Applicathon [resana , healdR ¢ surance meg) injory ceports, diseply nary

%i::::, Commendasfion o Neosue raaarcLs. -l.(qm,.,\_g’ de's ngdes N8 e.cllanes,

retan informathion Gor Current ermplyecs

7. Record Serles Formal(s) List alt 8. Record Series Sequence 9. Volume

[@Cetiersize [ Microfim ) e [@<Phabetical Number

[ LegatSize [J Computer Tape - [ Numericat [ Fite Drawer(s)
[ Microfiim Reel(s)
O Audio Tape [ Floppy Disk 3 chronologicat [ Computer Tape(s)

[3 Other (specify)
[ Bound Book  [] Video Tape . [0 Geographicat

10. Annual Accumulation
Oother(specify)____ O other (specify)

Number

IB‘Fi’Ie Drawer(s)

[3 Microfitm Reei(s)
O Computer Tape(s)
{7 Other (specify),

11. File Is Used ) 12. File Becomes nactive After

[ paily ' [ weekty [ Monthly B2 %nnuatly . Number OMonth(s) [ Year(s)

13. Current Location(s)  (BIdg., Floor, Room) 14. Is Record Series Duplicated Eisewhere? (if yes, specify agency or office.)

Town office Oves B

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

[ ves o

B/None [Jstate [JFederal [ Independent

17. 15 an Index System used? If yes, explain briefly and describe requirements

[ Yes 2o

18. Recommended Retention

Non-pPermanant

19. f\ll?'ne and Title of Preparer 20. Telephone Number | 21. Date
¢

™ Gadou) _ .79, )
Town Manadqer HIo-113-7929 z/,g:(,g,’

S 550-4 (Rov. 1/93)




Instruclions ~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__3 OF &

1. Department/Agency

Touwn ofF Preshn

2. Division

Admen rstradive

3. Unit

nla-

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

purposes.

4. Record Series Title Town ch\c_“( Meet: '\q (EQCM“k

5. Earliest Year/Latest Year

[¥leS 10 202

6. Record Series Description (Briefly describe the types of information/documentsfforms found

Minwdet oF Cownal w\ed—«'ngs
tecord ackons Mﬁ’.u\ by down Counc,|

series.)

in the series. Include the purpose or function of the'

7. Record Series Format(s) List ail

msue [ Microfim

{JLegatSize [ Computer Tape
Mdio Tape [ Floppy Disk
[J BoundBook [ Video Tape

[ other (specify)

8. Record Series Sequence 9. Volume
[J Atphabeticat Number
[ Numericat

M\ronological

] Geographical

1 Fite Drawer(s)

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

[] Other (specify)

Number

10. Annual Accumulation

[ Fite Drawer(s)
[ Microfitm Reel(s)
[ computer Tape(s)

[i3Gther (specify)

begk

11. Filo Is Used

E/Monlhly

CJoaly - [Jweeky

3 Annuatly

Number

12. File Becomes Inactive After

[ Montn(s)

[ Year(s)

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

Jown oFhce

O es [Drﬂo

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

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

0 Yes Eﬂﬁo/

16. Audit Requirements

O None [ state [ Federal %ependent

17. 1s an Index System used? If yes, explain briefly and describe requirements

Oves @G

18. Recommended Retention

pPermanen +

19. Name and Title of Preparer
(e adowo

Town ManaQer

20. Telephone Number

Hio-73-7%9

21. Date

#./S—\"/C;'

3S 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
wjth Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.0. Box 275 PAGE f:f oF ] )

Jessup, Maryland 20794
410-799-1930

1. Department/Agency 2. Division 3. Unit

T own OF. Qeston e iaigtratiw« n(GL

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

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

CommiTee ng?‘/%y- Reoovd s L95% 020/

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

series) A IM UTES FVOM Meety /‘)}75 oF P?Lan Ning ¥ 2o "”27 CoMM(TTee
Bosrd ?fff PPe3ls From Plonn hg¥2ening, 3nd any ‘brherappe
CoMu M ffees . |

Lorvent actions o Feommitfees

7. Record Series Format(s) - !;Esl all 8. Record Series Sequence 9. Volume
Zﬁer Size  [J Microfilm C [C] Alphabetical Number
P
[ tegatSize [ Computer Tape . T Numericat [ Fire Dra'v-lver(s)
. 3 Microfilm Reel(s)
[ Audio Tape [ Floppy Disk Zﬁonological [ Computer Tape(s)
' : ' [ other (specify)
[ Bound Book  [] Video Tape . [ Geographical
10. Annual Accumulation
[ other(specify)_____ [ other (specify) _____ .
: Number
Z{orawer(s)
[ Microfiim Reei(s)

[ Computer Tape(s)
[ Other (specify)

11. File is Used 12, f ile Becomes Inactive After

[ paty - [Jweeky O Monthly dAnnually . Number [J Month(s) MS)
13. Current Location(s)  (BIdg., Floor, Room) . 14. Is Record Series Dy licated Elsewhere? (If yes, specify agency or office.)
. )" . b J ¢ > [ Yes B{
n .
Library“(s$¥site buil: /G
15. Access Restrictions (If Yes, cite Law(s) & Regutation(s) 16. Audit Requirements
Oves %

Bﬁe [Istate [JFederal [J Independent

18. Recommended Retention

non-perMAN EAT

17. Is an Index Systemused? If yes, explain briefly and describe requirements
] ves Z{

19. Nan’izznd Title of P'repa're_r ' - 20. Telephone Number | 21. Date

T osn “‘f,fzm qer (06137739 |  H-€-/2

5 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 SERCICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1930

AGENCY RECORDS INVENTORY

PAGES OF ‘ _J/_

1. Department/Agency

T own of Rreaton

2. Division

/‘} dmn ('(S‘!T“QJ-(U‘(

3. Unit

(e

_purposes.

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

4. Record Series Title

Lind Recs VJJ'

5. Earliest Year/Latest Year

4

(9T 103012

ﬂwoxa'l;fo/vs L
Xecords of end

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
eies) Leedls, B 4 bt oFway & Jreements, Easement
nnwex atroNs

owned b Y TowWN

179 memwl‘;

7. Record Series Format(s) kls( afl
[F'tettersize [ Microfim
Zﬁgal Size [C] Computer Taps

[ Audio Tape  [[] Floppy Disk

[J Bound Book ] Video Tape

8. Record Series Sequence
[ Atphabeticat

O Numericat

0 Chronologi;:al

[ Geographicat

9. Volume

Number

/. i
[m] Fite Driwer(s)
[ Microfiim Reel(s)
D Computer Tape(s)
[3 other (specify)

10. Annual Accumulation

[ other (specify), [ other (specify) )
Number
File Drawer(s)
[ Microfiim Reel(s)
3 Computer Tape(s)
[ other (specify),
11. File is Used 12. File Becomes Inactive Afler
{1 paity ‘ 0 weexy {J Monthiy [Z]/Amuany Number OMonth(s) [ Year(s)

13. Current Location(s)

7oWN o FFide

(Bldg., Floor, Room)

[ Yes

14. Is Récord Ser?pncateq Elsewhere? (If yes, specify agency or office.)

No

15. Access Restrictions (If Yes, cite Law(s) & Regutation(s)
[ ves No

16. Audit Requirements

None [Jstate [JFederat [] Independent

17. 1s an Index Systemused? if yes, explain briefly and &
O Yes Z%:l

be requirements

18. Recommended Retention

PeYMAN ENT

19. Name and Title éf Preparer
}2 v adod

Town  Managey

20. Telephone Number

Hio 73 M3

21. Date

Y-5-/4

‘S 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 Z o Z a_.

Jessup, Maryland 20794
410-799-1930

1. Department/Agency 2. Division 3. Unit

Town o F Qreaton dca stratiu< N (GL

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

Leguiglations (958 w2z0l1

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

seres) Aharter, Ovdinsnoe s , Resolotiys Toww Code onddmendments
ﬂew&f‘o . /

7. Record Series Format(s) !;!sl all 8. Record Series Sequence 9. Volume
LetlerSize [ Microfitm s O Alphabetical Number
. : s
[JLegatsize  [] Computer Tape . [ Numericat [ Fite Orawer(s)
) T O Microfitm Reel(s)
[J Audio Tape ] Floppy Disk IZCh/ronological (7 Computer Tape(s)
' ' [3 other (specity),
[J Bound Book [ Video Tape . {3 Geographical
. 10. Annual Accumulation
[ Other (specify)______ ] other (specify) __
' Number
ile Drawer(s)
[ Microfitm Reet(s)
[ Computer Tape(s)
[T Other (specify)
11. File is Used 12. File Becomes Inaclive Afler
zlény " [O weeky 3 Monthy O Annually . Number [OMonths) [ Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series D icated Elsewhero? (if yes, specify agency or office.)
L 4
_fVJ/V aFHdC& [ Yes Z{:‘ .
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ Yes No

J None Z@te [ Federal ] tndependent

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

[ Yes No
Formoenent
19. Name and Title of Preparer . 20. Telephone Number | 21. Date
Z:m G adow

Town Panacer  HI0673792 24,510

+ 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
410-799-1830

PAGE_l OF _,_L

1. Department/Agency

T 6w °F. Qeadon

2. Division

e ca ('G'!T‘Q)L(U'(

3. Unit

nla

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

to 220 (3~

Legal Qomwnsahd Llflgdhon (22

6. Record Series Description (Briefly describe the types of mformaltonkg

series) Wri1fren o heons ven tM

q Town 1

uments/forms found in the series. Include the purpose qr function of the

mt7 3ndg |- /yq?f'/an'

&95& V‘&@

7. Record Series Format(s) gsl all

lzﬁuer sze  [J Microftm
[ Legat Size {3 Computer Tape
O AudioTape ] Floppy Disk

[ 8ound Book [ Video Tape

8. Record Series Sequence 9. Volume
[ Aphabetical Number
[ Numericat [ Fite Meds)
. O Microfitm Reel(s)
Zaronological [ Computer Tapets)
(0 other (specify)
[ Geographical

10. Annual Accumulation

[ Other {speciy) T other (specify)
Number
% Drawer(s)
3 Microfim Reel(s)
[J Computer Tape(s)
[ other (specify)
11. File is Used 12, 2 Becomes Inactive After
[ paily » [J weekty [ Monthty Z{nually Number OMontnts) ] Years)

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

7onA of Eite And

] ” e
LIORARY (%FESJ;&

[ ves E’(

14. Is Récord Series Duplicated Elsewhere? (if yes, specify agency or office.)

15. Access Restrictions

O Yes o

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

16. Audit Requirements

%ne [ state [JFederal [ independent

17. 1s an Index Sglyﬂsed? If yes, explain bricfly and describe requirements

[ ves No

18. Recommended Retention

Fevrmanent

19. Name and Title of Piepar
)Zmr\ . éq;_{a,-)

Town r'\anﬂc/

20. Telephone Number

416 6737929

21. Date

4‘\’?—/.}

3 550-4 (Rev. 1/93)




each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
wi(h Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE Z oF _I a’)

Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

Jessup, Maryland 20794
410-799-1930

1. Department/Agency 2. Division 3. Unit

ﬂ(&)ﬁ o F (}‘&8“0{\ /‘}Am ‘n ‘G%Q_,\I—(U-( N (q,

purposes.

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

4. Record Series Title

7OWA Pubtaafzons

5. Earhest riLatest Year
!j >0/

Pvblie mgan!/ rre st

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

sel’leSU'aUﬁ,Volﬁ. /43”45’ /«D*vaklw NOTIG&S nfms’sd,‘dl
GENERAL INFD Anoﬂ"r‘%’emwt/ezs AAD PUBLIC

7. Record Series Format(s) &llst all
Eﬁer Size  [J Microfitm
[ LegaiSize [ Computer Tapp

D_ AudioTape  [] Floppy Disk

[ Bound Book [ Video Tape

[0 other(specify)_____

8. Record Series Sequence 9. Volume
[ Aiphabetical Number
2’
T Numerical L3 Fite Drawer(s)
. O Microfim Reel(s)
Eﬁmnologlcal [ Computer Tape(s)
[ Other (specify)
O Geographicat

. 10. Annual Accumuiation

[ other (spacify) {

Number

File Drawer(s)
O Microfitm Reel(s)
3 Computer Tape(s)
[3 other (specify),

11. File is Used

Ooaly [ weeky (Z/Mommy {3 Aanuatly

12. File Becomes Inactive After

Number [ Month(s) m(s)

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

7OWAN OFF 10f

14. Is Récord Series Duplicated Elsewhere? (if yes, specify agency or office.)
O Yes m

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
O Yes No

16. Audit Requirements

None []State [ Federal [ independent

———
17. 1s an Index Syyed? If yes, explain briefly and describe requirements 18. Recommended Retention

Yes No f
O i Non pPerman ent

19. Name and Title of Preparer
aa W

Toon Manager

20. Telephone Number | 21. Date

10 673 7929 - SpE

5 550-4 (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

PAGEi OF LL

1. Department/Agency

Town o F_ Rreston

2. Division

/')’ dmn ('(341*@‘[%'0-(

3. Unit

nie

DEFINITION: RECORD SERIES: A
purposes.

group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

Buildi ng ﬂm/i‘s

5. Earliest Year/Latest Year

/G2 o 20l2-

1 6. Record Series Description (Briefly describe the types of information/docu

series.) g3y / LDIN G p&ﬂ” (T A'PP/_IAH'T/JIV.S ~o

FARLILITIES

APPLICATIONS REQUIRED FoR APPRNVAL TD

ments/forms found in the series. Include the purpose or funclioa?f'l‘ty .
790

R RESIDENTS pAND

OBTAN By tRIN G FERM ITS

7. Record Series Format(s) ;is( all
LetterSize [T} Microfilm
O tegaisize [ Computer Taps

[ AudioTape [ Floppy Disk

[[] Bound Book  [] Video Tape

[ Other (specify)

8. Record Series Sequence
[ Alphabetical
mﬂ:ﬂl

(M} Chronologi;:a!

[ Geographicat

[ other (specify) ____

9. Volume

Number

’
v

O Fue DMﬂs)

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

10. 7mual Accumulation

Number

Z{eomwer(s)

[J Microfitm Reet(s)
[J Computer Tape(s)
[ Other (specify),

11. File Is Used

(J vaiy M

[ Monthty [ Annuatty

Number

128(9 Becomes Inaclive After

OMonths) [ Yearts)

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

7OWN OFFIeE

O Yes

14. Is Record Seﬁ;?pﬁcaleq Elsewhere? (If yes, specify agency or office.}
No

15. Access Restrictions Mf Yes, cito Law(s) & Regutation(s)
1 Yes No

None

16. Audit Requirements

[dstate [JFederal [ Independent

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

18. Recommended Retention

PERMANENT

19. Name ang Title of Preparer
K Gadow
Town Aanagqer

20. Telephone Number

10 6737929

21. Date

Lf - = (2

S 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 ‘ O oF ( é)

Jessup, Maryland 20794
410-799-1930

1. Depariment/Agency 2. Division 3. Unit

Town oF Rreston e nisdradoe Nz

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

4. Record Series Title 5. Earliest Y)ar/Latest Year
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7. Record Series Formal(s) g’sl all 8. Record Serios Sequence 9. Volume
Z@r Size  [] Microfim s O Alphabetical - Number,
. o ¥ ’ N
[J Legatsize [ Computer Tepi c ) [ Numerical [ Fite Drawer(s)
A [ Microfiim Reel(s)
[ Audio Tape [ Floppy Disk aﬁnological [ Computer Tape(s)
. : ' [0 Other (specity)
[[] Bound Book  {T] Video Tape . [ Geographical
10. ual Accumulation
[] Other (specify)____ [ other (specify) z
. . - Number
IZ{le Drawer(s)
3 Microfim Reel(s)
[J Computer Tape(s)
3 other (specity)

i 11, File Is Used ' 12. File Eecomes Inactive After
3 Monthiy %uauy .

O oaty ' [ Weeidy Number [J Month(s) ear(s)

1
1

13. Current Location(s)  (Bldg., Floor, Room) 14. Is Récord Series D ted Elsewhere? (If yes, specify agency o office.)
ToNN NRLL AN S R RY ¢ g’% Ove B

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ Yes No

None []State [ Federat [ Independent

18. Recommended Retention

non-,aerumfé/?'

17. Is an Index System used? If yes, explain briefly and describé requirements
O Yes Z{S

19. Name}zﬂd Title of P'repa‘re'r ' - 20. Telephone Number | 21. Date
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DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for feference as woll as retention and disposition
purposes.
4. Record Series Tille
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7. Record Series Format(s) gsl alt 8. Record Series Sequence 9. Volume
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16. Audit Requirements

'None []State []Federat [ Independent

17. s an Index S);?md? If yes, explain briefly and describe requirements
No

18. Recommended Retention
[ Yes

-nonf/awﬂﬁf'/.@"’*

19. Name andTitle of Preparer
. ad
%awq Aa}fmagzr 410 673799 o - 5 L

A

20. Telephone Number | 21. Date

S 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
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DEFINITION: RECORD SERIES: A group of related records normaily filed and used as a unit for reference as well as refention and disposition
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4. Record Series Title
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$. Earliest Year/Latest Year
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6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
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7. Record Series Format(s) gsl all
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[C] Bound Book [ Video Tape

[ Other (specify),
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