DEPARTMENT OF GENERAL SERVICES Schedule No 274

RECORDS MANAGEMENT DIVISION
- RECORDS RETENTION AND DISPOSAL SCHEDULE
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Agency Division/Unit
City of Cumberland City Clerk
Item Description Retention
No.
“This amends Retention Schedule M267”
- .
4 PUBLIC INFORMATION REQUESTS el el
then destroy paper originals and
These files include requests from the public for portable media. Retain digital
information, the response to requests, and any related records for twelve (12) years, then

correspondence.

destroy.

Schedule Approved by Department, Agency,

or Division Representative.

Date N
5M17/3017 .. -

Signature’ /{/J%/é ﬂ[/jq

Typed Name Marjorie Woodring

Title City Clerk

Schedule Authorized by State Archivist

Date Q, 3 f?

Signature l W~ Pyﬂ’i/\

DGS 550-1




! -

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
410-7959-1930

AGENCY RECORDS INVENTORY

PAGEB_‘_’_ oF q_l

1. Department/Agency

(':H—y of Cumberland

2. Division

Cily Clerk

3. Unit

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

Public lnformation 'Re.cg vests

5. Earliest Year/Latest Year

200 0 Current

series.)

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

'Re.%weﬁslf‘cspomscs, and related correspondence

7. Record Series Farmal(s)

KL etter Size

List all

[] Microfilm

[ Legal Size  [] Computer Tape
[ Audio Tape ] Floppy Disk
[ Bound 8ook [ Video Tape

Xcther (SPEGifY}ﬂB, PD E j PE CZ),Tf F

N\Chrnnoiogical

[ Geographical

8. Record Series Sequence 9. Volume
[ Alphabetical Number
[ Numerical File Drawer(s)

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

[] Other (specify)

Numbar

nual Accurnulation

[ File Drawer(s)
[ Microfiim Reel(s)
[ Computer Tape(s;

}@ Other (specify)__I'

e foldecr

11. File is Used

[] Daily XWeeldy

[0 Monthly

[ Annually

Number

12, File Becomes Inactive After

[ Monthts)

[ Year(s)

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

C'H'y Hall- Clerks Frle Roornn

14. Is Record Series Duplicated Elsewhera? (If yes. specify agency or office.)
[ ves No

15. Access Restrictigns (If Yes, cite Law(s) & Regulation(s)
O Yes %Nc

16. Audil Reguirements

X| None [] State [[] Federal [[] Independent

[ ves

18. Recommended Retention

17 Is an Index Y used? If yes explain briefly and describe requirements
No

Scan to Maryland State Arc,hw;-,s
Standard and vplead to network,

+hen destroy paper ori inal_s and
portable mgauh. Re.hn'ﬁ. diqital

19. Name and Title of Preparer

Debbre Tread wel |
AsSsIs+. o Cit+y Clerk

records for twelve (1z)years, Mndeff‘wy
20. Telephone Number ’

301-759-LHYT,

21, Date

H-"T-2011

DGS 550-4 (Rav 1/93)




