
Authorization

Item
No.

Description of Records 
(Same Title as listed on Schedule)

Retention 
Schedule No.

Section and/or 
Item No.

Inclusive Dates of 
Records Destroyed

Volume Date of 
Disposal

Method Of 
Disposal

1 Admin Records: Clerk meeting notes/ sign-in 
sheets/ misc copies

M245 5 01/2006—12/2006 0.15 cu ft. 11/01/2011 shredded

2 Admin Records: Zoning & Infrastructure docs 
(out-of-town)

M245 5 1995—2006 0.25 cu ft. 11/01/2011 shredded

3 Admin Records: Police Aid/ PIA requests M245 5 1980—2007 0.2 cu ft. 11/01/2011 shredded

4 Admin Records: MISC Reports/ FEMA, 
MDOT, PGCO

M245 5 1989—1999 0.75 cu ft. 11/01/2011 shredded

5 Accounting Records: MISC supporting docs M245 16 1999—2005 0.15 cu ft. 11/01/2011 shredded

6 Admin Records: DER/ permits & applications M245 5 08/2008—04/2010 0.5 cu ft. 11/01/2011 shredded

7 Admin Records: Large format Plats (out-of-
town/duplicates)

M245 5 1988—2006 2.65 cu ft. 11/01/2011 shredded

8 Admin Records: Contracts M245 7 2000—2007 0.75 cu ft. 11/01/2011 shredded

9 Accounting Records: Bank Statements/ Cash 
receipts

M245 16 1988—2004 4 cu ft. 11/01/2011 shredded

10 Admin Records: Assets/ vehicles & equipment M245 11 1990—2006 0.42 cu ft. 11/01/2011 shredded

11 Admin Records: Insurance claims M245 10 1997—2000 0.04 cu ft. 11/01/2011 shredded

12 Admin Records: MDT Hwy mileage reports M245 5 1981—2005 0.66 cu ft. 11/01/2011 shredded

13 Admin Records: State Police Aid/ AMOS Fire 
& Rescue Fund reports

M245 5 1985—2006 0.125 cu 
ft.

11/01/2011 shredded

Destruction Certification

DateSignature

11/1/2011M. David Williams

Title

Town Clerk

Maryland State Archives
Edward C Papenfuse State Archives Building

350 Rowe Boulevard
Annapolis, MD 21401

Proposal and Certificate of Records Disposition

Sumitted: 11/1/2011

Jurisdiction: Town of Upper Marlboro

Government

Division/Unit: Clerk

Certificate ID: 122

MSA ID: SE55-2244
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