
■*. iicuxcu neiiLcix 
Carroll Co. Hp^i 

Repor 

Addictions Burea' 

No, 

^ Dg-t. 

ing Agoncy 

Divisiorfo or Unit 

Department of General 

■ Services 

Records Management Division 
7275 Waterloo Road (Rte. 175) 

P.O. Box 275 
Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

Description of Records 
(Same Title as listed on Schedule) 

Tetnadone & Ocner Drug 
Abuse Case Files 

Authorization 

Retention 
SchecKjIe No 

1518 

Item 
No. 

21 

I personally shredded all|l21 files sir 

Inclusive Dates of 
Records Destroyed 

1/1/99 to 

burning was no 

Patricia M. Liquefatto 

Volume 
Cubic Feet 

Date of 
Disposal 

121 files 10/20/04 

Method of Disposal 

Shred 

hereb^ertify that the records listed above were disposed of as indicated. 

Title 
GS 550-2 (Rev 1/93). 





DEPT OF HEALTH & MENTAL HYGIENE State Records Center 
Dept of General Services 

7275 Waterloo Road 
P.O. Box 275 

Jessup MD 20794-0275 
(410) 799-1379 

DHMH 

Instructions: 
Prepare 4 Copies 
Distributiont 
1. Your UNIT'S File 
2.Records Coordinator 
(Prgm/admin) FILE 
3.State Records Ctr 
4.DHMH Records Officer 
(Notify before 
Disposal) 
(410) 767-5934 

EXEC - HCF - PHS - OPS 
S ICRETARl AT 

Carroll County Health Dept., Westminster, MD 21158 

Nursing Bureau / C. Feld 

C E RTIFICATE O F R E C O R D J 5 D I S P 0 SAL 

NO. Description of Records 
(From schedule Form) 

[FORMAT: Paper, film, disk, 
etc] 

Authorization* Inclusive 
Dates of 
records 

Volume 
(Ft3) 

(Boxes) 

Date of 
Disposal 

Disposal 
Method 
(Trash, Shrkd, 

BURW, ETC) Schedule # Item 

1. Pediatric Case Files 1518 1 10/10/68- 
11/18/89 

3.5CF 11/3/03 Burn 

2. Family Planning Case Files 1518 6 
9/4/67 - 
8/19/93 

7 CF 
11/3/03 Burn 

3. 
Hearing, Vision, 
Orthopedic, Cardiac, 
Plastic 7 CMS Service Case 
Files 

1518 9 2/25/83 - 
12/30/92 

5.5 CF 11/3/03 Burn 

4. 
General Correspondence 1518 28 11/8/82- 

10/16/90 
.25 CF 11/3/03 Burn 

5. 
Unified Medical Records 1518 31 7/14/82- 

2/19/92 
.25 OF 11/3/03 Burn 

6. 

7 . 

8. 

9. 

10. 

* Records must be listed on an Authorized Schedule, DGS 550-1, and meet retention requirements before disposal is allowed. 

I hereby certify that the records listed above were disposed of as 

indicated. 
- ~ " n 

. / xfy; ^ // - f' <^ 3 

SIGNATURE TITLE DATE' 

GS 550-2 IDHMH 2002 - \ 

v ■ & 





DEPT OF HEALTH & MENTAL HYGIENE 

EXEC HCF - PHS 
S ECKXTARl A T 

OPS 

Carroll County Health Dept., Westminster, MD 21158 

Nursing Bureau / C. Feld 

State Records Center 
Dept of General Services 

7275 Waterloo Road 
P.O. Box 275 

Jessup MD 20794-0275 
(410) 799-1379 

DHMH 

Instructions: 
Prepare 4 Copies 
Distrlbutioni 
1.YOUR UNIT'S File 
2.Records Coordinator 
(Prgm/admin) FILE 
3.State Records Ctr 
4.DHMH Records Officer 
(Notify before 
Disposal) 
(410) 767-5934 

CERTIFICATE O F RECORDS DISPOSAL 

No. Description op Records 
(Prom scheduli Form) 

[FORMAT: Paper, film, disk, 
etc] 

Authorization* Inclusive 
Dates of 
records 

Volume 
(Ft3) 

(Boxes) 

Date of 
Disposal 

Disposal 
Method 
( Tkasb , Shjlkd, 
bum, rrc) Schedule # Item 

1* 
pediatric Case Files 1518 1 10/10/68- 

11/18/89 
3.5CF 11/3/03 Burn 

2. Family Planning Case Files 1518 6 
9/4/67 - 
8/19/93 

7 CF 
11/3/03 Burn 

3 . 
Hearing, Vision, 
Orthopedic, Cardiac, 
Plastic 7 CMS Service Case 
Files 

1518 9 2/25/83 - 
12/30/92 

5.5 CF 11/3/03 Burn 

4. 
General Correspondence 1518 28 11/8/82- 

10/16/90 
.25 CF 11/3/03 Burn 

5. 
Unified Medical Records 1518 31 7/14/82- 

2/19/92 
.25 CF 11/3/03 Burn 

6. 

7. 

8. 

9. 

10. 

* Records must bi listid on an Authorized Schzdulb, DOS 550-1, and mtit ritintion rxqoirzments bworz disposal is allowid. 

I hereby certify that the records listed above were disposed of as 

indicated. 

X  /(-r-03 
SIGNATURE TITLE DATE 

GS 550-2 (DHMH 2002 





05/16/2003 00:38 410-078-4988 CCHD PAGE 03/03 

DEPT OF HEALTH & MENTAL HYGIENE 

EXEC HCF - PHS 
Secretariat 

OPS 

Carroll County healtm Dept., Westminster, MD 21158 

NURSING 

State Recordls Center 
Dept of Genersil Services 
727B Waterloo Road 

P.O. Box 275 
i Jessup MD 20794-0275 

(410) 799 1379 

DHMH Instructions: 
Prepare 4 Copies 
Distribution; 
1.Your UNIT s File 
2.Records Coordinator 

(Prgm/admin) FILE 
3.State Records Ctr 
4.DHMH Records Opficer 

(Notify before Disposal) 
(4101 767-5934 

CERTIFICATE OF RECORDS DISPOSAL 

NO 

— " — 

Description of Records 
(FromSchedule Form) 

IFORMAT: Paper, film, disk, etc] 

Authorization* Inclusive Volume 
(FT3) 

(Boxes) 

Date of 
Disposal 

Disposal 
Method 
(Trash. Shrcd. 
burn, ere) Schedule # Item 

Dates 
opRecords 

1. Communicable Disease records 
- Confidential Report, (paper) 

1518 14 

C 

1/97-12/97 1 4/23/03 Shred 

2. home Health/MAPCP 
Providers & Recipients (paper) 

1518 19 
A-D 

1/91-12/97 1 4/23/03 Shred 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 

16. 

 f  -7    ' X ^ 
I hereby certify that the records listed above were disposed of as indicated. 

l\MJUgti.A^dA»Olrd^g^  LrU CIP,4 
Signature t.^.^ ^ Title Date 

CS 550-2 I DHMH 2002 





DHMH 

Instructions: 
Prepare 4 Copies 
Distributiont 
1. Your UNITs File 
2. Records Coordinator 
(Prgm/admin) FILE 
3.State Records Ctr 
4.DHMH Records Officer 
(Notify before 
Disposal) 
(410) 767-5934 

CERTIFICATE OF RECORDS DISPOSAL 

No. Description of Records 
(From schedule Form) 

[FORMAT: Paper, film, disk, 
etc] 

Authorization 

Schedule # 

ft 

Item 

Inclusive 
Dates of 
records 

Volume 
(Ft3) 

(Boxes) 

Date of 
Disposal 

Disposal 
Method 
(Thur, Shred, 

BURN, ETC) 

1. Geriatric Case Files 1518 8 1997 7.5CF 

5 BOXES 
1/04 Burn 

2. 

3. 

4- 

5. 

6. 

7- 

8. 

9- 

• 
o

 
H

 

DEPT OF HEALTH & MENTAL HYGIENE 

EXEC HCF - PHS 

BCRZTARl XT 
OPS 

Carroll County Health Dept., Westminster, MD 21158 

Nursing Bureau 

State Records Center 
Dept of General Services 

7275 Waterloo Road 
P.O. Box 275 

Jessup MD 20794-0275 
(410) 799-1379 

•Records must be listed on an Authorized Schedule, DOS 550-1, and meet retention requirements before disposal is allowed. 

I hereby certify that the records listed above were disposed of as 

indicated. 

bvoc-. !/  /- ^ -O V 

SIGNATURE TITLE DATE 



,fAN 1-, ti 



|j DEPT OF HEALTH & MENTAL HYGIENE State Records Center 
Dept of General Services 

7275 Waterloo Road 
P.O. Box 275 

Jessup MD 20794-0275 
(410) 799-1379 

DHMH 

Instructions: 
Prepare 4 Copies 
Dlatributlom 
1. Your UNIT'S File 
2.Records Coordinator 
(Prgm/admin) FILE 
3.State Records Ctr 
4.DHMH Records Officer 
(Notify before 
Disposal) 
(410) 767-5934 

EXEC - HCF - PHS - OPS 

SicrztakIat 

Carroll County Health Dept., Westminster, MD 21158 

Nursing Bureau 

C 1 SRTIFICATE OF RECORDS DISPOSAL 

No. Description of Records 
(From schedule Form) 

[FORMAT: Paper, film, disk, 
etc] 

Authorization 

Schedule # 

* 

Item 

Inclusive 
Dates or 
RECORDS 

Volume 
(Ft3) 

(Boxes) 

Date of 
Disposal 

Disposal 
Method 
(Txash, Shxxd, 

BUWf / ETC) 

I1* 
Geriatric Case Files 1518 8 1997 

7.5CF 

5 BOXES 
1/04 Burn 

2. 

3. 

4. 

II 5 * 

1 6- 

7. 

r 
9. 

• 
o

 
H

 

♦Records must be listed on an Authorized Schedule. DGS 550-1, and meet retention requirements before disposal is allowed. 

I hereby certify that the records listed above were disposed of as 

indicated. 

—    i^aac-, //  /- ^ -o</ 
SIGNATURE TITLE DATE 





Prepare in duplicate 

Retain one (1) copy and forwar 
original to address at teft. 

CERTIFICATE OF RECORD S DISPOSAL 

No. 
Description of Records 

(Same Title as listed on ScheduleJ 

Authorization 
Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Dispos: 
Relenlon 
Scftedute No. 

Item 
No. 

/ /-57/ /f/f /fff '/jc/W 
LZ _i 

6b(S£c, ' ^ /S/f /fc. /?f7 .SO 

• 

I hereby certify that the records listed above were disposed of as indicated. ^ 
S 
ro 

Sigmtura 

v 
Reporting Agency 

Division or Unit 

Department of General 

• Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

OGS 550-2 (Rev. 1/93). 



F£B So woy 

r •' V i. •■Ll^ r^W* » ♦ Ix. • ;. ?i% ■ 0 • % > .■ •* > ■ •• • • 



CARROLL COUNTY HEALTH DEPARTMENT 
P.O. BOX 845 

WESTMINSTER, MARYLAND 21158-0845 

Address Correction Requested 

20-? 3 A* 0275 

US. POSTAGE 

H METER 569760 * 

h— 

Department of General Services 
Records Management Division 
7275 Waterloo Road, Rte 175 
PO Box 275 
Jessup, MD 20794-0275 

itililliminiliiimiiiilimiiiiiimiiiiiiimliiiiiiilili 





CARROLL COUNTY HEALTH DEPARTMENT 
$ 

HEALTH OFFICER, CARROLL COUNTY 

ELIZABETH M. RUFF. M.D. 

LARRY L. LEITCH, M.A., M.P.A. 

DEPUTY HEALTH OFFICER 

P.O. BOX 845 
WESTMINSTER, MARYLAND 21158-0845 

TELEPHONES: 410 857-5000 
876-2152 
875-3390 

TTY 876-4779 
FAX 410 876-4988 

November 6, 2003 

Gabriel Lopez 
DGS - State Records Management Center 
P. O. Box 275 
Jessup, MD 20794 

Dear Mr. Lopez: 

Enclosed is the original signed Certificate of Record Disposal for 17 boxes. 

If you have any questions, please contact me at 410-876-4971. Thank you for 
your attention to this matter. 

Amanda Elliott 
Services Supervisor 

,4 

0 







  



/ CARROLL COUNTY HEALTH DEPARTMENT 

DEPUTY HEALTH OFFICER 
ELIZABETH M. RUFF, M.D. 

LARRY L. LEITCH, M.A., M.P.A. 
HEALTH OFFICER. CARROLL COUNTY 

P.O. BOX 845 
WESTMINSTER, MARYLAND 21158-0845 

TELEPHONES: 410 857-5000 
876-2152 
875-3390 

FAX 410 876-4988 
TTY 876-4779 

January 12, 2004 

Gabriel Lopez 
DGS - State Records Management Center 
P. O. Box 275 

Jessup, MD 20794 

Dear Mr. Lopez: 

Enclosed is the original signed Certificate of Record Disposal for 5 boxes. 

If you have any questions, please contact me at 410-876-4971. Thank you for 
your attention to this matter. 

Regards, 

Amanda Elliott 

Services Supervisor 

0 





08/25/2003 09:57 410-876-4988 CCHD PAGE 01/02 

CARROLL COUNTY HEALTH DE^PARTMENT 

LARRY L. LEITCH. M.A., M-P.A. 
HEALTH OFTICCR. CARROLL COUNTY 

ELIZABETH M RUFF, M.D. 
DCPUT-ir HEALTH OFFICER 

P.O. BOX 845 
WESTMINSTER, MARYUAND 21158 0845 

TELEPHONES; 410 BS7-5000 
876-2152 
875-3390 

TTY 876-4779 
EAX 41Q 876-4985 

Date: August 25. 2003 

To: ^ 

Company/D eparttnent:_ 

Fax Number; ____ 

Ftom:    

FACSIMILE COVER SHEET 

2 Number of Pages (including this sheet) 

Gabriel Tx)pez     

Oenetal Services/ Records Center 

4in-79Q-R.^^2      

Amanda Elliott 

410-876-4971 Telephone Number:   

Comments: Attached please find a certificate of disposal for records that ate scheduled to be 
burned. 

Please call if you have any questions. 

Thank you. 
t-.t. ^ 

\ AUQ 25 'WdJ 

© 





11/ 

Raporting Agency 

Division or Unit 

Department of Genera! 

• Services 

Records Management Division 

7275 Waterloo. Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and lorv/ar 
original to address at !«ft. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 
Description of Records 

(SamcTitia as listad on Schedule) 

Authorization 

Relenlion^ 
Sc^eduia No. 

Hem 
No. 

Indusive Dales of 
Records Destroyed 

Volume 
Cubic Feel 

Date of 
Disposal 

Method of Dispos. 

.I ' vv^rj, sVifin aua 

Xriooue. CVock-V PCV Xrvoouc. CVtickV^-XT" 
ja. 

awa. 4- 

I hereby certify that the records listed above were disposed of as indicated. 

rat 





Reporting Agency 

Division or Unit 

Department of General 

■ Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Preparg in duplicate 

Retain one (1) copy and forivar 
original to address at left, 

CERTIFICATE OF RECORDS DISPOSAL 

No. 
Description of Records 

(SamcTida as listed on Schedule) 

Authorization 

Relerlioo^ 
ScteOuld No, 

Hem 
No, 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Dispos: 

\ v-W-S I 5 

\\sV vuciodkcl. 

hereby certify that the records listed above were disposed of as indicated. 

p. . jigmtur* 

\hnii 
OGS 550-2 (Rey, 1/93), Y 

eWW iolnipK 
TrtJ* D*'1 





department of general services 
Holl of Rccofds Commission 

Records Monogement Division 
7275 Waterloo rd., p.o. box 275 

JESSUP, MD 20794-027! 

D.C. CERT. 10-1-TRF.-1-96 

PROPOSAL AMD CERTIFICATE OF R ECORDS DESTRUCTION 

DISTRICT HOWARD 1-25-96 

Sm !*• 
He. 

Court county DATE 

Aufhor • z of • on 
D« icriptlon of Rieofdl 

Inci^c Tl»l« and/or Form Numktr R*t»ntion 
Sch«d. Ho. No. 

inclusi v» 
Dat«s of Rccordt 

Destroy ►d 
V el um* 

(Ccrt>ic F»«t) 
Oof* o f 

Dot tructio** 

M vifio d of 
D« rmcKon 

{^•cyclo, tilr«d# 
ofc.) 

TRAFFIC 975 
Sec. IV 

2 
a&b 

1992 7 

'FFD 'l- '1 
Dot« 

R*v. 10/33 DCS - S 3 0 -J 

Destruction Approved by Hall o^Recor^^^^ JK 

State Archivist 

Destruction Certification 

Title Dot# Signature of Court Official 

Instructions for Preparation and Submission on Reverse Side 





DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland Howard 
COURT COUNTY 

Accession #00A 112.00A111,00A123,00A124 

DATE July 23,2003 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 
Method of 
Destruction 

(Recycle, shred, landfill, etc.) 

2219 

Microfilm Traffic Md Rule 2219 

Sec VI 

Item 2 

Batch 

envelope 

1983 

1984 

1993 

1994 

4 

4 

8 

9 

/'/3-sy 

rll 

Destruction Approved by Hall of Records Commission Destruction certification 

AUG 0 5 2003 

Date 

Rev. 10/83 GS-55Q-9 

State Archivist Signature of Court Official Title Date 

Instructions for Preparation and Submission on Reverse Side 



INSTRUCTIONS FOR PREPARATION 

1. PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

3. THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRANGEMENTS WILL 
BE MADE FOR TRANSFER TO THE HALL OF RECORDS. 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND r COPY TO THE CHIEF CLERK'S OFFICE.) 

5. FOR YOUR INFORMATION- 

ONE LETTER-SIZE FILE DRAWER = 1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 

JAN 



DEPARTMENT OF GENERAL SERVICES 
Hall of Recofds C ommission 

Records Management Division 
72 75 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 207 94 -0275 

D.C. CERT. 10-1-TRF-1-99 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

DISTRICT HOWARD 
CfOURT county 

S«ri«f 
No. D«gcription of R«cofds 

Inelud* TltU ond/or Form Number 

Authorization 

Retention 
Schod. No. 

Itom 
No. 

Inclusi v» 
Dotes of Recordi 

Destroy ed 
Volume 

(Cubic Feot) 
Dote o f 

Destructi o" 

Method o f 
D«fT\icHon 

(Recycle, shred, 
landfill, etc.) 

TRAFFIC 975 
Sec.IV 

2 
a&b 

1995 // 
L-Rle-ot 

Destruction Approved b^y Hall of Records Conjipission 

JUN 8 1999 
Dote 

"•*10/83 DGS-55Q-9 

Destruction Certification 

State Archivis Signature of Court Off 

Instructions for Preparation and Submission on Reverse Side 

/o-Sib-03 
Dale 



* 



S#f 
No. 

DEPARTMENT OF GENERAL SERVICES 
Ho 11 of Records Commission 

Records Monagemenf Division 
7 2 75 WATERLOO RD., P.O. BOX 2 75 

JESSUP, MD 20794-0275 

D.C. CERT. 10-1-TRF-1-2000 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRU CT^O N 

DISTRICT HOWARD 
Court 

1/5/2000 
COUNTY DATE 

0^ 

Description of Rvcofd* 
Inclvdo TItU and/or Form Number 

TRAFFIC 

Authorization 

R«t»ntion 
5ch«d. No. 

975 
Sec.IV 

lt»m 
No. 

2 
a&b 

Indus! v* 
Dotes of Records 

Destroy ed 

1996 

Volume 
(Cubic Feet) 

-30 

Dote o f 
Destruction 

M etf»o d o f 
Des frucHon 

(Recycle, shred, 
lond^M, etc.) 

Destruction Approved by Hall of Records Commi 

MAY 3 II m 

Date 

R«y- I 0/83 DCS - 5 5 0 - 9 

 w -wwiiihii 

State Archivist ' 

Destruction Certification 

Titl^ Date Signature of Court Official 

Instructions for Preparation and Submission on Reverse Side 



  



DEPARTMENT OF GENERAL SERVICES 
Moll of Records Commission 

Rrfcords Management Division 
7275 WtATERLOO RD. , P.O. BOX 27 8 

JESSUP, MO 20794-0273 
D.C. CERT. 10—1—TRF—1—2001 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

-PI.STRIG^ 
counr -Howard- 

county DATE »MS« 1 4 * 

Serloo 
Mou Ooncrlptlon(of Records 

IncluJd 1 ltl« onJ/or Form Number 

TRAFFIC 

Autliorlzaflon 

Rstontlon 
Schod. No. 

975 
Sec. I 

2 
/ a&b 

Destruction Approved by Hoi! of Records Commission 

h«m 
No. 

m j 2 m 

Dnte 

Rov. j o/(J8 DOS-BSQ-S 

Indus! vo 
Dotes of Records 

Destroyed 

1997 

, Volume 
(Cubic Feet) 

Dote of 
Destruction 

W3 

Melliod o f 
Dcs f rticll Oil 

(Recycle, slued, 
londfill, etc.) 

frPr 

VU 

Destruction Certification 

'r-/- ' 
Signature of Court Official 

Instructions for Preparation and Submission on Reverse Side 

yitle Data 





department of general services 
Hall of Records Commission 

Records Management Division 
72 7 5 WATERLOO RD., P.O. BOX 27B 

JESSUP, MD 20794-Q27S 

C. CERT. 10-1-TRF-1-2002 

PROPOSAL AMD CERTIFICATE OF RECORD DESTRUCTI 
0 N 

DISTRICT 

Date 

R«V. 10/03 DOS-55Q-9 
TijTle Dafe 

Instructions (or Preparation ond Submission on Reverse Side 





department of general services 
Hall of Records Commission 

Rtfcords Management Division 
7275 Waterloo to., p.o. box 275 

JESSUp, MD 20794-027S 

B.C. CERT. 10-1—TRF-1—2002 

 —AHD CERTIFICATE OF RECORDS BE STRUCTIOM 

/f; 

DISTRICT 
dOURT 

HOWARD 02-07-2002 

gounty date 

Instructions for Preparation and Submission on Reverse Side 

Destruction 

mav a 2 ma 

Date 

"•*« 10/83 DGS-550-9 





C CnllQcV Department of General 

Services 

Records Management Division 
7275 Waterloo Road (Rte. 175) 

P.O. Box 275 
Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

Reporting Agency 

E^q\tSK /Fbri (cm J)i 01 

 ^ 7 ^rr-xr- ."^TTT  Division or Unit 

CERTIFICATE OF RECORDS DISPOSAL 

No. Description of Records 
(Same Title as listed on Schedule) 

Authorization Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

Retention 
Schedule No. 

Item No. 

O Ooo Ks f ISSS" c2- irv- gHo2> Shrexxi i ^1 
J ' r 

J 

I hereby certify that the records listed above were disposed of as indicated. 

hi*/ ofjic 
Signature 

DCS 550-2 (Rev. 1/93). 

Title 
i/yukj CS ^'30-03 

Date 



JUN 2 



IlS ZW. 

HOWARD 
COMMUNITY COLLEGE 

Xo\i OdY\ Odt The-re- froin Wcyo. 

Student Support Services 
10901 Little Patuxent Parkway 
Columbia, MD 21044-3197 

$0.37 

US POSTAGE 
FIRST CLASS 

MAILED FROM 21044 
011A0413002366 

Department of General Services 
Records Management Division 

7275 Waterloo Road (Rte.175) 
P.O. Box 275 

Jessup, Maryland 20794-0275 

nov ^ o-ddy 

' '' 





Howard Community College Department of General 

Services 
Records Management Division 

7275 Waterloo Road (Rte. 175) 
P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

Reporting Agency 

English/World Languages Division 

Division or Unit 

CERTIFICATE OF RECORDS DISPOSAL 

No. Description of Records 
(Same Title as listed on Schedule) 

Authorization Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

Retention 
Schedule No. 

Item No. 

English/World Languages 
Gradebooks/Grade Spreadsheets 

1855 2 Jan. '99- Dec. '00 11/24/04 Shredding 

Hickory Ridge Division Office 
Requisitions 

1855 5 July '95-June '96 11/24/04 Shredding 

ESL -Credit Division Requisitions 1855 5 July '99-June '00 11/24/04 Shredding 

English/World Languages Division 
Requisitions 

1855 5 July ,95-June '00 11/24/04 Shredding 

1 

I hereby certify that the records listed above were disposed of as indicated. 

ILRhiViSie^ 
Signature Title Date 

DOS 550-2 (Rev, 1/93). 





I'VIL Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate . 

Retain one (1) copy and forward 
original to address at left 

1 • ^ ' Reporting Agency 

1 MonirA 

i 
Division or Unit 

CERTIFICATE OF RECORDS DISPOSAL 

No. 
Description of Records 

(Same Title as listed on Schedule) 

Authorizat 

Retention 
Schedule No. 

ion 

Itsc 
N: 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

1 l\W/j Cj)n\ p^) 
xction H 
i-bCAL ffetoif Q (a 

(i/e/^85 tc 
2|^|l£?^ 

Cuino 
lao^t ^h/(2oo$ 

^AcjeJi in ix, 
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3l 
inii5eO~0 uXoLcteoL' 
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^I^caL (o 

- Unaseo * 1 6aW. ty/diDo', 
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x! 

3 Mon^Lj fleforT*, to Cm^roWn^' 
Section H 
Fisa»o (p 

W/»//486 t v/^3 
in Ou , 

fatltouver 

4 Y&xc CNO fe Cofftpfrolle^ 
Sochon JL 
FISCAL R&atCb . 

t-y/M86 tc. 
6f3o/ a.0CMcjf- ^k/dtoo^ 

0L*ced m ou . 
T&h,H i 
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Annu-AL fltfor-f <rf F\*&£ %5eb Sfcflprt jT 

:i6caL ll£t«vQ 4 
»V(/ H66 fe 

($/ 3o/ / ^4-? ^OtuJytoU ^M/^ood 
PLAced ln A , 
f>?As/f COM fo,ved 

U nr\ ) It 
aw^t cr( SpVte Viunti. 
r'sft 

Stfdion Tf 
FiiAL RecoHO i o2 c/iohm 

D 

Vs/^ ■ 
flAUei m A , 

Aitiert 

7 
PlW£-^Vl6iO<j 

( faa C^rAa^t- Ret eiPTi 
H&Aioi/I IT 
Fiscal Recoeti . 3 

n 
fLAceO in A 
T&KH ContAViesi 

6 b^nK S"tHtemef\Vs4 
Sector, It 
FISCAL x, ^ (olloj iW3 

n 
fLACEO ir\ A 
T^SH ConfA //Vr^ 

R dcuveWvi cherJ^ ^ Check 
6ochon if 

Os ^ 
12/1/148(0 & 

Ljiojim £0 '( 
PLbCBb M * 
VRfoH Coni* tN&R 

10 
PaucoII ^C&fSTions time- 

tfefcrft, 
SGc+t01^ IT 
F/5tAt (?ea)(! as ^ 

fc J. 0C*dt^lp " U 
Plftceo ^ * ■ 
Trf/iSH £o*JT*iiVtx 

II f(]tfc(iA\5+S*fpltes 
sectwn a: 
Rsc/v L flecCil 

1^/< / & 
bhohQH OCxJju^jy K 

fiftceo /b A ■ 
Wbti Coii/t**td- 
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PAIO^.IU -f inooi6e.s Section J1- 

FiSCftL KPUK 5)S ^ 
iiA /ciefc & 

Uiolmi 
h 

PLACeO IN A 
TPfoH SeAjfA/Me*, 

13 Cpmt^r 11 rmj«v+ U1 
ISbct/OA 
islaL (Wodc < 6 

U/' 1 Wb tu 
i 

1 '( 
fLficeo if * 
T/PAtH CoajPMIEK 

H fkynoll t-Chick ffeQisler 
Secfion JT 
FISCAL tfewti r. 5 

ii/j/isb'G 
LhollWS ZOoOJuft t h 
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15 
--a   ^  
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FIS^AL KIcoM 6 5 

>2/1 h let,' a> 
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fLACtb IN 'A 

TMStt PnUTAiffe 

ir 

I hereby certify that the records listed above were disposed of as indicated. 

^ x, ^   tjzjjooi 

DCS 550-2 (Rev. 1/93). C/ 
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Kay K. Hartleb 
REGISTER OF WILLS 

HOWARD COUNTY 
COURT HOUSE 

ellicott City, md 21043 

& t' 

^ V > , 
Department of General Services 
Records Management Division S 

7275 Waterloo Road (Rte. 175) q, 

P.O. Box 275 $ **■ 
Jessup, Maryland 20794-0275 i'« 
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VJL 

eporting Agency 

'ytlC-Mct Cjhl 

Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left 

CERTIFICATE OF RECORDS DISPOSAL 

No. 
Description of Records 

(Same Title as listed on Schedule) 

Authorization 

Retention 
Schedule No, 

lls^ 
Mi 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

6ank SlXtEmeni- 
SccTloO U- 

3.0 
_£ed_ 

Placed in a 

Oepc&if slips 

nVntliLj to Cp/r^jrolle^ 
Section it 

F166KL 
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Mi l±L 
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/Wu-fll R^purt- Q-f Fv^. 
asd-wmr 
h^l fegjttbb 4 

y 1 fate 3.0 
& 

fificeo IAi A. 

.T/?Abrt Coot^nf^, 

£ Meeikis** 

l^huervtocj 
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2o Uu^4 
FLftceb rw A . , 

Conf/uiir.ti 
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/VlohlhU Reconcilement T 
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(DrAPK J^ t?gc£Lpfe) 
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'tffcH CaJfAirtzft. 

S 
Sec^tiorM n: 
fa 4. Rt^x/epb 4^_ 

^ Luhej^cj' PlActO yiV A - 
Ttfteh {orJlAiM 

OVjrc-d Exception "tirne feporTb ^fiof\ II- 
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T/C/HH Cvj iWeK 

B'lb -f 
5ectioM U 
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nAceu it! ft 
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FislAL keuM> 
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Piftceb aV ^ 
CotiJA^ 

13 

/?ecetpts6yi&s 

Fl^6H I ^ca^ih 
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T/?iKh £otllAiHtf{ 

/4 
5ccf/o(a 
F6cul- fT^r; 6 

3/i/mfc tc', 
Lj— 

i" 

flACED JtiA ( 
TtfaAM CMpi^tg 

hereby certify that the records listed above were disposed of as indicated. 

Cutju-i 1£YMm££O 

(J Signature Title Date 

OGS 550-2 (Rev 1/93). 
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9DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

Accession #01A39 
District Court of Maryland Frederick 

COURT COUNTY DATE May 28,2003 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

Landlord Tenant - Destroy 

Rent 

2219 Sec VI 

Item 2 
1988 6-£6^3 

I 

JUN 2 ^ 2003 

Date 

Rev. 10/83 GS-55Q-9 

Destruction Approved by Hall of Records Commission Destruction certification 

State Archivist 
^ -Jl/-&J3 

Signature of Court Official Title 

Instructions for Preparation and Submission on Reverse Side 

Date 



INSTRUCTIONS FOR PREPARATION 

1. PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX 275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

3. THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRANGEMENTS WILL 
BE MADE FOR TRANSFER TO THE HALL OF RECORDS. 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND 1" COPY TO THE CHIEF CLERK'S OFFICE.) 

5. FOR YOUR INFORMATION - ^ 

ONE LETTER-SIZE FILE DRAWER = 1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 

JUL 1 



9DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

Accession #03 
Dist# 11-1 

District Court of Maryland Frederick 
COURT COUNTY DATE April 22,2003 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

. . r 

Retention 
Sched. No. 

Item 
No. 

Rent destroy 

2219 Sec VI 

Item 2 

1990 2 y-i" -i 

Destruction Approved by Hall of Records Commission Destruction certification 

MAY 2 1 W 

State Archivist Signature of Court Official TitW/ Date State Archivist Signature of Court Official TitW/ Date 

Rev. 10/83 GS-55Q-9 Instructions for Preparation and Submission on Reverse Side 



INSTRUCTIONS FOR PREPARATION 

4. 

5. 

PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX 275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 
THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRANGEMENTS WILL 
BE MADE FOR TRANSFER TO THE HALL OF RECORDS. 

IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND r COPY TO THE CHIEF CLERK'S OFFICE.) 

FOR YOUR INFORMATION - 

ONE LETTER-SIZE FILE DRAWER =1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 

y ■ '' 

m & 

r ■ v v 



9DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 
llZb 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

District Court of Maryland 

COURT 

Accession # 97A59 
Dist# 11-01 

5/^7 

Frederick March 14, 2003 

COUNTY DATE 

Series 
No. 

Descriptions of Records 
Include Tille and/or Form Number 

Rent destroy 

Authorization 

Retention 
Sched. No. 

2219 

Item 
No. 

Sec VI 

Item 2 

Inclusive 
Dates of Records 

Destroyed 

1993 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) 

APR 1 5 2003 

Destruction Approved by Hall of Records Commission Destruction certification 

Date 

Rev. 10/83 GS-55Q-9 

State Archivist Signature of Court Official 

Instructions for Preparation and Submission on Reverse Side 

Date 

\ 
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9DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., p. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

(Jnl 
\ 

Accession # 97a59 
Dist# 11-1 

District Court of Maryland Frederick 
COURT COUNTY DATE April 10, 2003 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Inclusive 
Dates of Records 

Destroyed 

/ ^ 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) Retention 

Sched. No. 
Item 
No. 

Rent —To Destroy 

2219 Sec VI 

Item 2 

& 

1993jjrp 

Destruction Approved by Hall of Records Commission Destruction certification 

APR 2 8 

Date State Archivist Signature of Court Official Title Date 

Rev. 10/83 GS-55Q-9 Instructions for Preparatiai and Submission on Reverse Side 



INSTRUCTIONS FOR PREPARATION 

4. 

5. 

PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 
THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRANGEMENTS WILL 
BE MADE FOR TRANSFER TO THE HALL OF RECORDS. 

IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND r COPY TO THE CHIEF CLERK'S OFFICE.) 

FOR YOUR INFORMATION - 

ONE LETTER-SIZE FILE DRAWER = 1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 

¥ 



Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court.—District Court 11-01 County: Frederick Date: January 13. 2004 

Series 

Number 
Description of Records 

Include Title and/or Form 

Number 

Authorization 

Retention 

Schedule # 

Authorization 

Item # 
Inclusive 

Dates 

of Records 

Destroyed 

Volume 

{Cubic Feet) 
Date of 

Destruction 
Method of 

Destruction 

{Recycle, shred, 

landfill, etc.) 

Administrative Records- 

Personnel Files 
2219 2 1994-1998 1 Shred 

Destruction Approved by Hall of Records Commission Destruction Certification 

FED 11 ZDM 

Date 
- Cj/Oit DltlflArl £Wi/ 

State Archivist S Signature of Court Official title Date 



r\ 



Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 Countv: Frederick Date: January 13. 2004 

Series 

Number 

Description of Records 

Include Title and/or Form 

Number 

Authorization 

Retention 

Schedule # 

Authorization 

Item # 
Inclusive 

Dates 

of Records 

Destroyed 

Volume 

{Cubic Feet) 
Date of 

Destruction 
Method of 

Destruction 

{Recycle, shred, 

landfill, etc.) 

Administrative Records- 
Personnel Files 

2219 2 1994-1998 1 Shred 

Destmction Approved by Hall of Records Commission Destruction Certification 

Date State Archivist Signature of Court Official fitle Date 

M3 
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DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

Accession # CPA 119.-01A155.-99A61 .-98A144. 
02 A3 6 

(J3^) 

District Court of Maryland 
COURT 

Frederick 
COUNTY DATE July 30,2003 #11-1 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfiD, etc.) Retention 
Sched. No. 

Item 
No. 

Microfilm Traffic Md Rule 2219 

2219 Sec VI 
Item 2 

1996 
1998 
1997 
1995 
1994 

6 
8 

7 
6 

5 

A/?- / 

-i <^4 

AUB 2 8 2003 

Date 

Rev, 10/83 GS-55Q-9 

Destruction Approved by Hall of Records Commission 

  J\  
State Archmst / 

Destruction certification 

Signature of Court Official Title , / 

Instructions for Preparation and Submission on Reverse Side 

Date 



INSTRUCTIONS FOR PREPARATION 

1. PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX 275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

3. THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRANGEMENTS WILL 
BE MADE FOR TRANSFER TO THE HALL OF RECORDS. 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND r COPY TO THE CHIEF CLERK'S OFFICE.) 

5. FOR YOUR INFORMATION- 

ONE LETTER-SIZE FILE DRAWER =1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 

>5% 



(Hi?) 

Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 Countv: Frederick Date: Januarv 13. 2003 

Series 

Number 
Description of Records 

Include Title and/or Form 

Number 

Authorization 
Retention 

Schedule # 

Authorization 

Item # 
Inclusive 

Dates 

of Records 

Destroyed 

Volume 

{Cubic Feet) 
Date of 

Destruction 
Method of 

Destruction 

{Recycle, shred, 

landfill, etc.) 

Civil Cases Involving A 

Judgment for a Sum Certain 

FOR STRIPPING ONLY- 

RETAIN DOCKETS 

PERMANENTLY 

2219 2 1999 34 Shred 

Destruction Approved by Hall of Records Commission Destruction Certification 

mi®—Pfljji) DuW/ rJeejC 
Date State Archivist ' Signature of Court Official TOle Date— 



JAN 27 ' 



Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 County: Frederick Date: January 13. 2003 

Series 

Number 

Description of Records 

Include Title and/or Form 

Number 

Authorization 

Retention 

Schedule # 

Authorization 

Item # 

Inclusive 

Dates 

of Records 

Destroyed 

Volume 

{Cubic Feet) 

Date of 

Destruction 

Method of 

Destruction 

{Recycle, shred, 

landfill, etc.) 

Criminal Cases 

FOR STRIPPING ONLY- 

RETAIN DOCKETS 

PERMANENTLY 

2219 2 1999 30 
12-2-05 

Shred 

Destruction Approved by Hall of Records Commission Destruction Certification 

F"8 5» UImm DlMW CDUniy d&iC 
Date State Archivist Signature of Court Official Title Date 
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Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 Countv: Frederick Date: January 13. 2003 

Series 

Number 

Description of Records 

Include Title and/or Form 

Number 

Authorization 

Retention 

Schedule # 

Authorization 

Item # 

Inclusive 

Dates 
of Records 

Destroyed 

Volume 

(Cubic Feet) 

Date of 

Destruction 

Method of 

Destruction 

{Recycle, shred, 

landfill, etc.) 

Expunged Criminal Cases 2219 2 1999 3 Shred 

Destruction Approved by Hall of Records Commission Destruction Certification 

FE8°S 81113 [Jim. DtlktJ d/m/tKi 
Date State Archivist Signature of Court Official Title Date 





Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 Countv: Frederick Date: Januarv 13. 2003 

Series 

Number 

Description of Records 

Include Title and/or Form 

Number 

Authorization 

Retention 

Schedule # 

Authorization 

Item # 
Inclusive 

Dates 

of Records 

Destroyed 

Volume 

{Cubic Feet) 

Date of 

Destruction 
Method of 

Destruction 

{Recycle, shred, 

landfill, etc.) 

Fiscal Records 2219 1 1999 8 
/5H-8 

Shred 

Destruction Approved by Hall of Records Commission Destruction Certification 

FEB °5 aai 13±P> 
Date State Archivist Signature of Court Official Title Date 
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Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 Countv: Frederick Date: Januarv 13. 2003 

Series 

Number 

Description of Records 

Include Title and/or Form 

Number 

Authorization 

Retention 

Schedule # 

Authorization 

Item # 
Inclusive 

Dates 
of Records 

Destroyed 

Volume 

{Cubic Feet) 

Date of 

Destruction 

Method of 

Destruction 
{Recycle, shred, 

landfill, etc.) 

Petty Offenses 

Civil Citations 

Alcohol Violations 

Natural Resource 

FOR STRIPPING ONLY- 

RETAIN DOCKETS 

PERMANENTLY 

2219 2 1999 5 
n-z-Gb 

Shred 

Destruction Approved by Hall of Records Commission Destruction Certification 

FE6 °5 2"1 T /liiii XUitud CMK 12^5 
Date State Archivist Signature of Court Official Title Date 



JAN « ffiOj 



Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 Countv: Frederick Date: Januarv 13. 2003 

Series 

Number 

Description of Records 

Include Title and/or Form 

Number 

Authorization 

Retention 

Schedule # 

Authorization 

Item # 
Inclusive 

Dates 

of Records 

Destroyed 

Volume 

{Cubic Feet) 

Date of 

Destruction 
Method of 

Destruction 

{Recycle, shred, 

landfill, etc.) 

RDAT Tapes 

Log Sheets to be Shredded 

2219 2 1999 3 Landfill 

Destruction Approved by Hall of Records Commission Destruction Certification 

 /^u/ rWii "b/lW 

Date State Archivist Signature of Court Official Title Date 



* .ww: 
X"* ■Vt 



(S3) 

Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 Countv: Frederick Date: Januarv 13. 2003 

Series 

Number 

Description of Records 

Include Title and/or Form 

Number 

Authorization 

Retention 

Schedule # 

Authorization 

Item # 
Inclusive 

Dates 

of Records 

Destroyed 

Volume 

{Cubic Feet) 

Date of 

Destruction 

Method of 

Destruction 

{Recycle, shred, 

landfill, etc.) 

Summary Ejectment 

Non-Money Judgments 
2219 2 1999 4 Shred 

Destruction Approved by Hall of Records Commission Destruction Certification 

F" °5 * CMa Jxkmd D-vng 
Date State Archivist Signature of Court Official Title Date 





Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 County: Frederick Date: January 13. 2003 

Series 

Number 

Description of Records 

Include Title and/or Form 

Number 

Authorization 

Retention 

Schedule # 

Authorization 

Item # 

Inclusive 

Dates 

of Records 

Destroyed 

Volume 

{Cubic Feet) 

Date of 

Destruction 

Method of 

Destruction 

{Recycle, shred, 

landfill, etc.) 

Traffic Records 

RETAIN DOCKETS 

PERMANENTLY 

2219 2 1999 24 
12-1-05 

Shred 

Destruction Approved by Hall of Records Commission Destruction Certification 

fjiLLE T)ijtJnf\A /Wy fleftf /^-/-g 
Date State Archivist Signature of Court Official (itle Date 

I 

32 W 



__ 



Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 Countv: Frederick Date: January 13. 2004 

Series 

Number 

Description of Records 

Include Title and/or Form 
Number 

Authorization 

Retention 
Schedule # 

Authorization 

Item # 

Inclusive 

Dates 
of Records 

Destroyed 

Volume 

{Cubic Feet) 

Date of 

Destruction 

Method of 

Destruction 
{Recycle, shred, 

landfill, etc.) 

Civil Cases Involving A 

Judgment for a Sum Certain 

FOR STRIPPING ONLY- 

RETAIN DOCKETS 

PERMANENTLY 

2219 2 2000 17 Shred 

Destruction Approved by Hall of Records Commission 

FEB U 2004 

Destruction Certification 

Date State Archivist Signature of Court Official 
(WKj CJfield 

Title Date 



:*v. 
i . " -?V. ■ v; m > or 



Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 Countv: Frederick Date: January 13. 2004 

Series 

Number 

Description of Records 

Include Title and/or Form 

Number 

Authorization 

Retention 

Schedule # 

Authorization 

Item # 
Inclusive 

Dates 

of Records 

Destroyed 

Volume 

{Cubic Feet) 

Date of 

Destruction 

Method of 

Destruction 

{Recycle, shred, 

landfill, etc.) 

Civil Cases Involving A 

Judgment for a Sum Certain 

FOR STRIPPING ONLY- 

RRTAIN DOCKETS 

PERMANENTLY 

2219 2 2000 17 Shred 

Destruction Approved by Hall of Records Commission Destruction Certification 

FEB 12 dcUu}. DlilW 

Date State Archivist Signature of Court Official Tifle Date 

/ 





Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 County: Frederick Date: January 13. 2004 

Series 

Number 

Description of Records 

Include Title and/or Form 

Number 

Authorization 

Retention 

Schedule # 

Authorization 

Item # 

Inclusive 

Dates 

of Records 

Destroyed 

Volume 

(Cubic Feet) 

Date of 

Destruction 

Method of 

Destruction 

{Recycle, shred, 

landfill, etc.) 

Criminal Cases 

FOR STRIPPING ONLY- 
RETAIN DOCKETS 

PERMANENTLY 

2219 2 2000 30 
w/ 

Shred 

Destruction Approved by Hall of Records Commission Destruction Certification 

FEB n am (Viii DJMAii CmklM- 1-^ 
Q+ot/a A Qirrnafiir^ C*r\iirf ' I itlf* Date State Archivist Signature of Court Official 'Title Date 



I 

■**V ■. ^ 
. 



Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 County: Frederick Date: January 13. 2004 

Series 
Number 

Description of Records 
Include Title and/or Form 

Number 

Authorization 
Retention 

Schedule # 

Authorization 

Item # 
Inclusive 

Dates 

of Records 

Destroyed 

Volume 

{Cubic Feet) 
Date of 

Destruction 

Method of 

Destruction 

{Recycle, shred, 

landfill, etc.) 

Criminal Cases 

FOR STRIPPING ONLY- 

RETAIN DOCKETS 

PERMANENTLY 

2219 2 2000 30 Shred 

Destruction Approved by Hall of Records Commission Destruction Certification 

Ftunm Clmi Dill/lM Cjjrh t-M1! 
Date State Archivist Signature of Court Official Title \ 1 )ate 

| 

 \|. 
           



& 

YS 

vt 



Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 County. Frederick Date: January 13. 2004 

Series 

Number 

Description of Records 

Include Title and/or Form 

Number 

Authorization 

Retention 

Schedule # 

Authorization 

Item # 

Inclusive 

Dates 

of Records 

Destroyed 

Volume 

(Cubic Feet) 

Date of 

Destruction 

Method of 

Destruction 

{Recycle, shred, 

landfill, etc.) 

Expunged Criminal Cases 2219 2 2000 3 Shred 

Destruction Approved by Hall of Records Commission Destruction Certification 

FEBUaW Afl-ll-lj'. DliW Cjudv ckt liMl 

Date State Archivist ' Signature of Court Official Title Date 



05 
o 

& 

V ' *■ .V , '■ 
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34$ 
Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 Countv: Frederick Date: January 13. 2004 

Series 
Number 

Description of Records 

Include Title and/or Form 

Number 

Authorization 

Retention 

Schedule # 

Authorization 

Item # 

Inclusive 

Dates 

of Records 

Destroyed 

Volume 

{Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

{Recycle, shred, 

landfill, etc.) 

Expunged Criminal Cases 2219 2 2000 3 Shred 

Destruction Approved by Hall of Records Commission Destruction Certification 

FED 1 2JOIH £L~jtc. (\ii.V lAuui Cmiy CJert- 
Cfof^ A ci+ J r\f r\iirf Offir*iQl I itlf4 OntP Date State Archivist 9 Signature of Court Official Title Date 

i. 

\ 





Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 Countv: Frederick Date: Januarv 13. 2004 

Series 

Number 

Description of Records 

Include Title and/or Form 

Number 

Authorization 

Retention 

Schedule # 

Authorization 

Item # 
Inclusive 

Dates 

of Records 

Destroyed 

Volume 

{Cubic Feet) 

Date of 

Destruction 

Method of 

Destruction 

{Recycle, shred, 

landfill, etc.) 

Fiscal Records 2219 1 2000 8 
l-Tb-oi 

Shred 

Destruction Approved by Hall of Records Commission Destruction Certification 

"""» Dl)Mr( 
Date State Archivist Signature of Court Official Title Date 



CD 

CO 

i K _ -wsur 



Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destrucfinn 

Court: District Court 11-01 Countv: Frederick Date: Januarv 13. 2004 

Series 
Number 

Description of Records 
Include Title and/or Form 

Number 

Authorization 
Retention 

Schedule # 

Authorization 
Item # 

Inclusive 
Dates 

of Records 

Destroyed 

Volume 
{Cubic Feet) 

Date of 

Destruction 
Method of 

Destruction 
{Recycle, shred, 

landfill, etc.) 

Fiscal Records 2219 1 2000 8 
K-ao-oH 

Shred 

Destruction Approved by Hall of Records Commission Destruction Certification 

(hum. CfliuvKi 
Date State Archivist Signature of Court Official Tftle Date 

/ 





Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 Countv: Frederick Date: January 13. 2004 

Series 

Number 

Description of Records 

Include Title and/or Form 

Number 

Authorization 

Retention 

Schedule # 

Authorization 

Item # 

Inclusive 

Dates 

of Records 

Destroyed 

Volume 

{Cubic Feet) 

Date of 

Destruction 

Method of 

Destruction 

{Recycle, shred, 

landfill, etc.) 

Petty Offenses 

Civil Citations 
Alcohol Violations 

Natural Resource 

FOR STRIPPING ONLY- 

RFTAIN DOCKETS 

PERMANENTLY 

2219 2 2000 5 Shred 

Destruction Approved by Hall of Records Commission Destruction Certification 

 ^Ln^jc. P aMMud (Lmdvlk^_&M/ 

Date State Archivist Signature of Court Official Title Date 

\ 
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Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 Countv: Frederick Date: January 13. 2004 

Series 

Number 

Description of Records 

Include Title and/or Form 

Number 

Authorization 

Retention 

Schedule # 

Authorization 

Item # 
Inclusive 

Dates 

of Records 

Destroyed 

Volume 

{Cubic Feet) 
Date of 

Destruction 

Method of 

Destruction 

{Recycle, shred, 

landfill, etc.) 

Petty Offenses 

Civil Citations 

Alcohol Violations 

Natural Resource 

FOR STRIPPING ONLY- 

RETAIN DOCKETS 

PERMANENTLY 

2219 2 2000 5 Shred 

Destruction Approved by Hall of Records Commission Destruction Certification 

ddiae, 2-M1/ 
Date State Archivist Signature of Court Official Title ^ Date 



CP 

o? 
o 

S 

o 
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Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 County: Frederick Date: January 13. 2004 

Series 
Number 

Description of Records 

Include Title and/or Form 

Number 

Authorization 
Retention 

Schedule # 

Authorization 

Item # 
Inclusive 

Dates 

of Records 

Destroyed 

Volume 

{Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

{Recycle, shred, 

landfill, etc.) 

RDAT Tapes 

Log sheets to be shredded 

2219 2 2000 3 Landfill 

Destruction Approved by Hall of Records Commission Destruction Certification 

CjmA DiH/W CjmhdlkeK foMj 
Date State Archivist Signature of Court Official Ti'lc Date 



' * ■ v.. • , ■\c--v 
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Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 County: Frederick Date: January 13. 2004 

Series 

Number 

Description of Records 

Include Title and/or Form 

Number 

Authorization 

Retention 

Schedule # 

Authorization 

Item # 

Inclusive 

Dates 

of Records 

Destroyed 

Volume 

{Cubic Feet) 

Date of 

Destruction 

Method of 

Destruction 

{Recycle, shred, 

landfill, etc.) 

RDAT Tapes 

Log sheets to be shredded 

2219 2 2000 3 Landfill 

Destruction Approved by Hall of Records Commission Destruction Certification 

fc. 
FEB 1 2 2W 

Date State Archivist 
Oiw iVii/y jta#/ 

Signature of Court Official TJitle Date 



\. . 
.r-y st'.-.-'. 

S.-. 
■ y, 



JV^ 
Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 County: Frederick Date: January 13. 2004 

Series 

Number 

Description of Records 

Include Title and/or Form 
Number 

Authorization 

Retention 

Schedule # 

Authorization 

Item # 

Inclusive 

Dates 
of Records 

Destroyed 

Volume 

{Cubic Feet) 

Date of 

Destruction 

Method of 

Destruction 
{Recycle, shred, 

landfill, etc.) 

Summary Ejectment 

Non-Money Judgments 

2219 2 2000 3 Shred 

Destruction Approved by Hall of Records Commission Destruction Certification 

FH n am A__ T Jhwl DM fihd CmU cJskK  
Date State Archivist Signature of Court Official Title Date 



w 
o 



Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 County: Frederick Date: January 13. 2004 

Series 

Number 

Description of Records 

Include Title and/or Form 

Number 

Authorization 

Retention 

Schedule # 

Authorization 

Item # 

Inclusive 

Dates 

of Records 

Destroyed 

Volume 

{Cubic Feet) 

Date of 

Destruction 

Method of 

Destruction 

{Recycle, shred, 

landfill, etc.) 

Summary Ejectment 

Non-Money Judgments 

2219 2 2000 3 Shred 

Destruction Approved by Hall of Records Commission Destruction Certification 

FEB 12 m C.   CjU/thl CJ^~- 

Date State Archivist * Signature of Court Official Title Date 
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Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 Countv: Frederick Date: January 13. 2004 

Series 

Number 
Description of Records 

Include Title and/or Form 

Number 

Authorization 

Retention 
Schedule # 

Authorization 

Item # 
Inclusive 

Dates 
of Records 

Destroyed 

Volume 

{Cubic Feet) 
Date of 

Destruction 
Method of 

Destruction 
{Recycle, shred, 

landfill, etc.) 

Traffic Records 

RETAIN DOCKETS 

PERMANENTLY 

2219 2 2000 24 frJD-Oij Shred 

Destruction Approved by Hall of Records Commission Destruction Certification 

(Wi. C/mAhiCJe^ 
Date State Archivist Signature of Court Official Title Date 



I 

\ i: OS'; 



Department of General Services 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd.,. P.O. Box 275 

Jessup, MD 20794 

Proposal and Certificate of Records Destruction 

Court: District Court 11-01 Countv: Frederick Date: Januarv 13. 2004 

6^1 

Series 

Number 

Description of Records 

Include Title and/or Fonn 

Number 

Authorization 

Retention 

Schedule # 

Authorization 

Item # 
Inclusive 

Dates 

of Records 

Destroyed 

Volume 

{Cubic Feet) 

Date of 

Destruction 

Method of 

Destruction 

{Recycle, shred, 

landfill, etc.) 

Traffic Records 

RETAIN DOCKETS 

PERMANENTLY 

2219 2 2000 24 Shred 

Destruction Approved by Hall of Records Commission 

FEB 11 

Date State Archivist 

Destruction Certification 

Ojbut Dllhki 
Signature of Court Official 

CM- 

Date 



m mi 



iWt/WM 10:13 41B799B532 

Reporting Agtrnfiy 
zmssz=z-3Mcs& 

Child Care Administration - Frederick: 
grugyt""-c=;. 'Tf 

Division or Unit 
--IT. lli:.. 

STATE RECORDS CEMTER 

Department of General ■ 
Services 

Records Msrtagemeni OKfeion 
7275 Wa'iBrloo Read (Hie. 175} 

P.O. Box 27S 

JssiUji, IWaryiand 20754-0275 

PAee 02/02' 

Prepare in duplicate 

Ratain one (1) copy anci torvfard 
original Id address at !eti 

CERTiFICATE: OF RECORDS DISPOSAL 

No. 
Descriptkin o'. K-scoids 

(GafiS Tille as listed on SijIicclIu) 

Closed 
Family Child Care Records 

Authorizaf/cn 

Retortion 
SvluiOuKi N&. 

1778 

liar. 
wee 

21 

mciusive Datofi of 
;■*»£:(:rds Distoyed 

1998 - 1999 

Vo.umft 
Cuh-ic FffM 

9 boxBs 

Date of 
DiSpOf.al 

January 
2005 

V'iI 

Method of Disposal 

Shred It & 
Recycle 

t 

heraby certify that the re-jorde iisted above wers disposed of as irtdicalec. 

sijratiftj 
f/- -&<{ 

r/tl(r Date 

DCS 550-2 (Rev, IKiJ. 

20 39tfd ZT NOI93d TOO 6290-969-T0E-T L\-9l ^002/91/11 





DHR/CHLLD CARE ADMIN1STRAHON 

REGION XH 
5303 SPECTRUM DRIVE 

FREDERICK, MD 21703 
Telephone: (301) 696-9766 

FAX (301) 696-0629 

FACISMILE COVER SHEET 

DATE 1111 ^ I o 

I tkO ) D l-j. 

TO: FROM; 

G'Cv 

J^QjT^lPx 

IsLitvl. I- e, I "truuT 

PAGES TO FOLLOW: 1 

^ o oy^ Ws^\ p 

TK' 's 

10 30Wd Zl N0ID3a TOO 6290-969-T0E-I bZ-Zl ^003/02/31 





10:13 416799e5;i2 
STATE RECORDS CENTER 

Rsporting AgtitiSy 

Child Care Administration - Frederick 

Division or Unit 

Department of General 

Services 

Records Management Divis.iDn 
7275 Waterloo Raad 175) 

P.O. Bo?: 275 
Jes-sup, Maryland 20754-0275 

PAGE 02/02 

Prepare in duplicate 

Retain one (1) copy and forward 
original lo address at left 

C E R T i- F f C A T E: 0 F 
m mm 

n t E C O R, D S D i S P 0 S A L 

No. 
DBECriptkm of R'acculs 

(SfiYie Title as listed on S«l»ecLl-») 

Auth'jrisaiicn 
Inclusive Datss of 
'saccrdci Des-lroyed 

V^iims 
Cubic FfrM 

Date of 
Disposal 

Method of Disposal Retentteti 
Schedule: Me-. 

hem 
Ha 

Closed January Shred It & 
1 Family Child Care Records 1778 21 1998 - 1999 9 boxes 2005 Recycle 

1 

• 

" "1 
L 

i - 

\ 

. i i 

i 
> 
1 ^   

1 
i ' 

1 . 

. 
/ 

   .1 " -    -.-n| 1  -.. a~ . 

I hereby certify that Ihs records listed abovj were- disposed of as h-dicatec. 

Si^natiirii 

OGS 55C-2 (Rev, m}. 



DtC 



10; 13 «073995:12 
STATE RECORDS CENTER 

Reporting Agency 
J*"1 1 " *^33C-3J-50IC^r" 

Child Care Adndnistraticai - Frederick 

Divis^n or Unit 
■JtXBBSStsXS; 

Department of General 

Services 

Records Management Dlvi&bn 
7275 Waterloo Road {Rte. 175} 

F'.O. Sox 275 
JefciUp, iWsryiand 207S4.i}275 

PAGE 02/02 

Prepare in duplicale 

Retain one (1) copy and ioward 
original lo address al leK, 

No, 

Closed 
A .Family Child Care Racords 

—^   ^              

CERTIFICATE 0 F RECORDS DIS P 0 SAL 

Descriptkini of Racctda 
[Qq't.b Tills as listed on SohedLlis) 

Authorisation 

Retentton 
iT-ntdult: No. 

1778 

Hem 
Wa 

21 

mcluoive Dates of 
i;-;ewrdE Daslroyed 

1998 - 1999 9_boxes 

Vs,»ms 
Cubic Fe'Sl 

4— 

Date d 
Disposal 

January 
2005 

hereby certify that tjis resonde listed abovj wers. disposed of as inclicslec. 

Sjsnatiri T/tls 

OGS 550-2 IRfiV, 103), 

Melhcad of Disposal 

Shred it & 

Date 

30 30yd Zl NOI93d TOD 6290-969-I0E-T &Zm-Zl ^002/02/21 





DHR/CHHJ) CARE ADMINISTRATION 

REGION Xn 
5303 SPECTRUM DRIVE 

FREDERICK, MD 21703 

Telephone: (301) 696-9766 
FAX (301) 696-0629 

TO: 

FACISMELE COVER SHEET 

DATE 1111 u. I o u-  - 

FROM: 

Ono. f IiLAA, l- c, l "t" 

PAGES TO FOLLOW: 

^cxo Ks -^or p 

T0 30tfd Zl NOI93a TOD 6290-969-T0E-I Z.T:SI f003/9T/TI 





AUG—18 — 03 10:28 AM REGISTER — 0F — WILLS*FREDC0 301 846 0T44 P . 07 

Frederick County Government Department of General 

Services 

Records Management Division 

. 7275 Waterloo Road (Rte. 175) 
n y P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left 

Reporting Agency 

Register of Wills (Frederick Cou 

Division or Unit 

CERTIFICATE OF RECORDS DISPOSAL 

No. 

Authorization 
Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal uescnpuon 01 rvwcurus 
(Same Titie as listed on Schedule] Relention 

Schedule No 
Item 
Mo 

1 Report of Fixed Assets OVfO 1(C) 01/98-12/99 .1 .Shredded 

2 Payroll & Check Reqister c-irso 1(d) 01/98-12/99 .1 
•i 

3 Payroll ETR 1(d) 01/98-12/99 ■ 1 
II 

4 
Bank Staterpents and 

EeDOSlt SllDS Q "^3 'O 1(e) 01/98-12/99 .1 *1 

5 Cancelled Checks & stubs "ftS 1(e) 01/98-12/99 .1 ft 

6 Paid Bills & Invoices vsv Ke) 01/98-12/99 .1 It 

7 Time Sheets 1(e) 01/98-12/99 .1 ft 

" 

, 
r* 

I hereby certify that the records listed above were disposed of as indicated. 

U       
0 Signature v ^ "^tle 

DCS 5502 (Rev 1/93). 





Frederick County Government Department of General 

Services 

Records Management Division 

rit 7275 Waterloo Road (Rte. 175) 
n y P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

Reporting Agency 

Register of Wills (Frederick Cou 

Division or Unit 

CERTIFICATE OF RECORDS DISPOSAL 

No. 

Authorization 
Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 
Ly COO1 1U 11U11 U 1 1 \CUU1 U o 

(Same Title as listed on Schedule) Relenlion 
Schedule No 

Item 
No. 

1 Report of Fixed Assets c- Kc) 01/98-12/99 • X 0^//S/c>2> c:hrpriHf>d 

2 Payroll & Check Register u 
1(d) 01/98-12/99 c II 

3 Payroll ETR <( 1(d) 01/98-12/99 • -1- 
ir If 

4 Bank Statements and 
Deposit Slips (1 Ke) 01/98-12/99 

c 
If 

5 Cancelled Checks & stubs Ke) 01/98-12/99 
tr II 

6 Paid Bills & Invoices Ke) 01/98-12/99 o If 

7 Time Sheets <( Ke) 01/98-12/99 
u If 

. ^ 

I hereby certify that the records listed above were disposed of as indicated. 

^ Signature ^ v IZ & Title Date 

DGS 550-2 (Rev 1/93). 



^ Wgg 

? « fjt 

-^1 SX - ^<L - 0 ' ^ 



-Frederick County Register of Wills Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

Reporting Agency 

Register of Wills 

Division or Unit 

CERTIFICATE OF RECORDS D ISPOSAL 

No. 
Description of Records 

(Same Title as listed on Schedule) 

Authorization 
Inclusive Dates of 

Records Destroyed 
Volume 

Cubic Feet 
Date of 
Disposal 

Method of Disposal Retention 
Schedule No 

Item 
No. 

1 Monthly Reports c 1(A) 01/98-12/2001 .1 Shredded 

2 Report of Fixed Assets ii IfCI m /QR-IP/m .1 II It 

3 Payroll & check Register it 
KD) 01/98-12/01 .1 fl II 

4 J Payroll ETR it 1(D) m /q8/-i9/ni .1 It It 

5 
Deposit 

Bank Statements & SIids ii 1(E) 01/98-12/01 .1 tl It 

6 Cancelled Checks & Stubs ii 1(E) 01/98-12/01 .1 It It 

7 Paid Bills & Invoices ii 1(E) 01/98-12/m .1 It it 

8 Requisitions & Purch Order 3 " KE) 01/98-12/01 ,1 It It 

9 Time Sheets 11 1(E) 01/98-12/01 .1 It It 

10 Purchase Orders II 1(F) 01/98-12/01 -1 tl It 

11 Legal Heir Forms 
Co fc 5 — ft i 

II 35 11/95-09/97 .1 It It 

hereby certify that the records listed above were disposed of as indicated. 

J Sianal 
Register of Wills 

3S 550-2 (Rev 1/93). 

igure 9 

Signature Virginia P. Fifer Title 

^ v Last audit performed on January, 2002. 

- 41 

Date 



4 • ' 4 

MG 25 



AUG-18-03 10:28 AM REGISTER-0F-UILLS*FREDC0 301 846 0744 P . 06 

Frederick County Register of Wills 

Reporting Agency 

Register of Wills 

Division or Unit 

Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 
P.O. Box 275 

Jessup, Maryland 20794-0276 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left 

CERTIFICATE OF RECORDS DISPOSAL 

No. 
Description of Records 

(Same Title as listed on Schedule] 

Authorization 
Inclusive Dates of 

Records Destroyed 
Volume 

Cubic Feet 
Date of 

Disposal 
Method of Disposal Rweniion 

Sen Mule No 
ilem 
No. 

1 Monthlv Reoort^ c 1(A) 01/98-12/2001 .1 Shredded 

2 Report of Fixed Assets n WO 01/98-12/m .1 II 11 

3 Payroll & Check Register „ 
KD) 01/98-12/01 .1 n II 

4 Pavroll ETR it wm m /QP/.TJ /ni .1 n II 

5 
Deposit 

Bank Statements & Silos M 
If E) 01/98-12/01 -1 n II 

6 Cancelled Checks M 1(E) 01/98-12/01 .1 ii fl 

7 Paid Bills & Invoices II 1(E) 01/98-12/01 -i M ii 

8 Requisitions & Purch Order s " If E) 01/98-12/01 .1 II II 

9 Tijne Sheets 1(E) 01/98-12/01 .1 II II 

10 Purchase Orders IT 
im 01/98-12/01 -1 Tl il 

-il , 

12 

Personnel Folders , — 

Legal Heir Forms ii 

i 

35 

01/98-05/99 

11/95-09/97 

.1 

.1 

M 

II 

n 

II 

hereby certify that the records listed above were disposed of as indicated. 

il 
J Sianaturt \ti n 

Register of wills 

M 550-2 (Rev 1/93), 

igure 9 

Signature Virginia P. Fifer Title 

Last audit performed on January, 2002. 

41 - 

Date 





AUG-18-03 10 2 27 AM REGISTER — 0F — WILLS^FREDC© 301 846 0T44 P . 03 

DEPARTMENT of general services 
records management division 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Agency 

FREDERICK COUNTY GOVERNMENT 

Schedule No, 

Page 1 of 3 

Division/Unit 

REGISTER OF WILLS 

item 

No, 

1. 

Description Retention 

ACCOUNTING RFCDRDS 
This series includes all standard STATE accounting forms as well as 

other accounting media which provide supporting data for the special 
and general accounting records. 

Changes in records format will not necessarily require revision of the 

retention schedule. However, should the scope or content of a records 

series be altered, the schedule may be amended to reflect such 

changes. 

Each agency will use ail or some of the following records which are 

governed by the indicated retention period: 

A, General Accounting Records 
Certificate of Deposit and Bank Deposit Slips 
Dislributicn of Charges 
Memorandum of Adjustments 
Monthly Report of State Funds Collected and Deposited 

B Special Accountina Records 

Reports of audits conducted by the Legislative Auditors 

Reports of audits conducted by persons or agencies other than 
the Legislativa Auditors 

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

Books of Final Entry - General Ledgers 

Retain for ten (10) years then 
destroy. 

Retain permanently. Transfer tci 
State Archives periooicaily 

Retain permanently. Transfer to 
State Archives periodically. 

pproved by Department, Agency, 
r Division Representative. 

!Date o91 (P 1^3 

Schedule Authorized by State Archivist 

jSignahire ^v 
Typed Na^e_ Virginia P. Fifer 

olRetU 

*r^~ 

Date. 

Signature, 





AUG—18 — 03 10:27 AM REGI STER-0F-WILLS*FREDC0 301 846 0744 P . 04 

Item 

No. 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 
RECORDS RETENTION AND DISPOSAL SCHEDULE 

  (Continuation Sheet) 

Agency 

FREDERICK COUNTY GOVERNMENT 

Schedule No. 

Page 2 of 3 

Division/Unit 

REGISTER OF WILLS 

Description Retention 

C. Budget and Fiscal Planning Records 
Budget Estimates 

Budget Schedule Amendment 
Materials and Supplies Physical Inventory 
Report of Fixed Assets 
Report of Materials and Supplies 

Request for Position Action 

D. PaYroll Accountino Records 
Employee Roster Card File 

Payroll and Check Register 

Payroll Exceptions Time Report 
Payroll Transmittals 

Payroll Warrants 

IE. Miscallaneous Accountino Records 
Bank Books, Statements, and Deposit Receipts 
Budget Papers and Work Sheets 

Cancelled Checks, Check Copies and Check Stubs 
Delivery Orders and Receipts 

Gas Withdrawal Tickets and Mileage Reports 

Memorandum Receipt and Property Condemnation Reports 
Paid Bills and Invoices 

Paid Bonds and Coupons 
Periodic Financial Reports to Local/State Agencies 
Receipt Copies and Stubs 

Receiving Reports 
Reconciliation and Trial Balance Sheets 
Renewable Licenses 
Requisitions and Purchase Orders 
Stock Record Cards 
Time Sheets 

Withholding Tax Forms and Statements 

(Local, State, and Federal) 

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

Retain for three (3) years and 
until all audit requirements 
have teen fulfilled, then destroyj 

T)GS S50-1A (R»v. V92r 

Retain for three (3) years and 

until all audit requirements have 
been fulfilled, then destroy. 





AUG—18 —03 10:28 AM REGISTER — 0F — WILLS*FREDC0 301 846 0744 P . 0 5 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 
RECORDS RETENTION AND DISPOSAL SCHEDULE 

(Continuation Sheet) 

Schedule No. 

Page 3 of 3 

Agency Division/Unit 

FREDERICK COUNTY GOVERNMENT REGISTER OF WILLS 

Item 
No. 

Description Retention 

F. Purchaslna Records 

Actual Emergency and Repairs Report 

Copy of Contract Awarded 
Credit Memorandum 
Notice of Award of Contract 

Out-of-Schedula Requisition for Supplies 
Purchase Order 
Report of Partial Delivery 

Requisition for Supplies 
(also Agency Interoffice Requisitions) 

Retain for five (5) years and 

until all audit requirements have 
been fulfilled, then destroy. 

DGS 550.1A (Rev. 1/93) 
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Virginia P. Fifes 

Regisier 

Mark A Gatwicks 
Chief Depur/ 

(301) 663-3722 

Register of ^Silis 

Srebcrich Cauntu 

January 17, 2003 

Dept of General Sen/ices 

Record Management Div 

PO Box 275 

Jessup. MD 20794-0275 

RE: Request for Disposal of Records 

Dear Sir or Madam: 

Enclosed please find our request for your approval to shred 

some old office records. If you have any questions please 

contact me at 301-663-3722. Thank you for your prompt 

consideration. 

Sincerely, 

Mark A. Gelwicks, 

Chief Deputy 

Enclosures (1) 

County Court Moum 
100 Wesi Painck Street 

Pr«ainck. WO Jl 701 6485 
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• • 

REGISTER OF WILLS FOR FREDERICK COUNTY 

100 West Patrick Street 

Frederick, MD 21701 

FAX COVER SHEET 

DATE; August 18, 2003 © 

TO: MARYLAND STATE RECORDS MANAGEMENT DIVISION 

FROM: Mark Gelwicks, PHONE: 888-258-0526 

Chief Deputy FAX: 301-846-0744 

RE: REQUEST TO DISPOSE AND SHRED OLD RECORDS 

Number of pages including cover sheet: 7 

Message 

My office made a request to dispose and shred of some old records on January 
17, 2003 but never heard anything from you. Please review request and advise. 
Thank you, 

//-e ^ fr "y f tfC-vJS & 

£r4' y/ / ^/ cz*>^ S f^ I 

J S / ^ y /— r C^-/- ^ • 
I 





r 

JAMES N. VAUGHAN 
Chief Judge 

ASSISTANT CHIEF CLERKS: 

SUSAN ARMIGER 
Finance DISTRICT COURT OF MARYLAND 

JOSEPH P. ROSENTHAL 
Chief Clerk 

HEADQUARTERS 
Maryland Judicial Center 
580 Taylor Avenue, A-3 

CHARLES E. MOULDEN 
Operations 

ANNAPOLIS, MARYLAND 21401 
(410)260-1210 Fax (410)260-1219 DIANE S. PAWLOWICZ 

Administrative Services 

LISA I. RITTER 
Engineering & Central Services 

August 25, 2004 

Gabe Lopez, State Records Administrator 

State Records Management Center 

P. O. Box 275 

Jessup, MD 20794 

Dear Mr. Lopez: 

Enclosed are destruction certificates from the District Court. These certificates indicate that 
certain records were destroyed. 

Each certificate discloses the county, type of records, manner in which the records were 

destroyed, and the date of records destruction. 

Sincerely, 

Lisa I. Ritter 
Assistant Chief Clerk 
Engineering & Central Services ■> •»tM 

Enclosures 





9DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS PEST lUJCTJO N 

District Court of Maryland Hagerstown 
COURT COUNTY DATE 

Accession # 01 A3 8 
Dist# 11-2 

April 23, 2003 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill. 
etc.) 

<-"j 

Retention 
Sched. No. 

Item 
No. 

Rent destroy 
2219 Sec VI 

Item 2 
1985-86-87-88 3 

^6-3 

Destruction Approved by Hall of Records Commission Destruction certification 

State Archivist Signature of Court Official Tjffc Date State Archivist Signature of Court Official T]ffc Date 

Rev. 10/83 GS-55Q-9 Instructions for Preparation and Submission on Reverse Side 



INSTRUCTIONS FOR PREPARATION 

1. PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX 275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

3. THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRANGEMENTS WILL 
BE MADE FOR TRANSFER TO THE HALL OF RECORDS. 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND r COPY TO THE CHIEF CLERK'S OFFICE.) 

5. FOR YOUR INFORMATION - 

ONE LETTER-SIZE FILE DRAWER = 1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 

v■t 

iv* * " 

^ 



9DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 Z' 'O ^ <?£?1 

JESSUP, MD 20794-0275 ( ^ ''J 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

Accession #03A33 6/s~/ai 
Dist# 11-2 

District Court of Maryland Hagerstown 
COURT COUNTY DATE April 22,2003 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, 
etc.) Retention 

Sched. No. 
Item 
No. 

Rent destroy 

2219 Sec VI 

Item 2 
/JfO 2 

Destruction Approved by Hall of Records Commission Destruction certification 

State Archivist Signature of Court Official l ltle Date State Archivist Signature of Court Official Titliy Date 

Rev. 10/83 GS-55Q-9 Instructions for Preparation and Submission on Reverse Side 



INSTRUCTIONS FOR PREPARATION 

1. PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX 275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

3. THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRANGEMENTS WILL 
BE MADE FOR TRANSFER TO THE HALL OF RECORDS. 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND r COPY TO THE CHIEF CLERK'S OFFICE.) 

5. FOR YOUR INFORMATION- 

ONE LETTER-SIZE FILE DRAWER =1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 

? -A 

• ^ 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP,MD 20794-0275 

33^ 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 
V' S S 

Accession # 99A14.-00A84.-01 A213.-02A123' 
District Court of Maryland 

COURT 
Washington 

COUNTY DATE July 30, 2003 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, etc.) 

2219 

Microfilm Traffic Md Rule 2219 

Sec VI 

Item 2 

1995 

1996 
1997 

1998 

3 

3 
6 
6 

/- tf-i i 

AUG 2 8 2003 

Date 

Rev. 10/83 GS-55Q-9 

Destruction Approved by Hall of Records Commission 

State Archivist * 

Destruction certification 

Title // Date Signature of Court Official 

Instructions for Preparation and Submission on Reverse Side 



Ao/injl 

soaoD^a do n no 01 = xoa >131^33 scraoDa^ hno 
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sa^ioo™ do id [id s i = HSAWHa and azis-Haixai aMO 

- NOixvmioaNi aaoA moj s 

CaDriJO st>Riai3 aaiH3 anx ox ajod j at^as xsnw 
sxaaoo xDraxsia) ssaHaav aAoav anx xv moisiaiq XNaivaDVNVW sanooaH 

anx ox Adoo avojas anx cuivwhoj omv 'axia hiioa noa ajoj aNO Nivxa« 
Mosaaa v aa ox) avoiaao xanoD v Aa aaisiois axvDiaixaaD N0ix3aaxsaa 

anx aAVH a vv 's\im i io ) aadoad anx mi NOixDaaxsaa ao aoHxai\i qmv axva 
anx axvaiaMi 'xdiajaa NOdn xhhod anx ox aaMmiaa qmv aaNOis aa niAV 

sauoD Hxoa NoixDnaxsaa anx saAoaaav xsiaihdhv axvxs anx ai f 

sdHODaa ao nvH anx ox aaasMvax aoa aaviv aa 
hlw sxMawaoKvaav amvA ivaihdhv ao aa ox xsiaihdhv axvxs anx Aa 

aaaaaiSM03 aav NOixDnaxsaa aoa aasodond sonoDaa anx ai ivAoaddv 
noa xsiaihdmv axvxs anx ox smoa MoixDaHxsaa sanoDan ao axvDiaixnaD 

qmv avsoaoaa anx cravAvnoa niw moisiaiq XMawaDVMvw scihodjh anx e 
'Y6L^i aw 'anssar '(sz,i xa) (ra ooiHaxvM slzl 

'sz,zxoa o d 'naxMaD XMawaovMviv scraoDaa axvxs anx ox aiviv 'z 

(axvjndiax mi xsvaa xv saxvDiaixaao aravaaad aaaons sxaao j x jraxsia) 
aDiaao hqoa Aa aaxaidwoo Maaa svh MOixDanxsaa 

iv ixDv iixm i mmvia Noixv3iaixaaD NOixDnaxsaa qmv 'Moixoaaxsaa 
ao aoHxaw 'Moixonaxsaa ao axva smpmhioo aAvaa axvonaaa mi aavjaaa i 

MOixvHvaaHd aoa smoixdqhxsmi 



Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction 

District Court 1102 Washington County February 26, 2003 

Series 

Number 

Description of 

Records Include 

Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 

Method of 

Destruction 

(Recycle, Shred, 

Landfill, etc.) 

Civil Cases 
Involving A 

Judgment for a Sum 

Certain 

FOR STRIPPING 
ONLY-RETA1N 

DOCKETS 

PERMANENTLY 

2219 2 1999 34 Landfill 

Destruction Approved by Hall of Records Commission 

MAR 1 9 2003 

Date State Archivist State Archivist * 

Destruction Certificate 



■ 



Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction 

District Court 1102 Washington County February 26, 2003 

Series 

Number 

Description of 

Records Include 

Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 

Method of 

Destruction 

(Recycle, Shred, 

Landfill, etc.) 

Criminal Cases 

FOR STRIPPING 

ONLY-RETAIN 

DOCKETS 

PERMANENTLY 

2219 2 1999 25 Landfill 

Destruction Approved by Hall of Records Commission 

MAR 1 9 2003 

Date State Archivist 

Destruction Certificate 

Signature of Court Official Title Date 



i 



Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction 

District Court 1102 Washington County February 26, 2003 

Series 

Number 

Description of 

Records Include 

Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 
Destruction 

Method of 
Destruction 

(Recycle, Shred, 

Landfill, etc.) 

Expunged Criminal 
Cases 

2219 2 1999 2 landfill 

Destruction Approved by Hall of Records Commission 

HAH I 9 ilKB 

Date State Archivist 

Destruction Certificate 

JMUI 
Signature of Court Official Title Date 





Hall of Records Commission 

Records Management Division ^ 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction 

District Court 1102 Washington County February 26, 2003 

Series 

Number 

Description of 

Records Include 

Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 

Method of 

Destruction 

(Recycle, Shred, 

Landfill, etc.) 

Fiscal Records 2219 2 1999 8 Landfill 

Destruction Approved by Hall of Records Commission 

MAR 1 9 2003 

Date State Archivist State Archivist ' 

Destruction Certificate 

Signature of Court Official Title Date 
CgA r/jsAz. 



ytsyo > 



Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction 

JIS'P 

District Court 1102 Washington County February 26, 2003 

Series 

Number 

Description of 

Records Include 

Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 

Method of 

Destruction 

(Recycle, Shred, 

Landfill, etc.) 

Petty Offenses 
Civil Citations 
Alcohol Violations 

Natural Resource 

FOR STRIPPING 
ONLY-RETAIN 

DOCKETS 

PERMANENTLY 

2219 2 1999 2 Landfill 

Destruction Approved by Hall of Records Commission 

MAR 1 9 2003 

Date State Archivist 

Destruction Certificate 

4L. 
Signature of Court Official Title Date 
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Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction 

District Court 1102 Washington County February 26, 2003 

Series 

Number 

Description of 

Records Include 

Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 

Method of 

Destruction 

(Recycle, Shred, 

Landfill, etc.) 

RDAT Tapes 

Log Sheets .:1 • 
Landfill- 

2219 2 1999 3 Landfill 

Destruction Approved by Hall of Records Commission 

M ' 9 !ia 

Date State Archivist 

Destruction Certificate 

%//3/d3 
Signature of Court Official Title Da(e 





Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction 

3 IS-/ 

District Court 1102 Washington County February 26, 2003 

Series 

Number 

Description of 

Records Include 

Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 

Method of 

Destruction 

(Recycle, Shred, 

Landfill, etc.) 

Summary Ejectment 2219 2 1999 4 Landfill 

Destruction Approved by Hall of Records Commission 

MAR19 2003 

Date State Archivist 

Destruction Certificate 

ALjjjs /j/frsdjlr t/J/iJtiJ? 
Signature of Court Official Title Date 





Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction 

District Court 1102 Washington County February 26, 2003 

Series 

Number 

Description of 

Records Include 

Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 

Method of 

Destruction 

(Recycle, Shred, 

Landfill, etc.) 

Traffic Records 

RETAIN 

DOCKETS 
PERMANENTLY 

2219 2 1999 18 Landfill 

Destruction Approved by HaU of Records Commission 

MAR 1 9 ^3 / 

Date State Archivist 

Destruction Certificate 

  /jJjW'tLl/'. & Jt ^ ^ 3" 
Signature of Court Official Title Dare 





Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction 

iV 7^ 

District Court 1102 Washington County January 7, 2004 

Series 

Number 

Description of 

Records Include 

Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 

Method of 

Destruction 

(Recycle, Shred, 

Landfill, etc.) 

Civil Cases 
Involving A 
Judgment for a 
Sum Certain 

FOR STRIPPING 
ONLY-RETAIN 
DOCKETS 
PERMANENTLY 

2219 2000 34 Landtiij. 

Destruction Approved by Hall of Records Commission 

12 am 
Date ^Stie Archest ' / 

Destruction Certificate 

Adknu CLk. 
Signature of Court Official Title Date 



V'-V ■>\ fWT i t 



JV7j£ 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction 

District Court 1102 Washington County January 7, 2004 

Series 

Number 

Description of 

Records Include 

Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 

Method of 

Destruction 

(Recycle, Shred, 

Landfill, etc.) 

Civil Cases 
Involving A 
Judgment for a 
Sum Certain 

FOR STRIPPING 
ONLY-RETAIN 
DOCKETS 
PERMANENTLY 

2219 2 2000 34 Landfill 

Destruction Approved by Hall of Records Commission 

FEB t 2 2004 

Date State Archivist 

Destruction Certificate 

G-zf-QY 

Signature of Court Official Title Date 



■ \ '««v»>' ■**»<►' ;- '•• %, M>0 .\ a ' Si1" 



iV7/ 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction 

District Court 1102 Washington County January 7, 2004 

Series 

Number 

Description of 

Records Include 

Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 

Method of 

Destruction 

(Recycle, Shred, 

Landfill, etc.) 

Criminal Cases 

FOR STRIPPING 
ONLY-RETAIN 
DOCKETS 
PERMANENTLY 

2219 2000 25 Landfill 

Destruction Approved by Hall of Records Commission 

FEB 1Z 2004 

Date State Archivist 

Deafihiction Certificate 

I 
Signature of 

^ertincate 

Court Official Title 

G> '1^7-0 </ 

Date 



■ . aa" 



Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction 

District Court 1102 Washington County January 7, 2004 

Series 

Number 

Description of 

Records Include 
Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 
Method of 

Destruction 
(Recycle, Shred, 

Landfill, etc.) 

Criminal Cases 2219 ?,000 2'5 Landfill 

FOR STRIPPING 
ONLY-RETAIN 
DOCKETS 
PERMANENTLY 

Destruction Approved by Hall of Records Commission 

f(B u m  
Date State Archivist 

Detraction Certificate 

6 

Signature of Court Official Title Date 





Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction 

District Court 1102 Washington County January 7, 2004 

Series 

Number 

Description of 

Records Include 

Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 

Method of 

Destruction 

(Recycle, Shred, 

Landfill, etc.) 

Expungement 
Criminal Cases 

2219 2000 Landfill 

Destruction Approved by Hall of Records Commission 

I 2 M 

Date State Archivist / 

Signature of Court Official 
22 ,jUl. 6-2,*7 'OV 

Title Date 



\ :V; ?% & 



Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction 

3V7/ 

District Court 1102 Washington County January 7, 2004 

Series 

Number 

Description of 

Records Include 

Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 
Method of 

Destruction 

(Recycle, Shred, 

Landfill, etc.) 

Expungement 
Criminal Cases 

22iy 2 2000 2 Landfill 

Destruction Approved by Hall of Records Commission 

FEB 12 2D(K 

Date State Archivist + ^ A i t ri o + 





W75 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction 

District Court 1102 Washington County January 7, 2004 

Series 

Number 

Description of 

Records Include 

Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 

Method of 

Destruction 

(Recycle, Shred, 

Landfill, etc.) 

Fiscal Records 2219 2 2000 8 Landfill 

Destruction Approved by of Records Commission m 

m 12 MM 1/ 

Date State Archivist 

Destruction Certificate 

kuji JeJlrfiCo 4jni, e-^-oY 
Signature or Court Official Title Date 



A *n\ „ 
V \ T \ •^ ■. 1 -.iV 



Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction 

W25 

District Court 1102 Washington County January 7, 2004 

Series 

Number 

Description of 

Records Include 

Title and/or Form 
Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 

Method of 

Destruction 

(Recycle, Shred, 

Landfill, etc.) 

Fiscal Records 2219 2 2000 8 Landfill 

Destruction Approved by Hall of Records Commission 

FEB 1 2 AM  

Date State Archivist 
I 

Destruction Certificate 

Jz-JirftoZ Atdnu-^t' Cc-^-cy 

Signature of Court Official Title Date 



X. 

C0StD 

C\ 

'■"OS 'jti 



Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction 

District Court 1102 Washington County January 7, 2004 

Series 

Number 

Description of 

Records Include 

Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 

Method of 

Destruction 

(Recycle, Shred, 

Landfill, etc.) 

Petty Offenses 
Civil Citations 
Alcohol Violatioi 
Natural Resource 

FOR STRIPPING 
ONLY-RETAIN 
DOCKETS 
PERMANENTLY 

2219 

IS 

2 2000 2 Landfill 

Destruction Approved by Hall of Records Commission 

fgfl t ? m 

Date State Archivist * 

Signature of Court Official 
/Umi 

Title 

C* .Z.c)~OY 
Date 



fifiK 0 9T onv 

■ 



Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction 

District Court 1102 Washington County January 7, 2004 

Series 

Number 

Description of 

Records Include 
Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 

Method of 

Destruction 

(Recycle, Shred, 

Landfill, etc.) 

Petty Offenses 
Civil Citations 
Alcohol Violatioi 
Natural Resource 

FOR STRIPPING 
ONLY-RETAIN 
DOCKETS 
PERMANENTLY 

2219 

is 

2 2000 ? Landfill 

Destruction Approved by Hall of Records Commission 

FEB 11 20(K 

Date ^ State Archivist 

Desti-uction Certificate 

AhyhUA. 
Signature of Court Official Title Date 



rHcHVED 

feb 2 ZO'W 

.K.n «;TATE ARCHIVES Maryland STA   

: : 



JV77 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction January 7, 2004 

District Court 1102 Washington County 

Series 

Number 

Description of 

Records Include 

Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 
Method of 

Destruction 

(Recycle, Shred, 

Landfill, etc.) 

Summary Ejectment 2219 2 20000 4 Landfill 

Destruction Approved by Hall of Records Commission 

PFB 1 2 20(H 

Date State Archivist 

)y mil or Kecords Commission 

Destruction Certificate 

/l/lm * CIIl G> '2-*7 -oY 
Signature of Court Official 'Title Date 



\~v4s ^v-4^ m s ? ai^. 



iV'7 

Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction January 7, 2004 

District Court 1102 Washington County 

Series 

Number 

Description of 

Records Include 

Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 
Method of 

Destruction 
(Recycle, Shred, 

Landfill, etc.) 

Summary Ejectment 2219 2000 Landfill 

Destruction Approved by Hall of Records Commission 

fcb 12 am 
Date 

)y nan oi i^ecoras commission 

State Archivist 

Destruction Certificate 

Signature of Court Official Title Date 



..-v 
m : r w 



Hall of Records Commission 

Records Management Division 

1215 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction 

^x> 

District Court 1102 Washington County January 7, 2004 

Series 

Number 
Description of 

Records Include 

Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 
Method of 

Destruction 
(Recycle, Shred, 

Landfill, etc.) 

Traffic Records 

RETAIN 
DOCKETS 
PERMANENTLY 

2219 2 2000 18 Landfill 

Destruction Approved by Hall of Records Commission 

Date State Archivist A -w-i of * 

Destruction Certificate 

jJnhllL Ctl'n'OY 
signature ofCourt Official ' Title Date 



s- WS Nt9^ 

M 



Hall of Records Commission 

Records Management Division 

7275 Waterloo Rd. 

P.O. Box 275 

Jessup, MD 20794-0275 

Proposal and Certificate of Records Destruction 

District Court 1102 Washington County January 7, 2004 

Series 

Number 
Description of 

Records Include 

Title and/or Form 

Number 

Authorization 

Retention 

Schedule No. 

Item 

No. 

Inclusive 

Dates of 

Records 

Destroyed 

Volume 

(Cubic 

Feet) 

Date of 

Destruction 
Method of 

Destruction 

(Recycle, Shred, 

Landfill, etc.) 

Traffic Records 

RETAIN 
DOCKETS 
PERMANENTLY 

2219 2 2000 18 Landfill 

Destruction Approved by Hall of Records Commission 

FEB 1 2 20IH 

Date State Archivist 

Destruction Certificate 

J(SL tn** zfc? 
Signature of Court Official Title Date 



Qt 



BOARD OF COUNTY COMMISSIONERS 
OF WASHINGTON COUNTY, MARYLAND 
Washington County Administration Building 
100 West Washington Street, Room 226 
Hagerstown, Maryland 21740-4735 
Telephone: 240-313-2200 
FAX: 240-313-2201 
Deaf and Hard of Hearing call: 7-1-1 for Maryland Relay 

Gregory I. Snook, President 
William J. Wivell, Vice-President 
James F. Kercheval 
John C. Munson 
Doris J. Nipps 

July 27, 2004 

Mr. Gabe Lopez, Director 
Records Management Division 
Department of General Services 
7575 Waterloo Road 
P.O. Box 275 
Jessup, MD 20794-0275 

Dear Mr. Lopez; 

Attached are Certificates of Records Disposal from several departments in Washington County. 

If you have any questions or need additional information, please contact me at (240) 240-2204. 
Thank you. 

Sincerely, 

Joni L. Bittner, County Clerk 

Board of County Commissioners 

Of Washington County, Maryland 

:jb 

attachments 

www.washco-md.nct 
0 

RECYCLED PAPER 





Gregory I. Snook, President 
William J. Wivell, Vice-President 
James F. Kercheval 
John C. Munson 
Doris J. Nipps 

February 2, 2004 

Mr. Gabe Lopez, Director 

Records Management Division 
Department of General Services 

7575 Waterloo Road 
P.O. Box 275 
Jessup, MD 20794-0275 

Dear Mr. Lopez: 

Attached are Certificates of Records Disposal from several departments in Washington 
County. 

3 
If you have any questions or need additional information, please contact me at (240)J240- 
2204. Thank you. 

Sincerely, 

Joni L. Bittner, County Clerk 

Board of County Commissioners 

Of Washington County, Maryland 

BOARD OF COUNTY COMMISSIONERS 
OF WASHINGTON COUNTY, MARYLAND 
Washington County Administration Building 
100 West Washington Street, Room 226 
Hagerstown, Maryland 21740-4735 
Telephone: 240-313-2200 
FAX: 240-313-2201 
Deaf and Hard of Hearing call 7-1-1 for Maryland Relay 

:jb 

attachments 

www.washco-md.net 
0 

RECYCLED PAPER 





Washington Co. Department of General 

Sen/ices 

Records Management Division 

7275 Waterloo Road (Rte. 175) 
P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

id 

Reporting Agency 

County Commissioners 

Division or Unit 

CERTIFICATE OF RECORDS DISPOSAL 

No. 
Description of Records 

(Same Title as listed on Schedule) 

Authorizat 

Retention 
Schedule No. 

ion 

Iteni 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

1 orrespondence (Outgoing) 
Co; Commissioners C-Rftl U 1998-99 12/5/03 hredded/recvcl 

j ! 

| ; 

t 

• 

 c— —t : : ■ : 
t i 

i 

I hereby certify that the records listed above were disposed of as indicated. 

01. A. i:iHW 

Signttura Title D,te 

OGS 550-2 (Rev. 1/93)- 





Via^JtU^crV^ Cx\ i^sL, Cj^jwiSSaAIjLl^— Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 
P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

13 -— 1    

Reporting Agency 

Division or Unit 

CERTIFICATE OF RECORDS DISPOSAL 

No. 
Description of Records 

(Same Title as listed on Schedule) 

Authorizat 

Retention 
Schedule No. 

ion 

Item 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

Wsi VGtxeWirs ( Alf^ dno 9 —• 5 4/o5 .SKrcdcU^ 

I ;  1    

• 

 i— —t : ;   : 
i i 

' II 

I hereby certify that the records listed above were disposed of as indicated. 

n( rW fyirh.,. 

Signature Title 

^/4<l/d2, 

Date 

OGS 550-2 (Rev. 1®)- 





.y —Uep^rtmenr at benyrai 

• Services 

y  Reporting Ag nfcy Records Management Division 

TJ^Qi^Or^ C^d/z^rV 7275 Waterloa Road (Rte. 175) 

_ - - ■ - . ^ /,!('■' - 4^ P.O. Box 275 

Division or Unit Jessup, Maryland 20794-0275 

Preoare in duplicate 

Retain one (1) cooy anc forv/ard 

ongmal to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

DCS 550-2 (Rev. lOT- 





=£=L 

Reporting Agenqr 

, U. 0,1*0 
ttiLru Pa -rt£/k UQJ?0 

Division or Unit 

■ Services 

Records Management Division 

7275 Waterloa Road (Rte. 175) 

P.O. Box 275 _ 

Jessup, Maryland 20794-0275 

Preoare in duplicate 

Retain one (1) ccoy anc forward 

original to address at lert. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 
Description of Records 

(Same Title as listed on Schedule) 

Authorization 
Inclusive Dates of 

Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Metfiod or Disoosal 
Retention 
Scfieouie No. 

Item 
No. 

1 *1 
o?^ 3 \ d fos 

 1  

3- )odaXrk.u jcdjCAjuJ £ 
 *—^—t— 

• 
1 
1 

I 

 1— 4 . • • ' • 
• i 

i 

i i
\

 

|
\

 
y 

   

bove were disposed of as indicated. 

Signature Date 

OGS 550-2 (Re*. 





W Reporting Agenq^ 
• Services 

Records Management Division 

7275 Waterloa Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Preoare in duplicate 

Retain one (1) ccoy anc forward 

ongmal to address at left ^ '^TkXt4S UIJCJI  

Division or Unit 

CERTIFICATE OF RECORDS DISPOSAL 

No. 
Descnption of Records 

(Same Title as listed on Schedule) 

Authorization 
Indusive Dates of 

Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Wethod of Disoosai 
Relent on 
Sctieaule No. 

Item 
No. 

fij ~XA/: tfs 1 /_J \ ,3 ij'hi - LIIC/ZC Ity ll'slo9 

ffl fA/ti&LAi - faUriofl s illv] - ihloi IQ l/zr/cy ! fca/CSff. 
—£— 

? b C/Vi / T -r/<0/ ,C YS 6' ffc I3L 
' 
li/aq- lUot t ll't/oy Qccoc/£. 

y Dtfcxtar rAfi£,< 
rfh*] "i f!" - ihL K 7//sA RSUMUX. 

 L   i  If t 

• 

• 
I 
1 

 1— i — "■ 1 

i i 

// 

I listed above were disposedjDf^as-irtcJicat^i. 

Signitura 

DGS 550-2 (R«. 1/931- 









off He 

Reporting Agency 

Division or Unit 

.Department of General 

Services 

Records Management Division 

7275 Waterloo. Road (Rte. 175) 

P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 
Description of Records 

(Same Title as listed on Schedule) 

Authorization 

Retention 
Schedule No. 

Iteni 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

Ml? /jDifliiJmm ^ o? /"$%" /-& OK JMMUl 

-f- 
z 

t 3/4L- 

■3/32. 

Wo 

'Ml 

sm' 

3^6 

5^ 

3/fy 
I I 

2/£ 

L3/0 

'tiso 

t 

/996 

/M 

/Ml. 

hereby certify that the records listed above were disposed of as indicated. 

Signature Title Date 

DCS 550-2 (Re*. 1/93)- 





Reporting Agency 

Division or Unit 

Department of General 

• Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 
P.O. Box 275 

Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 
Description of Records 

(Same Title as listed on Schedule) 

Authorization 

Retention 
Sche<dule No. 

Item 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

31& 

L /Ilk. 

3171 

-U—^ 

/m 

/M. 

sm' \ 

^97 

iki 
/ff7 

/f/7 

hereby cs^ify th6 records listed above were disposed of as indicated. 

Signature Title 

MM- 
Date 

DCS 550-2 (Rev. 1/93). 





Department of General Services 

Records Management Division 

PO Box 275 
Jessup, MD. 20794-0275 

'Cc!.0~73<V-V0'2.~7^» inlilllii ill i illiln iliilllimilill i niliililmliii lin li II 

NOV 29 / tt>ac/ 





Jn 

SHREDDER.. 

Mobile & Off-site Paper Shredding 

Customer: Washington County Gambling Office 

Accounts Payable 
33 West Washington Street 
Room 200 

Hagerstown, MD 21740 

INVOICE: 449497 

Account no.: n/a 
Invoice date: 11/17/2004 

Service description Cost 
On-Site shredding Nov. 8, 2004 

287 lbs. 

1 0 - 200 lbs. 55.00 
87 lbs. @ .25 cents per pound 21.75 
Total amount due $76.75 

Certificate of Destruction 

Better Shredder, Ine. hereby guarantees the complete destruetion of all materials for shredding totaling 
287 lbs. on November 8, 2004. Shredding supervised by Clinton Rawlings. Shredding was recycled 

November^, 2004. 

4^4 
Super upervisor 

Make payment to Better Shredder, Inc. 
Customer Support 1-866-210-5433 

Cut along this line and submit with payment 

Washington County Gambling Office 

THIS AMOUNT DUE $76.75 
TERMS: NET 5 DAYS 
DUE DATE: 11/26/2004 

INVOICE; 449497 

MAIL PAYMENT TO: INC. 

VOUCHER# 
—     '' ■ ■ ^ 

CHECK # 

DATE PAID 

amount r-m 
ms& '■Wfias x-i-ii^^sisRtsis^aamiisaesi 
APPHOV^U RN > /$?(>£<& Qry ' 

VEIC-OR # ' /O&HS' 

RECEIVER if , 

ACCOUNT # -f/S'ooo - io -\ 

BETTER SHREDDER. 

P O BOX 210 
MIDDLETOWN, MD 21769 



N0V M.J-Ooy 



Ul.inMHUU Ut UUit-KrtL. JLKvlCLi 
STATE RECORDS MANAGEMENT CENTER 
7275 Waterloo Road (Rte. 175) 

P.O. Box 275 
Jessup, Maryland 2079^-0275 

No. 

CERTIFICATE O F RECORDS D I S P Q 5 A L 

{AJ (lo.   
I Rspotfing Agvncf ' 

Division or Bur«ou 

Dvtcripiion of Rocordt 
Inclwd* T ItU ond/or Form Numb*r 

prepare in duplicate 
Retain en* copy and lenrord 
original la abeva addr«it 

AutKeri sof i o^ 
F or D It pet ol 

R*t«nti oo 
ScK«d. No. 

/57f 

/iT/f 

/sriy 

I to. 
No 

^7 

l<i- 

Inclu«lv« 
Delot of Rocordi 

Oltpot«d of 

1996- 

V elumo 
(Cuklc Foof) 

/i>~ 

/ 

Dolo ol 
Dltpot of 

9/^£-/oi 

UoiKo^ of 
Oitfotol 

SUlrf^/. 

I heri'by certify that the above listed records were disposed of os indicated ' —      o' as indicated. 

DGS 550-2 





Huh**) 
Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessuo. Marvland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

J J * / 
Reporting Agency 

!/[M ff juUs ^htedL \btM£r 

Division or Unit 

CERTIFICATE OF RECORDS DISPOSAL 

No. 
Description of Records 

(Same Title as listed on Schedule) 

Authorization 
Inclusive Dates of 

Records: Destroyed 
Volume 

Cubic Feet 
Date of 

Disposal Method of Disposal Retention 
Schedule No. 

Item 
No. 

em JlX) i>Jc ucoi 
Pvu<K 1" 

hereby certify that the records Jisted above were disposed of as indicated. . / 

* Signature Title Date 

Forward copy to Joni Bittner 
Record Disposal Frm.xls 



    

•APR ii ^0^ 

•. v 



WASHINGTON COUNTY 
HIGHWAY DEPARTMENT 
601 Northern Avenue 
Hagerstown, Maryland 21742-2795 

pi 

V* VJ APR 
>8^ 

.m. 

<i*^ > 

Department of General Services ^ 1 

Records Management Division ^ 
7275 Waterloo Road (Rt. 175) W- ^ 

PO Box 275 , '.Jit 
Jessup, MD 20794-0275 

s: 

■'K •c,* 





U'tp"] heat 
Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessuo, Maryland 20794-0275 

Prepare in duplicate ^ 

Retain one (1) copy and forward 
original to address at left. 

Reporting Agency 

Division or Unit 

CERTIFICATE OF RECORDS DISPOSAL 

No. 
Description of Records 

(Same Title as listed on Schedule) 

Authorization 
Inclusive Dates of 

Records: Destroyed 
Volume 

Cubic Feet 
Date of 

Disposal Method of Disposal Retention 
Schedule No. 

Item 
No. 

^ mo 
I" 

V/A/^3 
u 

I hereby certify that the recordsJisted above were disposed of as indicated. i . / 

* .Qlnnati iro TIHo Signature Title Date 

Forward copy to JonI Bittner 
Record Disposal Fmrxls 





• Urfn/i-U. AimUt 
Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessuo. Marvland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

J t t 
Reporting Agency 

Motif TV)'cc - Pleef W-i- 

Division or Unit 

CERTIFICATE OF RECORDS DISPOSAL 

No. Description of Records 
(Same Title as listed on Schedule) 

Authorization 
Inclusive Dates of 

Records: Destroyed 
Volume 

Cubic Feet 
Date of 

Disposal Method of Disposal Retention 
Schedule No. 

Item 
No. 

3 Re&yKJL Kwof-ts. 
dtfD N 

(4 yrs) cWn* ^j/i/os 
^ f J 0 

I hereby certify that the records listed above Were disposed of as indicated. 

Forward copy to Joni Bittner 
Record Disposal Frm.xls 

[nai ine recorcs usteo aoove were aisposea or as maicaiea. . / 

nature 

Cc; \foM HifiW 

Signature Title Date 
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WASHINGTON COUNTY 
HIGHWAY DEPARTMENT 
601 Northern Avenue 
Hagerstown, Maryland 21742-2795 

Department of General Services 

Records Management Division 

7275 Waterloo RD (Rt. 175) 

PO Box 275 

Jessup, MD 20794-0275 



.f 

i 
;> ■• 

i 

'•> 

:S; 
c> 

•-:/. 
Hv 

f? 

?cr 

f-V. 

■•y; 
■■• > 



Department of General 

Services 

Records Management Division 

7275 Waterloo Road (Rte. 175) 

P.O. Box 275 

Jessup. Maryland 20794-0275 

QjiinUj NI 

f^oMj "Pn 

Reporting Agency 

. ixp-t- 
CC 

Division or Unit 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. 
Description of Records 

(Same Title as listed on Schedule) 

Authorization 
Inclusive Dates of 

Records: Destroyed 
Volume 

Cubic Feet 
Date of 

Disposal Method of Disposal Retention 
Schedule No. 

Item 
No. 

3 Ki^OV^t-S. 
G-SfD N 

V5) cra>/o3 
jV^ y/*/p3 

i hereby certify that the records listeddisposed of as indicated. 

i/Uu 

Signature 

Jicaiea. . . y . , 

Title Date 

Foiward copy to Jonl Bitlner 
Record Disposal Frm xls 

Cc; CToih 





02-10-04 11:29am From-Washington County CommissionBrs 2403132201 T-352 P.01/03 F-994 

Washington County 

Reporting Agency 

Purchasing Department 

Division or Unit 

Department of General 
Services 

Records Management Division 
7275 Waterloo Road (Rte. 175) 

P.O. Box 275 
Jessup, Maryland 20794-0275 

Prepare in Duplicate 

Retain one (1) copy and forward 
original to address at left. 

CERTIFICATE OF RECORDS DISPOSAL 

No. Description of Records 
(Same Title as listed on Schedule) 

Authorization 

Retention 
Schedule No. 

Item 
NO. 

inclusive Dates of 
Records Destroyed 

Voluma 
Cubic Feet 

Date of 
Disposal Method of Disposal 

Misc. Subject Files: Airport AT&T 
Payphone Commission Records C871 1992 -1999 File Folder 1/21/04 Recycled 

Misc. Subject Files; Airport Bell 
Atlantic Payphone Cojnrrussioiis C871 1991 -1998 File Folder 1/21/04 Recycled 

Misc. Subject Files; AT&T Payphone 
Comm. Statements (All Depts.) C871 1991 - 2001 File Folder 1/21/04 Recycled 

Misc. Subject Files; Bell Atlantic 
Comm. Statements (All Depts.) C871 1991 -1999 File Folder 1/21/04 Recycled 

Proposal: Bell System Communica- 
tions Proposal C871 1973 File Folder 1/21/04 Recycled 

Misc. Subject Files; Budget Transfer 
Requests C871 1994 -1997 File Folder 1/21/04 Recycled 

Misc. Subject Files; Card Processing 
Proposal C871 2/1998 File Folder 1/21/04 Recycled 

Misc. Subject Files: Centrex Rate 
Stability Plan C871 1983 File Folder 1/21/04 Recycled 

10 

Misc. Subject Files: Certificates of 
Insurance - no County Contract C871 1996 - 2001 File Folder 1/21/04 

Bid: Communiciitions Equipment 
C871 3/1982 File Folder 1/21/04 

Recycled 

Recycled 

1 i Quotation: Construction of Highway 
Entrance - Ag Center C871 9/6/1994 File Folder 1/21/04 Recycled 

■. n Misc. Subject Files: Coop. Admin. 
■' Support Unit Prog. Quesbonnaires C871 1992 File Folder 1/21/04 Recycled 

1 n Bid/Corresp.; Court House Security 
System C871 9/1980, 1988 File Folder 1/21/04 Recycled 

14 

15 

Bids; Request for Proposal - Crisis 
Intervention Services C871 1993 -1994 File Folder 1/21/04 

Misc. Subject Files: Det. Center Bell 
Atlantic Payphone Commissions C871 1991 -1995 File Folder 1/21/04 

Recycled 

Recycled 

i g Misc. Subject Files: Det. Center Public 
Telephone Commission Statements C871 1992 File Folder 1/21/04 Recycled 

17 
Misc. SubjectFiles; Digital Duplicator 
Information C871 1996 File Folder 1/21/04 Recycled 

I hereby certify that the records listed above were disposed of as indicated. 

  Purchasing Technician 1/23/2004 
f Signature Title Date 

DGS 550-2 (Rev. 1/S3). 





02-10-04 11;29am From-Washington County Commissioners 2403132201 T-352 P.02/03 F-994 

Washington County Department of General 
-———Services 

Reporting Agency Records Management Division 

Z T ! ^ I ~T 7275 Waterloo Road (Rte. 175) 
Purchasing Department p 0 Box 275 

Division or Unit Jessup, Maryland 20794-0275 

CERTIFICATE OF RECORDS DISPOSAL 

No. Description of Records 
(Same Title as listed on Schedule) 

Authorization 
Inclusive Dates of 

Records Destroyed 
Volume 

Cubic Feet 
Date of 

Disposal Method of Disposal 
Retention 

Schedule No, 
item 
No. 

18 Misc. Subject Files: Fire & Rescue 
Companies and Officers Listing C871 9 1994 File Folder 1/21/04 Recycled 

19 Bids: Food Services Bid Award Info, 
from Bd, of Education C871 3 1992-1998 File Folder 1/21/04 Recycled 

20 Bids: Fuel Oil Bid Award Information 
from Bd. of Education C871 3 1993 -1998 File Folder 1/21/04 Recycled 

21 Quotation: Geotechnical Services for 
Wash. Co. Health Dept. C871 5 1/92 File Folder 1/21/04 Recycled 

22 
Misc. Subject Files: Monterey House 
Land Dev. Agreement/ Corresp. C871 9 1998 File Folder 1/21/04 Recycled 

23 
Misc. Subject Files: Hazmat 25 
Inventory List C871 9 1992 File Folder 1/21/04 Recycled 

24 
Misc, Subject Files:-Inmate Phone 
System Info. C871 9 1995 File Folder 1/21/04 Recycled 

25 Misc. Subject Files: Maintenance 
Agreement Listing C871 9 1992 -1993 File Folder 1/21/04 Recycled 

26 
Misc. Subject Files: Misc. Telephone 
Correspondence C871 9 1990 -1997 File Folder 1/21/04 Recycled 

27 
Misc. Subject Files; Misc. Telephone 
Correspondence C871 9 1980 -1988 File Folder 1/21/04 Recycled 

28 
Misc. Subject Files; Misc. Telephone 
Information C871 9 1983 -1990 File Folder 1/21/04 Recycled 

29 Misc. SubjectFiles: OP1S Index 
Statements from Louis Dreyfus Ener. C871 9 12/94 -10/96 File Folder 1/21/04 Recycled 

30 Bid / Corresp,: Paving-Bituminous 
Concrete Project C871 4 6/90 File Folder 1/21/04 Recycled 

31 Misc. Subject Files; Portable Phone 
Info. C871 9 1989 FileFolder 1/21/04 Recycled 

32 
Purchase Orders: Postage Machine 
Pur, Orders/Records - Pitney Bowes C871 1 9/79,1984,1991 File Folder 1/21/04 Recycled 

33 Purchase Orders; (yellow copies) 
C871 1 1993/1994 FileFolder 1/21/04 Recycled 

34 
Bids: RFP - School Health Care Serv. 
thru Health Dept. C871 3 4/94 FileFolder 1/21/04 Recycled 

Prepare in Duplicate 

Retain one (1) copy and forward 
original to address at left. 

I hereby certify that the records listed above were disposed of as indicated. 

Koh jM^r,  —ijimooi_ 
Signature Title Date 

DCS 550-2 (Rev. 1/93). 





02-10-04 11:29am From-Washington County Commissioners 2403132201 T-352 P.03/03 F-994 

Washington County Department of General 
————- Services 

Reporting Agency  Record$ Management Division 

Purchasing Department 7275Waterloo Road (Rte, 175) 
 & r  P.O. Box 275 

Division or Unit Jessup, Maryland 20794-0275 

CERTIFICATE OF RECORDS DISPOSAL 

No. Description of Records 
(Same Title as listed on Schedule) 

Authorization 
Inclusive Dates of 

Records Destroyed 
Volume 

Cubic Feet 
Date of 

Disposal Method of Disposal 
Retention 

Schedule No. 
Item 
No. 

35 Bids: RFP for Residential Services for 
T ransitional Y outh C871 3 1993 File Folder 1/21/04 Recycled 

36 Misc. Subject Files: Rock Salt for 
Wash. Co. &l City of Hagerstown C871 9 1995 -1998 File Folder 1/21/04 Recycled 

37 Misc. Subject Files: Stockroom 
Inventory Master List C871 9 1/5/94 File Folder 1/21/04 Recycled 

38 Misc. Subject Files: Telecomm. Cons. 
Corres/Billmg Statements C871 9 1997 -1998 File Folder 1/21/04 Recycled 

39 
Misc. Subject Files: Iiifo • Telecomm. 
Plarming Conf. for Local Gov't. C871 9 1/24/91 File Folder 1/21/04 Recycled 

40 
Misc. Subject Files; Telecomm. 
Training/Telephone Set Information C871 9 11/93 File Folder 1/21/04 Recycled 

41 
Misc. Subject Files; Telephone Equip. 
Y2K Compliance Information C871 9 1998 - 2000 File Polder 1/21/04 Recycled 

42 
Misc. Subject Files: Telephone Repair 
Service Requests C871 9 1990 -1991 File Folder 1/21/04 Recycled 

43 Misc. Subject Files: Telephone Repair 
Service Requests C871 9 1992-1998 File Folder 1/21/04 Recycled 

44 
Misc. Subject Files; Telephone EKTS 
200 - Rescue Co. 28 C871 9 1990-1991 FileFoIder 1/21/04 Recycled 

45 Misc. Subject Files: Teleplus Work 
Orders/Invoices C871 9 1990 - 2000 File Folder 1/21/04 Recycled 

46 
Misc. Subject Files: Vehicle Requests 
and State Contract Information C871 9 1996-2001 File Folder 1/21/04 Recycled 

47 Misc. Subject Files: Voice Mail 
Information C871 9 1999 FileFoIder 1/21/04 Recycled 

48 Bids: Water/Waste Water Treatment 
Chemical Bid 1057.97 (City of Hag.) C871 3 97/98 FileFoIder 1/21/04 Recycled 

49 Bids: WMCPC Bid No. 95-1 for 
Computer & Copy Paper C871 3 4/95 FileFoIder 1/21/04 Recycled 

50 Bids: WMCPC Bid No. 96-21 for 
Computer & Copy Paper C871 3 11/95 FileFoIder 1/21/04 Recycled 

Prepare in Duplicate 

Retain one (1) copy and forward 
original to address at left. 

hereby certify that the records listed above were disposed of as Indicated. 

^—  Purchasing Technician  1/26/2004 
~~ Signature' Title Date 

DOS 550-2 (Rev. 1/93). 





BOARD OF COUNTY COMMISSIONERS 
OF WASHINGTON COUNTY, MARYLAND 
County Administration Building 
100 West Washington Street, Room 226 
Hagerstown, Maryland 21740 

Mr. Gabe Lopez, Director 
Records Management Division 
Department" of General Services 
7575 Waterloo Road 
P.O. Box 275 
Jessup, MD 20794-0275 

O* iiiliiiiiiilinllitniliillliiiiiliiiiiiliiiiiiiiilitiiiiiltii 



  



DEPARTMENT OF GENERAL SERVIfES 
STATE RECORDS MANAGEMENT CENfc-R 

727d Waterloo Road (Rte. 1751 
P.O. Box 275 

Jessup, Maryland 20794-0275 

certificate 

of the Public Defender 

OJ: RECORDS disposal. 

Qtporiing Ag«ney 
2 South Bond Street, Bel Air, MD 21014 

N*. 

In 

Ol. 

Ol.lil«n •< Buratu 

0««e»i»il»n of R.ccxdi 
Incly. t Tiil» •<l4/s, 

District Court Files FY 03 

Autho«ii«ti»A 
For Oicpoi«( 

Retention 
ScK«J. No. 

812 

It** 
No. 

2A 

Incluflv* 
0«t«» tf Qicoflt 

0i$ po»»d ol 

July 1, 2001 
June 30, 2002 

(Cwbic F»«t) 

LL L /7 
'•) , ^ / ' Y r' >lgn«twr« / 

DOS fl ^ O - ^ 

I S«r«by certify thot th« above lilted reeofdi were dispoied of at indicated 

t   
—^2 

PREPARE IN DUPLICATE 
Rotoin on* copy •n«J forward 
• rifinal ♦© ab*«* o4dr*c« 

0*f* of 
0i|p*«*l 

8/19/04 

lm [jJ. 
oTtT 

U*'^*^ *f 
0i« **• *1 

Burned at 
Energy 
Recovery 

{ Operations, 
Inc. 





DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission   

Traosmittal # 12-1 -CR-1 -2002  Records Management Division [ ? /) 

7275 WATERLOO RD., P.O. BOX 275 ^ ' 
JESSUP, MD 20794-0275 

PROPOSALAND CERTIFICATE OF RECORDS DESTRUCTION 

m i 1 2003 
TWELFTH DISTRICT COURT ALLEGANY 5/10/02 

COURT COUNTY DATE 

*///b/vZ 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 

(Recycle, slued, 
landfill, etc. 

Retention 
Sched. No. 

Item 
No. 

CRIMINAL RECORDS 

Criminal, Petty Offense Citations 

& Fugitive Warrant Cases 

Closed in 1998 

975 

Sec. IV 2 a, b, c 
1/1/1998 

thru 

12/31/1998 

. t-' . 

22 

f 

9-/6-02. 

■hhfu 

i-q-03 

sKrc.c^dffc/ 

Destruction-Approved by Hall of Regards Commission Destruction Certification 

' 5 • / y~7 ifodJJjlJLJn H- Ad. Clerk *■ 11-63. 
' •)ate State Archivist 1 Signature of Court Officig^/) Title * Date 

Rev. 10/83 DCS - 550 - 9 Instructions for Preparation and Submission on Reverse Side 
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^ •..*"_ V 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSALAND CERTIFICATE OF RECORDS DESTRUCTION 

TWELFTH DISTRICT COURT ALLl-OANY 5/10/02 

303% 

COURT COUNTY DATE 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 

(Recycle, shred, 
landfill, etc. 

Retention 
Sched. No. 

Item 
No. 

CRIMINAL RECORDS 

Cases Expunged in 1998 

975 

Sec. IV 2d 
1/1/1998 

thru 

12/31/1998 

5 l-q~03 

-thruu 

f-l-OZ 

Shredded 

Destructio^Approved by Hall of Rej^rds Commission Destruction Certification 

Date State Archivist I Signature of Court Omc/al Title Date 

Rev.,10/83 DGS - 550 - 9 Instructions for Preparation and Submission on Reverse Side 
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DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

(St?) 

PROPOSAL AND CERTIFICATE OF RE 
.X ^ .v 

Accession #. 01A219.01 A220.-00A240( 
5P 

RDS DESTRUCTION 

00A239.00A238.00A237 
District Court of Maryland 

COURT 
Allegany 

COUNTY DATE July 30, 2003 

Series 
No. 

Descriptions of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

~y~ 

Method of 
Destruction 

(Recycle, shred, landfill, etc.) 

2219 
Microfilm Traffic Md Rule 2219 

Sec VI 
Item 2 1996 

1997 

1995 

1994 

1993 

1992 

4 

4 

4 

4 

5 

4 

as*-"/ 

-it 

Destruction Approved by Hall of Records Commission Destruction certification 

AUG 2 8 2003 

Date State Archivist ' Sisnature of Court Official Signature of Court Official Title Date 

Rev. 10/83 GS-55Q-9 Instructions for Preparation and Submission on Reverse Side 



INSTRUCTIONS FOR PREPARATION 

1. PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION. METHOD OF 
DESTRUCTION. AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX 275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

3. THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 
CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 
BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRANGEMENTS WILL 
BE MADE FOR TRANSFER TO THE HALL OF RECORDS. 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND r COPY TO THE CHIEF CLERK'S OFFICE.) 

5. FOR YOUR INFORMATION- 

ONE LETTER-SIZE FILE DRAWER = 1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSALAND CERTIFICATE OF RECORDS DESTRUCTION 

yoa. 

TWELFTH DISTRICT GARRETT 5/16/02 
COURT COUNTY DATE 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc. 

Retention 
Sched, No. 

Item 
No. 

CIVIL RECORDS 

Sum Certain Judgments 

Expired Judgments in 1989 

975 

Sec. II 2 
I/1/I989 

thru 

12/31/1989 

7 2-13-2003 Landfill 

JUN 0 5 2002 

DestructioB^pnroved by Hall of Repbrds Commission Destruction Certification 

Ad Clerk (3/ SS/O 3 
Date State Archivist y Signature of Court Offic^y Title ' Date 

Rev. 10/83 DOS - 550 - 9 Instructions for Preparation and Submission on Reverse Side 
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DEPARTMENT OF GENERAL SERVICES 
' '-%> Hall of Records Commission 

Tra.ismittal # 12-2-SP-1-2002 Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

TWELFTH DISTRICT GARRETT 5/16/02 

COURT COUNTY DATE 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc. 

Retention 
Sched, No. 

Item 
No. 

MISCELLANEOUS RECORDS 

Special Proceeding cases 

Closed in 1989 

975 

Sec. VI 1 

1/1/1989 

thru 

12/31/1989 

3 12-3-2002 Landfill 

Destructky^pproved by Hall of Rwords Commission Destruction Certification 

KrtUhvn H. SUJUJ AH derk OIA 
Date State Archivist j' Signature of Court QlflRcial Title ' I^ate 

Rev. 10/83 DCS - 550 - 9 Instructions for Preparation and Submission on Reverse Side 

03 





DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSALAND CERTIFICATE OF RECORDS 

TWELFTH DISTRICT GARRETT 4-/7/03 

COURT COUNTY DATE 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc.) 

Retention 
Sched. No. 

Item 
No. 

CIVIL RECORDS 

Sum Certain Judgments 

Expired Judgments in 1990 

975 

Sec. II 2 
1/1/1990 

thru 

12/31/1990 

8 
Xandfi jj 

DESTRUCTION 

Destruction Approved by Hall of Records Commission 

APR 2 B 2003 

Date 
fyit/AJMjr) //V/ 

Destruction Certification 

fc/ Ad Clerk 

Rev. 10/83 DCS - 550 - 9 

Signature of Court Of^g^ Title 

Instructions for Preparation and Submission on Reverse Side 

' -Date 





Transmittal # 12-2-SP-1-2003 

TWELFTH DISTRICT GARRETT 4/7/03 

COURT COUNTY DATE 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc.) 

Retention 
Sched. No. 

Item 
No. 

MISCELLANEOUS RECORDS 

Special Proceeding cases 

Closed in 1990 

975 

Sec. VI I 

1/1/1990 

thru 

12/31/1990 

4 

lo-3l-Md3 UindfJ] 

DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSALAND CERTIFICATE OF RECORDS DESTRUCTION 

32^3 

APR 2 8 2003 

Destruction Anproved by Hall of RccokIs Commission Destruction Certification 

KcdJjjlJLrnH* l/ 
Date 

Rev. 10/83 

State Archivist 

DOS - 550 - 9 

Signature of Court Offic 
Ad Clerk 

Title )ate 

Instructions for Preparation and Submission on Reverse Side 
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DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 Waterloo RD., P. O. Box 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 
~~7 j/ ^ 7 " J T~ 

Accession #00A22400A223.00A222-00A221 -00A220.00A219.01A87 

District Court of Maryland Oakland 
COURT COUNTY DATE July30,2003 12-2 

Series 
No. 

Descripticns of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 

(Recycle, shred, landfill, etc.) 

2219 
Microfilm Traffic Md Rule 2219 

Sec VI 
Item 2 

1995 
1996 

1991 

1992 

1993 

1994 

1997 

2 

2 

2 

2 

2 

2 

2 

/o -/k-d3 

AM 2 8 2003 

Date 

Rev. 10/83 GS-55Q-9 

Destruction Approved by Hall of Records Commission Destruction certification 

State Archivist Signature of Court Official Title 

Instructions for Preparation and Submission on Reverse Side 

Date 



INSTRUCTIONS FOR PREPARATION 

1. PREPARE IN DUPLICATE. LEAVE COLUMNS DATE OF DESTRUCTION, METHOD OF 
DESTRUCTION, AND DESTRUCTION CERTIFICATION BLANK UNTIL ACTUAL 
DESTRUCTION HAS BEEN COMPLETED BY YOUR OFFICE. 
(DISTRICT COURTS SHOULD PREPARE CERTIFICATES AT LEAST IN TRIPLICATE.) 

2. MAIL TO THE STATE RECORDS MANAGEMENT CENTER, P. O. BOX275, 
7275 WATERLOO RD. (RT. 175), JESSUP, MD 20794. 

3. THE RECORDS MANAGEMENT DIVISION WILL FORWARD THE PROPOSAL AND 

CERTIFICATE OF RECORDS DESTRUCTION FORMS TO THE STATE ARCHIVIST FOR 
APPROVAL. IF THE RECORDS PROPOSED FOR DESTRUCTION ARE CONSIDERED 

BY THE STATE ARCHIVIST TO BE OF ARCHIVAL VALUE. ARRANGEMENTS WILL 
BE MADE FOR TRANSFER TO THE HALL OF RECORDS. 

4. IF THE STATE ARCHIVIST APPROVES THE DESTRUCTION. BOTH COPIES 
WILL BE SIGNED AND RETURNED TO THE COURT. UPON RECEIPT, INDICATE THE 
DATE AND METHOD OF DESTRUCTION IN THE PROPER COLUMNS, AND HAVE THE 
DESTRUCTION CERTIFICATE SIGNED BY A COURT OFFICIAL (TO BE A PERSON 
RETAIN ONE COPY FOR YOUR FILE, AND FORWARD THE SECOND COPY TO THE 
RECORDS MANAGEMENT DIVISION AT THE ABOVE ADDRESS. (DISTRICT COURTS 
MUST SEND r COPY TO THE CHIEF CLERK'S OFFICE.) 

5. FOR YOUR INFORMATION- 

ONE LETTER-SIZE FILE DRAWER = 1.5 CU. FT. OF RECORDS 
ONE LEGAL - SIZE FILE DRAWER = 2.0 CU. FT. OF RECORDS 
ONE RECORDS CENTER BOX = 1.0 CU. FT. OF RECORDS 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

TWELFTH DISTRICT GARRETT 5/16/02 
COURT COUNTY DATE 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc. 

Retention 
Sched. No. 

Item 
No. 

ADMINISTRATIVE RECORDS 

Administrative Operation Files 
Commissioner Activity Reports 
Applications for Charging 
Documents (No probable cause) 
General Correspondence 

975 

Sec. I 
1/1/1998 

thru 

12/31/1998 

8 8-15-2002 Landfill 

Destructkm^Anproved by Hall of R^pords Commission 

JUN 0 5 Z002 

Destruction Certification 

Date 

Rev. 10/83 

State Archivist 

DGS - 550 - 9 

^/n H- \UaJ2(n(i Ad Clerk 3ijas]03 
Signature of Court dfcdjsX Title /Date 

Instructions for Preparation and Submission on Reverse Side 





Transmits 1 # 12-2-CV-1-2002 
/ 

DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

_ Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSALAND CERTIFICATE OF RECORDS DESTRUCTION 

TWELFTH DISTRICT GARRETT 5/16/02 
/r/e 

COURT COUNTY DATE 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc. 

Retention 
Sched. No. 

Item 
No. 

CIVIL RECORDS 

Sum Certain Judgments 

Satisfied/Dismissed cases in 

1998 

975 
Sec. II 2 

I/I/I998 
thru 

12/31/1998 

4 12-3-2002 Landfill 

Destructiojju^pproved by Hall of Rp^ards Commissjpn 

JUNO 5 Ml? 

ill of Reeprds Commissipti Destruction Certification 

Date 

Rev. 10/83 

State Archivist 
[{pdJJiunnH- 

Signature of Court O 
Ad Clerk 

Title 

as 

DOS - 550 - 9 Instructions for Preparation and Submission on Reverse Side 





DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Transmiftal # 12-2-A-1-2002 Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

TWELFTH DISTRICT GARRETT 5/16/02 

COURT COUNTY DATE 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc. 

Retention 
Sched. No. 

Item 
No. 

CRIMINAL RECORDS 

Civil Citations and 

Municipal Infraction cases 

Closed in 1998 

975 

Sec. VI 2 

1/1/1998 

thru 

12/31/1998 

1 12-3-2002 Landfill 

:tioa-Ayproved by Hall of Recgrds Commissioii Destructiot^Approved by Hall of Records Commissiop Destruction Certification 

m 0 5 zooz 

Date State Archivist / Signature of Court Offie 

Rev. 10/83 DGS - 550 - 9 Instructions for Preparation and Submission on Reverse Side 

IjI/Jjuj/i A/ \Ua/Ic^l Ad cierk 
Signature of Court Offi/iki// Title Dar(e 





DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSALAND CERTIFICATE OF RECORDS DESTRUCTION 

3/^9 

i/n/i. a? 

TWELFTH DISTRICT GARRETT 5/16/02 
COURT COUNTY DATE 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc. 

Retention 
Sched. No. 

Item 
No. 

CRIMINAL RECORDS 

Cases Expuneed in 1998 

975 

Sec. IV 2d 

1/1/1998 

thru 

12/31/1998 

3 11-7-2002 Shredded 

DestructfjSiPJWjroved by Hall of S^fcords Cpmmisjrion 

Jl)N 0 5 2002 

Date 

Rev. 10/83 

Destruction Certification 

cUt/JjUyn H- )UcJlcnd Ad Clerk 
State Archivist 

DOS - 550 - 9 

Signature of Court Official/// / Title 

Instructions for Preparation and Submission on Reverse Side 

' l/ate 
Cl2l 





DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

lYansmittal # 12-2-CR-1-2002 Records Management Division ( 3 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

TWELFTH DISTRICT GARRETT 5/16/02 

COURT COUNTY DATE 

l// r/oy 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc. 

CRIMINAL RECORDS 

Criminal, Petty Offense Citations & 

Fugitive Warrant Cases 

Closed in 1998 

975 

Sec. IV 2 a, b, c 

1/1/1998 

thru 

12/31/1998 

12-3-2002 Landfill 

Destructioj^Approved by Hall of Re^rdsXomniissipn 

m ft s zoo? / 

Destruction Certification 

Date 

Rev. 10/83 

State Archivist 
Ad Clerk 

DCS - 550 - 9 

Signature of Court OfficuU // Title 

Instructions for Preparation and Submission on Reverse Side 

' Due 
03 
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Transmillal # 12-2-NR-1-2002 

DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

  Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSALAND CERTIFICATE OF RECORDS DESTRUCTION 

TWELFTH DISTRICT GARRETT 5/16/02 
COURT COUNTY DATE 

l/zt/d J 

Series 
No. 

Description of Records 
Authorization Inclusive 

Dates of Records 
Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc. 

Include Title and/or Form Number Retention 
Sched. No. 

Item 
No. 

CRIMINAL RECORDS 

Natural Resources cases 

Closed in 1998 

975 

Sec. IV 2 a, b, c 

1/1/1998 

thru 

12/31/1998 

1 
12-3-2002 Landfill 

DestructioajJ^proved by Hall of Rc^rds Commission 

JUN 0 5 2002 

Destruction Certification 

Date State Archivist Signature of Court Offli 
Ad Clerk 

Title ' Date 

Rev. 10/83 DGS - 550 - 9 Instructions for Preparation and Submission on Reverse Side 
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DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

TWELFTH DISTRICT GARRETT 5/16/02 

COURT COUNTY DATE 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Author 

Retention 
Sched. No. 

ization 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Dale of 

Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc. 

CRIMINAL RECORDS 

Traffic Citations - old 

Serious Traffic Folders 

Closed in 1998 

975 

Sec. IV 2 a, b 

1/I/I998 

thru 

12/31/1198 

5 8-15-2002 Landfill 

DestrucJkrjj>Approved by Hall ofK2cords Commission Destruction Certification 

J(J^5 ^ Ad Clerk Qj^/Q 3 
Date State Archivist j Signature of Court Qjfc^ial Title JJate 

Rev. 10/83 DGS - 550 - 9 Instructions for Preparation and Submission on Reverse Side 





DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSALAND CERTIFICATE OF RECORDS DESTRUCTION 

TWELFTH DISTRICT GARRETT 5/16/02 
i/zr/d 

COURT COUNTY DATE 

Scries 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc. 

Retention 
Sched. No. 

Item 
No, 

ELECTRONIC RECORDINGS 

For Year of 1998 

975 

Sec. II 

& 
Sec. IV 

2 

2 

1/1/1998 

thru 

12/31/1998 

2 1-10-2003 Landfill 

Destructip^Approved by Hall of Records Commission 

JUK 0 5 2002 jT 

Destruction Certification 

Date 

Rev. 10/83 

State Archivist 
'aMdumtL 

Signature of Court Ofncnal 
Ad Clerk 

Title 
a/as/ 
' Date 

03 

DCS - 550 - 9 Instructions for Preparation and Submission on Reverse Side 





DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSALAND CERTIFICATE OF RECORDS DESTRUCTION 

TWELFTH DISTRICT GARRETT 5/16/02 
COURT COUNTY DATE 

3^ 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc. 

Retention 
Sched. No. 

Item 
No. 

FISCAL RECORDS 

DCA 1, DCA 2, DCA 3, DCA 4, 

DCA 4a, DCA 9 DCA 11, DCA 27, 

DCA 254, bank books & statements, 

cancelled checks, check stubs, cash 

receipt journals, R-l, DCA 31, 

expense accounts, certified mail 

books & logs, transmittal sheets, 

roster cards, payroll & check register, 

time cards, purchase orders, 

receiving reports, warehouse 

requisitions, xerox bills, credit 

bureau bills, deferred payment 

sheets, court fund sheets, daily work 

folders 

975 

Sec. V 1 a, b 
2 

1/1/1998 

thru 

12/31/1998 

20 8-15-2003 Landfill 

JUN D S 2002 

Date 

DestructioH^fpnroved by Hall of RjXpbrds Commisskm Destruction Certification 

State Archivist 
KqXUjusr) H- 

Rev. 10/83 DCS - 550 - 9 

Ad Clerk 
Signature of Court Offig^a/1 Title 

Instructions for Preparation and Submission on Reverse Side 

?/aj/ 
7 Bate 

03 
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DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTIO 

TWELFTH DISTRICT GARRETT 4-/7/03 

COURT COUNTY DATE 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc.) 

Retention 
Sched. No. 

Item 
No. 

ADMINISTRATIVE RECORDS 

Administrative Operation Files 
Commissioner Activity Reports 
Applications for Charging 
Documents (No probable cause) 
General Correspondence 

975 
Sec. I 

1/1/1999 
thru 

12/31/1999 

9 
z-n-oq 

DestructionApproved by Hall of Records Commission Destruction Certification 

APR 2 8 2003 Ad Clerk 
Date State Archivist | Signature of Court Offi^^/ Title Date 

Rev. 10/83 DGS - 550 - 9 Instructions for Preparation and Submission on Reverse Side 
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Transmittal # 12-2-CV-1-2003 

DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

  Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTIO N 
3^ 

TWELFTH DISTRICT GARRETT ^7/03 
COURT COUNTY DATE 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc.) 

Retention 
Sched. No. 

Item 
No. 

CIVIL RECORDS 

Sum Certain Judgments 

Satisfied/Dismissed cases in 

1999 

975 
Sec. II 2 

I/I/I999 
thru 

12/31/1999 

5 
a-n-of- Land ft' ij 

Destruction Approved by Hall of Records Commission Destruction Certification 

Ad Clerk 
Date State Archivist ' / Signature of Court Offlod^l Title > / Date 

Rev. 10/83 DGS - 550 - 9 Instructions for Preparation and Submission on Reverse Side 





DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

TWELFTH DISTRICT GARRETT 4/7/03 

COURT COUNTY DATE 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc.) 

Retention 
Sched. No. 

Item 
No. 

CRIMINAL RECORDS 

Cases Expunged in 1999 

975 

Sec. IV 2d 
1/1/1999 

thru 

12/31/1999 

4 
6-/5-.300 3 Sbreddoc/ 

Destruction Approved by Hall of Records Commission 

APR 2 B Iduj 

Destruction Certification 

Date 

Rev. 10/83 

State Archivist 
i<nnLo^K/UJrJJ^<J 

Signature of Court O, 
Ad Clerk 

Title 
///a/a 3 

' ' Date 

DGS - 550 - 9 Instructions for Preparation and Submission on Reverse Side 
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DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

1 imsmittal # 12-2-A-1-2003 Records Management Division 

7275 WATERLOO RD., P.O. BOX 275 
JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

TWELFTH DISTRICT GARRETT 4/7/03 

COURT COUNTY DATE 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc.) 

Retention 
Sched. No. 

Item 
No. 

CRIMINAL RECORDS 

Civil Citations and 

Municipal Infraction cases 

Closed in 1999 

975 
Sec. VI 2 

1/1/1999 
thru 

12/31/1999 

2 
Londfill 

Destruction Approved by Hall of Records Commission 

APR 2 8 m  \(ndUbiur) H- LkxJJ<ncl 
Date State Arcllivist * *Nlonntiirf> r\f I 

Rev. 10/83 

State Archivist 

Destruction Certification 

Ad Clerk j//m i 

DGS - 550 - 9 

Signature of Court Offiafl^iy Title ' /Date 

Instructions for Preparation and Submission on Reverse Side 





Transmittal # 12-2-CR-1-2003 

DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

  Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

TWELFTH DISTRICT GARRETT 4/7/03 
COURT COUNTY DATE 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization 

Retention 
Sched. No. 

Item 
No. 

Inclusive 
Dates of Records 

Destroyed 
" Volume 

s (Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc.) 

CRIMINAL RECORDS 

Criminal, Petty Offense Citations & 

Fugitive Warrant Cases 

Closed in 1999 

975 

Sec. IV 2 a, b, c 

I/1/I999 

thru 

12/31/1999 

/0-24-3003 Landfill 

Destruction Approved by Hall of Records Commission D 

Qtaf#* Arr»ViiAricf I <-■>«-A ..-4- CWC* 

APR 2 8 2003 

Date 

Destruction Certification 

Ad Clerk 
State Archivist 

Hizh ^ 

Rev. 10/83 DOS - 550 - 9 

Signature of Court Officially Title / /Date 

Instructions for Preparation and Submission on Reverse Side 





Transmittal # 12-2-NR-1-2003 

DEPARTMENT OF GENERAL SERVICES 
Hall of Records Comtnission 

  Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

TWELFTH DISTRICT GARRETT •4f7/03 
COURT COUNTY DATE 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc.) 

Retention 
Sched. No. 

Item 
No. 

CRIMINAL RECORDS 

Natural Resources cases 

Closed in 1999 

975 

Sec. IV 2 a, b, c 
1/1/1999 

thru 

12/31/1999 

2 
A-n-o^ jjoundfil 1 

Destruction Approved by Hall of Reconls Commission Destruction Certification 

APR 2 8 m jScjJhUtiun A/. Adcierk 
Date State Archivist / Signature of Court Officer/ Title ^Date 

Rev. 10/83 DGS - 550 - 9 Instructions for Preparation and Submission on Reverse Side 





DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 ( 22-S1 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

TWELFTH DISTRICT GARRETT 4-/7/03 

COURT COUNTY DATE 

Series 
No. 

Description of Records 
Authorization Inclusive 

Dates of Records 
Destroyed 

Volume 
(Cubic Feet) 

Date of 
Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc.) 

Include Title and/or Form Number Retention 
Sched. No. 

Item 
No. 

CRIMINAL RECORDS 

Traffic Citations - old 

Serious Traffic Folders 

Closed in 1999 

975 

Sec. IV 2 a, b 

1/1/1999 

thru 

12/31/1199 

6 

lb-M'03 Londfilj 

Destruction Approved by Hall of Records Commission Destruction Certification 

APR 2 8 2003 

Date 
fatAharrsH-^ 

State Archivist ' r 
Ad Clerk //^3 

Rev. 10/83 DCS - 550 - 9 

Signature of Court (/^fiyfal Title / / Date 

Instructions for Preparation and Submission on Reverse Side 



lll/ojo? 



DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

TWELFTH DISTRICT GARRETT 4^7/03 

COURT COUNTY DATE 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc.) 

Retention 
Sched. No. 

Item 
No. 

ELECTRONIC RECORDINGS 

For Year of 1999 

975 

Sec. n 

& 

Sec. IV 

2 

2 

1/1/1999 

thru 

12/31/1999 

3 
A-/7-(3f Ujndft/I 

J 2 92. 

Destruction Approved by Hall of Records Commission 

>4PR 2 6 2Q03 

Date 
}hiUoij)nH.4 

State Archivist 

Destruction Certification 

Signature of Court O 
Ad Clerk 

Title /Date 

Rev. 10/83 DGS - 550 - 9 Instructions for Preparation and Submission on Reverse Side 





DEPARTMENT OF GENERAL SERVICES 
Hall of Records Commission 

Records Management Division 
7275 WATERLOO RD., P.O. BOX 275 

JESSUP, MD 20794-0275 

PROPOSAL AND CERTIFICATE OF RECORDS DESTRUCTION 

TWELFTH DISTRICT GARRETT 4/7/03 

COURT COUNTY DATE 

(J29J) 

Series 
No. 

Description of Records 
Include Title and/or Form Number 

Authorization Inclusive 
Dates of Records 

Destroyed 
Volume 

(Cubic Feet) 
Date of 

Destruction 

Method of 
Destruction 
(Recycle, shred, 
landfill, etc.) 

Retention 
Sched. No. 

Item 
No. 

FISCAL RECORDS 

DCA 1, DCA 2, DCA 3, DCA 4, 

DCA 4a, DCA 9 DCA 11, DCA 27, 

DCA 254, bank books & statements, 

cancelled checks, check stubs, cash 

receipt journals, R-l, DCA 31, 

expense accounts, certified mail 

books & logs, transmittal sheets, 

roster cards, payroll & check register, 

time cards, purchase orders, 

receiving reports, warehouse 

requisitions, xerox bills, credit 

bureau bills, deferred payment 

sheets, court fund sheets, daily work 

folders 

975 

Sec. V 1 a, b 
2 

I/1/I999 

thru 
12/31/1999 

21 
a-n-of 

Landftlj 

DestructioiLApproved by Hall of Recgqls Commission 

APR 2 8 iuuj £■. 

Date State Archivist 

Rev. 10/83 DGS - 550 - 9 

Destruction Certification 

*(riiAhuisn H. Ad Clerk 
Signature of Court Offi^/ Title 

Instructions for Preparation and Submission on Reverse Side 

' ^)ate 
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DGS 550-2 

Division of Parole and Probation 

221 A. S Third Street 

Oakland, MD 21550 

Department of General 

Services 
Records Management Division 
7275 Waterloo Road (Rt. 175) 

PO Box 275 
Jessup, Maryland 20794-0275 

Prepare in Duplicate 

Retain one (1) copy and forward 
original to address at left 

CERTIFICATE OF RECORDS DISPOSAL 

No. Description of Records 
(Same Title as listed on Schedule) 

Authorization Inclusive Dates of 
Records 

Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of Disposal 

Retention 
Schedule 

No. 

Item 
No. 

1 1496X5 1-5-98 9/12/06 Shred 

2 1X106 2-2-98 9/12/06 Shred 

3 4X00000809 6-29-98 9/12/06 Shred 

4 1411X4 9-25-98 9/12/06 Shred 

5 49244 9-29-98 9/12/06 Shred 

6 48655 1-11-99 9/12/06 Shred 

7 781X4 1-4-99 9/12/06 Shred 

8 5X00000824 3-2-99 9/12/06 Shred 

9 605423X0 3-2-99 9/12/06 Shred 

10 703102 4-10-99 9/12/06 Shred 

11 X00000350 5-3-99 9/12/06 Shred 

12 1X379 6-8-99 9/12/06 Shred 

13 4X00000816 5-11-99 9/12/06 Shred 

14 607334X0 6-7-99 9/12/06 Shred 

15 2X00000877 8-27-99 9/12/06 Shred 

16 3X1774 11-5-99 9/12/06 Shred 

17 5X00001398 11-3-99 9/12/06 Shred 

18 6X1868 1-4-00 9/12/06 Shred 

19 5X1251 1-4-00 9/12/06 Shred 

20 3X00002425 9-11-00 9/12/06 Shred 

21 3X00001396 10-11-00 9/12/06 Shred 

22 5X2098 5-22-00 9/12/06 Shred 

23 277X4 5-30-00 9/12/06 Shred 

24 X00002422 7-19-00 9/12/06 Shred 

25 0000001446X4 8-22-00 9/12/06 Shred 

26 005X00002595 9-28-00 9/12/06 Shred 

1^ hereby certify that the records listed above were disposed of as indicated. 

jvij/'td ^ 'iljl 
Signature ^ 

9-15-01, 




