
DOS-SSO-1
REV. 7/««

DEPARTMENT OF GENERAL SERVICES
Record* Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

$r DOLE
NC

1084
PACE
NO.

S t a t e E th ics Commission

Item
No. Description Retention

1.

2.

5.

board and Commission Departmental Files
Includes correspondence between the Ethics Commis-
sion and various State Cabinet Departments regarding
Ethics Law coverage of boards and commissions in that
department

Board and Commission General Information
Includes copies of general information materials sent
to all boards and commissions. Generally these re-
late to financial disclosure requirements and exemp-
tions

Independent Board and Commission Files
Files cover all boards and commissions not within a
particular Department. Generally materials relate to
coverage, exemptions and financial disclosure

Meeting Minutes - 1979 to Present

Files contain Commission minutes materials sent to
the Commission prior to the meeting, the agenda, and
retained other material handed out at the meeting

Agency Financial Disclosure Correspondence
Includes information on each agency and jobs that re-
quire financial disclosure. Most of the file relates
to additions and deletions in the financial disclo-
sure filing list

Sctiadul* Approved by tUportmcnt,

Ag«ncy, or Dlvlilon JMp>«l*ntotlv«

Executive
Director

Sdicdul* Authorlitd ky

Retain for life of board
or commission and eight
(8) years thereafter,
then destroy

Retain for life of board
or commission and eight
(8) years thereafter,
then destroy

Retain for life of board
or commission and eight
(8) years thereafter,
then destroy

Retain minutes per-
manently. One copy of
other materials may be
for twelve (12) years,
then destroyed if no
longer useful

Permanent retention.

y^oott
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REV t >5

I tem

No.

RECORDS RETEHTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET) NO.

—tee*-
PAGE 2
MO.

Description Retention

6.

10.

11.

12.

Seneral Financial Disclosure Correspondence
Included are general financial disclosure correspon-
pondence for each calendar year. Most of this in-
formation is also contained in other files

Financial Disclosure - General Development Files

Retain seven (7) years,
then destroy

Retain permanently
ncluded are draft forms and materials related to Law
hanges including same legal analysis

Conflict of Interest - Title 3 Retain permanently
Included are letters, memos and other informal Com-
mission rulings concerning various sections of the
Public Ethics Law

•egislative Files
Included are memos, bills, fiscal notes, correspon-
dence and related materials for each legislative
year

Ethics Materials from Other States
ncluded are files from each jurisdiction that inter-
acts for information purposes with the State Ethics
Commission

Local Government General Information

Retain in office for ten
(10) years, then trans-
fer to Records Center
until twenty (20) years
old, then destroy

Retain until superseded
or revised

Retain permanently
Included are general files relating to the implemen-
tation of local government ethics laws and Commission
requirements including regulations

..ocal Government Ethics Laws
There is a file for each county and Baltimore City.
Components include exemptions, approval of laws or
egulations and various review documents

Retain permanently



I HUM KM I A

REV 2/VS

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHXDUU

NO.
i I"IQLL

PAGE
NO.

Item

No. Description Retention

13.

14.

General Administration
Includes miscellaneous reports, guidelines from othe
agencies and regulations related material. Some
general correspondence is also included

Ethics Financial Disclosure Reports
Included are personal financial disclosure forms and
other related personal disclosure forms. also
included is related correspondence

15. Lobbying Activity Reports and Registration Forms
Included are lobbyist registration forms, activity
reports and related correspondence

16.

17,

Complaint Files
Included are formal legal complaint documents and
related investigative reports, cure agreements,
settlements, findings at hearings and related cor-
respondence

Preliminary Inquiry Matters
Included are items pertaining to preliminary inves-
tigations and related Commission decisions

Retain in office for
seven (7) years. Trans-
fer to Records Center
for five (5) years, then
destroy

Retain until seven (7)
years after a filer is
no longer active, then
destroy, except Gover-
nor, Lt. Governor, Trea-
surer, Attorney General,
Comptroller, Secretary of
State, Department secretaries
and-~members of the~-*<3eneral
Assembly -reports which are
retained permanently.

Retain in office until
seven (7) years after a
lobbyist becomes inac-
tive for an employer.
Then transfer to Records
Center to be retained
for five (5) years, then
destroy

Retain permanently

Retain for fifteen (15)
years and screen for on-
going value and if not
of value, then destroy



RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

JCMZDULU

NO. ^084

PAGE 4
MO.

Item
No Description Retention

18.

19.

20.

21.

22.

23.

24.

Potential Conflict of Interest Matters
Included is information brought to Commission's at-
tention that might suggest a violation of the Public
Ethics Law. File contains information about the
situation and any Commission determination

Bills Received and Authorized for Payment
Includes copies of significant bills which have been
sent to Annapolis for payment. This file is a par-
tial back, up file to the actual file maintained in
the Governor's administrative office

Expense Account Files
Includes extra copies of expense accounts that have
been forwarded to the Governor's Annapolis office for
payment

Budget Files
Included are materials related to the budget for eact
fiscal year. Generally, they are back-up documents
or copies of documents maintained in the Governor's
administrative office

Personnel Files

Includes materials related to current for former em-
ployees of the Commission

Job Applicants
Includes resumes and correspondence regarding unsuc-
cessful applicants for various jobs at the Commis-
sion

Advisory Opinions
Included are requests, correspondence, research and
written opinions

Retain for fifteen
(15) years and screen
for ongoing value and
if not of value, then
destroy

Retain three (3)
years, then destroy

Retain five (5) years,
then destroy

Retain eight (8)
years, then destroy

Retain fifteen (15)
years after termina-
tion of employment,
then destroy

Retain four (4) years,
then destroy

Retain permanently



Records Management Division

AOENCT RECORDS mVENTOKT Page No.
—Lof Ik

i . Department
Executive Department

2. Division

3. Unit
State Ethics Commission

k* Record Series and Title: (Def. A group of records filed as a unit, used as a unit, and which
i&ay be transferred or disposed of as a enit.)

" 1. Board & Commission-Departmental Files

Description: (Give a brief description of a typical folderj include content, purpose, and
form name(s) end number(s)#

Folders are organized by Department and include correspondence between Ethics

Commission, individual commissions and the Department regarding coverage of

Ethics Law. File is used to determine the current legal ^status of each board and

to determine the history of that status.

•£KCL?«ei-EaS-fl-J?jmfljgLte inventory ehfift fnr
|5« Preterit Voluroe on Hand (No, of f i l e drawers)
1 2
| 6 . Estir-.sted Accumulation (Y^arlyX"

1/8

p&ch—EACQĵ  5f r*»fl?
7« Audit ;. :quir«nents '

State CHI ; ^
federal f~~/ rlnternal ZH7
ltxJq>cndcnt 1

^Lrtemal EZT
B7 EatiJictcd Activity per JPlle Drawert (Activity Ouido- EIG{{ (used dAily))^5SII^>(onco/tvico*

monthly)} LOW (lose than once swnthXy). )
Current Yoer K (g> L
After 1. I r , H @ L After vhat year doso act ivi ty bacoisa LOW N / A

|9» Could Record Serioa be atorcd in the State
Recorde Ctsnter.

ITnon t

10, RflcoBnendcd Retention!
Records should be retained by Ethics Commission!

Records of Boards or Commissions that are abolished|
should be destroyed 8 years after that
abolishment.

|^«JKvcntory prepwed by I>.t«i
(Fr in t KS^BJ

DQS«E}4-10 V 8 1



Records Management D i v i s i o n

AGENCY. RECORDS OTVENIOKT Page No.
—2-of -2k-

1 . ^Department

Executive Department

2# Division
State Ethics Commission

3. Unit

U» Record Series «nd Title: (Def. A group of records filed as
any be transferred or disposed of as a unit.)

• 2. Board & Commission.- General Information

a unit, used as A unit, and which

Description! (Qive a brief description of a typical folderj include content, purpose, and
form name(s) and nuznber(s).

This group of files includes general operational materials sent all boards

and commissions, departments and individual agencies regarding the process of filing

financial disclosure hy board & commission members, as well as the requirements for

requesting an exemption from the Public Ethics Law. The series also includes

materials relating to the drafting and adoption of board and commission financial

disclosure regulations.

./itpJ.&iJteg a gf-parflt* itjvtintnry tthrot for
5» Present Volume on Hand (No, of file drawersj

1
6. gtftir.ated Accumulation (Yearly)

1/5

fashJ^axax^ Sfrriftg.)
7. Audit J.-quirwnenta, ~

State tMZ ^
Federal m [Internal / T
Independent 1

U"•External CZT
6. Eatinatcd Activity per ?l le Drawert (Activity Ouida- EIGH (used d*±ly)j MEDIUM"donee/twice

»»nthly)| LOW (less than once nonthly), )
Currvnt Tcir H (H) L
After 1. Tr, H ® h After vhat year A090 act ivi ty bacoiao IDM N/A

9m Could Racord Serioa be stored in the State
Records Center,

YES / 7 no r&?
tthon:

10. RftcoEsnended Rotentionj
This is a general historical reference

file currently planned for permanent retention.

H«oFnvcntory prepared by ^ Drt«i
(Print K&nre;

DGS-KH-10 V S l



Records Management D i r i c i o a

AGENCY. RECORDS OTVENTOKT Page No.
- 2 . of -24-

1. ^Department

Executive Department

2* Division
State Ethics Commission

3. Unit

b» Record Series and Title: (Def. A group of records filed as a tmit, ueed as A unit, and which
any be transferred or disposed of as a unit.)

3. Board & Commission-Independent Boards Files

Descriptiont (Oive a brief description of a typical folder| include content, purpose, and
form naroe(s) and number(s).

This series includes a file for each independent board or commission,

not within a specific--department. Each file contains documents & materials

that note their status as public officials under the Law, their disclosure

status (whether they have to file or are exempt) and any other correspondence

dealing with their legal status.

•/Kafcai-Pfle a Fryiarst* iwrf.ntnry P.^nt for
|5« Present Volume on Hand (No, of file drawers)

|6, Eatir.stcd Accumulation (Yearly)
178

ptjarh T\*rnr*i S^Hws)
7. Audit .'. quirwnents

State Ggf , %

TederRl £Zl rlnternal £Z7
Independent [

•External EZT
6. Eatinatcd Activity por f i le Drawerj (Activity Ouid«>- EEGH (used daily) j KEDIUM (onco/twico

B»nthly;i LOW (less than once »Dnthly). )
Current To«r H ® J,
After 1. I r , H ® L After what ywr doso ac t l r l ty baootsa V)V N / A

|9. Could Record Serioo be stored in the State
Fkecord8 Center,

YES £ZJ RO / ^ 7

Whom

I1-1* ottventory prepared by

T©l»^hona Ku^b-ori

10, RecoEnended Retentiont !
Records should be retained by the State Ethics {

Commission. Records of Boards or Commissions that
are abolished should be destroyed 8 years after
that abolishmeh.t.

Rrtfli
(Print Ksx»a)

DOS-R4-10 V8l



Records ftansgeroont D i r l c l o a

AGENCY REOORDS TINEHTOJC[ Page No,

i , department

Executive Deparment

2. Division
State Ethics Commission

3. Unit

Record Sories end Title: (Def. A group of records filed as a unit, used as a unit, and which
aay be transferred or disposed of as a unit.)

• 4. Meeting Miautes - L979 to Present

Description! (Give a brief description of a typical folderj include content, purpose, and
form name(s) end number(s).

Folders are o-rganized by meetings. Meetings are generally held on a monthly

basis. A typical^folder includes a copy of all documents included in mailout

i

materials in preparation of the meeting, as well as any issues raised during the ' '

meeting. Minutes are also included.

5.
• ,,, fJJflte?. .Pas
Present Volune

fl
on

4

tCPATP t<» lirvK.ntjM~v
Hand

Ectiir.Bted Accurauletdon
1/3

(No. of f i l e

(Yearly)

Rhpf»t. fnr
drawerB) 7. Audit :>

6Ute C
•quirwnents^
vvT ' ^

F&der*l /—/ rlnternal
Independent i

'•External or
monthly; | LOW (less than once eonthly), )

Current To«r H (B> h
After 1. Yrf H ^ L After vhat ye^.r doso a c t t r l t y b»ccm« LOW 5th year

9» Could Record Serioo be stored in the State
Fvecorde Center.

YES CD KD ZH7

ITnon;

^•^Tavcntory prepared by

10. RflCOKnendcd Rotcntionj
I t is recommended that materials from a

particular year be retained for 12 years with the,
exception of the minutes themselves which would
be retained permanently.

Dr.tot
( P r i n t KSJSB)

Teilftyhono KusiVorx
ros-KM-io a/a.



Records Kaaagerosat D i v i s i o n

AGENCY RECORDS HJVENTOKT Page No.
o f - 2 4 -

J.. ^Department

Executive Department

2O Division
State Ethics Commission

3, Unit

U» Record Series end Title: (Def. A group of records filed as a unit, used as a 'unit, and which
nay be transferred or disposed of AS a unit.)

• 5. All departments and. agencies required to file financial disclosure

Description! (Oive « brief description of a typical folderj include content, purpose, and
form name(s) end nuznber(s).

There is a folder for each deparment or independent agency that falls under

the financial disclosure provisions of the law. A typical folder would include all

correspondence regarding the filing of financial disclosure forms, any changes in

the list of those required to file financial disclosure (additions and deletions .

requests), correspondence to Department of Personnel regarding the status of the

agency's list of filers.

jNo.tei .Pfffi fl T-fypPr̂ t̂ * .^nyftntnry fihfffft fnr
5. Present Volurae on Hand (No« of file drawers)
. 3
o. Eatiir.eted Accumulation (Yearly)

1/2

MLciL-Ecxicir̂  ^vi*£.)
7. Audit )i rquirtnaents^

State Q X
Tederf.l f—f
lodepcndcnt

•Internal CU

•Erternal CT
8. Eatiwatcd Activity por / H e Drawen (Activity Ouido- EIGH (used dAily)j KEDIUM"(onco/twico

B5onthly)i LOW (less than once Bonthly). )
Current Yoar © / M L
After 1. I r , § H L Aft«r what r**.r Aoso acUr i ty bacoisa LOV N/A

9. Could Record Series be stored in the StRte
RecortlB Center.

Khonj

10. RflcoBnendcd Retentiont \
The financial disclosure system is based on ;

the status of a particular job that the person
holds. If the status is challenged the job records'
would be used.-There is no plan to transfer or
destroy these records.

^"inventory prepared by

Tel •;*»»« Kus&Qri ^_

Dsr.tot
(Print Ksxat)

DQS-KM-10 VSl



Racords Jteasgemant Divis ion

AGENCY RECORDS mVENTOKT Page No.
_ £ _ o f 2L-

1 . ^Department

Executive Department

2. Division
State Ethics Commission

3. Unit

U* Record Series end Title: (Def. A group of records filed as a tinit, used as A unit , and which
any be transferred or diepoeed of as a unit.)

• 6. General financial disclosure correspondence

Description! ((live a brief description of a typical folder| include content, purpose, and
form name(B) end number(8).

These folders contain all agency financial dislcosure correspondence for a

calendar year. Most of this information is cross-referenced and found in other

files also.

. Qfofrg* ..flfls fl ?.crafln?t^ 1.flTftnt/Qry eh>»ftt far
5. Preeent Volune on Hand (No, of file drawers)

1
6. £atin\at«d Accuinulstdon (Yearly)

1/3

ytrh R^»rnr^ ScriitfijL
7» Audit .'. -quir«aente "

State CUT ' ^
F©der«l !T_I rlnt«mal ZZ7
Independent [

•External EZT
o. Eatinatcd Activity per File Draweri (Activity Ouida- EIQJl (used delly)j KEDIUM (onco/ttd.c«

B»nthly)j LOW (lose than once eonthly). )
Currant roar © M X ,
After 1. I r , H H After vhat ye*r 4o90 ac t i r l ty bacoiao 1/)V

9* Could Record Serioo be stored in the State
Kecorde Center.

When i

M^urvcntory prepared by

10, Recoimendcd Rotentiont

Seven years

Dftsi
(Frint Ksua)

KJS-KM-10 3/81



Records Management Di r io ioa

AGENCY RECORDS VNEHTOKX Page No,
.of %

I .^Department •
Executive Department

2, Dlvioion
State Ethics Commission

3. Unit

h. Record Series <uid Tit le: (Def. A proup of racordo filed as a unit, used as a unit , and which
any be transferred or dieposed of fia ft unit .)

• 7. Financial Disclosure general development files

Description! (Oive a brief description of a typical folderj include content, purpose, &nd
form nane(B) end nuznber(8).

These are a set of general files pertaining to financial disclosure-

forms development files", materials relating to managerial personnel, the new

law implementation of 1.981 and general legal interpretation are included in

this group.

{.llo.tei Fg? q r-̂ parfft-̂  JttYCP^r7 tihr.p.t tnr
5. Present Volune on Hand (Ko. of file drawers)

sAch-Ecxuir^ 5 ^ T ^ ^ P )

1/2
|6 . Eatiir.ated AccumulVtion (Yearly)

7, Audit ). jquirtnaenta
BUte O - ' ̂
rodere.1 fTI. /Internal /~~7
Independent 1

'•External CUT
f8. Eati«atcd Activity per m e Drawen (Activity Ouido- El Gil (used 4tily)j MEDIUM (onco/tvico

Bt3nthly)j LOW (lose than once eonthly), )
Currvnt Tear H 0 h ,'
After 1. i r , H H Q After vhat ye*r dbao nctivlty bacoroo LOW J;

9, Could Record Serioo b« etored in the State
Rtfcorde Center.

res /Z7 KO na
^j|eni

10, R*JCOKnendcd Retentiont

Permanent retention

LI. Inventory prepared by

Yel*>>vion« Kussbor:

Dr.t-ot
(Frint Ksiae;

MS-R4-10 VSl



Records Kansgeroont Dir ioion

A0KNCT RECORDS OTVDfTOirr Page No.
JL_of 2JL-

JL.̂ Department
^ ^ Executive Department

2. Division
State Ethics Commission

3. Unit

b. Record Series «nd Title: (Def. A £roup of racorda filed as a unit, used as a unit, and which
vtay be transferred or disposed of as a unit.) ;

' 8. Conflicts of Interest _ Title 3

»
Description! (Oive a brief description of a typical folder| include content, purpose, and \

form name(s) end nunber(e).

There is a folder for each conflict of interest provision of the law. \

Any correspondence or issues raised related to these specific conflict provisions •

are placed in these files. The file is primarily used to maintain informal commission .;

]
ethics law interpretation. Generally, these consist of letters to agencies or. j

individuals providing guidance. They are used for individual reference or for :

precedents in other requests.

JllcJiSl J£g a r-rypftrflt̂  jnTq,nt/;ry phppt fnr
5. Preeent Volune on Hand (No, of file drawers)

'6. Batir.sted Accumulation Clearly)
1/8 ^

vfLcb—Efijcicir̂  S^H >»r)
7» Audit ). -quiroments

eut« cu ^
r&derftl r~l »Int«rn&l ZH7
Independent .[

•Ertem&l CZT
b9 Estimated Act iv i ty per 11\t> Draworj (Ac t iv i t r Ouido- EIGU (used d«aiy)j MEDIUM (onco/twico

f
»nonthly)| LOW ( loss th/wi once Konthly), )

X,
h AtUr what y«*r doso activity bacorsa LOV N/A

9. Could" Re'cord Serioo be stored in the State
Racorde Center.

YES /Z7 no B~?
i«nt

10. Recoeriendcd Rotontiont
Should always be retained for reference

1-1. Inventory prepared by
(pr in t Ksxag)

Dr. to i

DQS-«KM-10 3/61



Records ftanagem&nt Div is ion

AOENCT. REOORDS DJ7ENTOKT Page No.

1 . Department
Executive Department

2. Division
State Ethics Commission

3. Unit

U» Record Series end Title: (Def. A eroup of records filed as a unit, used as ct unit, and which
aay be transferred or disposed of 68 a unit.)

9. Legislative files •

Description! (Give a brief description of a typical folderj include content, purpose, and
form napie(s) and nuznber(s).

These files involve ethics legislation. There is a file for each session

of the General Assembly (1979 - Present). All bills, fiscal notes, correspondence

and legislation pertaining to the Public Ethics Laws are included in these files.

Files are used to look- at new legislation and would be relevent in court matters -

where legislative history is at issue.

(llo.tei .pqfi ft •TTfllT't-'* iflYCftfrQTT fth^C*- fnr
5« Preeent Volume on Hand (No. of file drawers)

1
6. Estimated Accumulation (Yearly)

sAch»-Ecxiiir̂  £*H*P)
7, Audit .'. -quirttnenta

State CZJ[ ^
7©dere.l t / /Internal / T
Independent \

•External CT
o. Eatiniitcd Activity per m e Drawcrt (Activity Ouldo- KLOil (used d t i l y ) ; MEDIUM (onco/tvico

»ionthly)j IX>W (less than once rcmthly), )
Currvnt Tocr ^ M L
After 1. Jr, H L Afior vhat ye-ar do90 act ivi ty bacoraa LOW

3 years

9. Could Record Serioo be stored in the State
Kacorde Center.

VTnonj

1 1 • inventory prepared by

T«l»phon« Jfo&iVor:

10, RftcoEsnendcd Retentiont
Retain for 10 years and transfer to hall

of records for an additional 10 years then
destroy

Esr.toi
(Frint Ksjas)

DOS-KM-10 V 8 l



Rocords ftanageroent Dir lo ion

AGENCY RECORDS BJVDJTOiar Page No.
JLQ.Of -24_

J>eportment
Executive Department

2. Division
State Ethics Commission

3. Unit

Record Series wid Title: (Def. A group of rccorda filed as a unit, used ee c unit, and which
j&ny be transferred or diepooed of as a unit.)

• 10. Ethics materials from other States

Dcscriptiont (Oive a brief description of a typical folderj include content, purpose, and
fora name(s) end nuznber(s).

There is a file for each jurisdiction that interacts with the Ethics

Commission. This includes information from various states and the Council

of Governmental Ethics.' All pertinent information is retained in these files.

J^oAg^-Jtoe fl F^s.TP.tf jrjvf.ntjnry P * ^ * fnr
15. Present Volume on Hund (No. of file drawers)

3/4
|6. Estimated Accumulation (Yearly)

LQjQ

Off,£h.&r.cs)-r> .SftriftQ.
7» Audit i. -quiroiacnto

BUte O * ^
federRl EZL flntsrn&l dU
Independent \

•Erternal CZT
6, Eatinctcd Activity por / l \e Drawort (Activity Ouid&- EIGH (used dtily); KEDIUM (once/twice

»»nthly)j LOW (leee than once Konthly). )
Currvnt Tc-ir H (g? 1
After 1. I r , H 6$ h Aftor vhat ywr Aoso actirity bacoiso 1DM N/A

9* Could Record Serloo be stored in the State
Records Center.

Ijkent

10, RecoKnended Rotentiont
Old laws and materials are discarded

as new or revised materials come in.

LI. Inventory prepcrcd by
"(print Ksjas)

Dr to i

DOS-KH-10 3/61



Records Kansgemant D i r lo ioa

AOENCT RECORDS XnVENTORT Page No.
J X o f -2£-

kDepartment

Executive Department

2, Division
State Ethics Commission

3. Unit

b. Record Series iwid Title: (Def, A eroup of records filed as a unit, used BE a 'unit , and which I
any be trancferred or disposed of AS a unit.)

• 11. Local Government —General Information

Dcscriptiont (Give a brief description of a typical folder; include content, purpose, and
form nameCs) end nunber(e).

These are general background files relating to the implementation of the

local government portion of the Public Ethics Law and the commission requirements

for local ethics provisons. The regulations and model laws are included as well .

as local ethics opinions.

ll{<?J<£JLJ!£Z ft f-eparatff JTyvrnt^ry flhrflt, for
|5. Present Volume on Hand (No, of file drawers)

[6, Eatir.sted Accunulstdon (Yearly)
1/10

M, r,h ft^pH SHf^)
7. Audit )i :quir«ncnt8

eute cm ' ' ̂
foderftl r~l rlntern&l ZZ7
Independent .1

•Ertemal EZT
{ -£j-T.ernax i i

8, Eatinatcd Activity por file Draweri (Activity Ouldo- KiGil (used de:ily)j KEDIUM"(onco/twico
1 monthly)| LOW (less than once Konthly). )

Current Tcir ® M % ''
After 1. Yr, 0 H L •' After vhat yw.r Aoso activity b«co»9 WV 5

9, Could Record Serioo b« etonsd in the State
Racorde Center.

YES £Z3 KO MJ

JL1« Inventory prepared by

Yel»j:v>on3 Ku^Vori

10, RecoEnendcd Rotentiont

No current plan to destroy or transfer

(Frint Ksias)
Dr.tot

KiS-KM-10 V S l



Rocords Harwgeroont Division

AGSNCT RECORDS mtEHTOKX Page No.
JL2.of 2iu-

L^^pepartment
^ ^ Executive Department

2, Division
State Ethics Commission

3. Unit

k* Record Series and T i t l e : (Def. A fcroup of rocords filed as « uni t , used as a un i t , and which
»ay be transferred or disposed of aa ct un i t . )

12. Local Government Ethics Laws

Ccscriptiont (Oive a brief deecription of a typical folderj include content, purpose, and
form name(s) end nuznber(8).

There is a file for each of the 24 counties including their school boards

and 156 municipalities. All correspondence and local laws are placed in these

files. Major components include request for exemptions, approval of law or

regulations and various review documents.

J.lloJ<?l Jjse q rfpfirpt^ IPT^fttnTT flhrft. fnr
5. Present Volune on Hand (No, of f i l e drawers)

\ 3

6. Eatir.ated Accumulation (1'early)
1/10

var.h ^<ir.nr '̂ fjrrifff.)
7. Audit .'. quirwacnts

5tat« ^gpT ^
7&derRl /7~7 /Internal £H7
Independent 1

Wtern&l EZT
6. r^Jtijnatcd Activity por ?l \e Drawrri (Activity 0uid&- EIGH (used deOly)j KECIUM (onco/Udco

inonthly;t tOW (loss than once Konthly), )
Cums.it yci r H & I
After 1. I r , H $ I After vhat ye#r Aoao act ivi ty baco»9 LDV N/A

9» Could Record Serioo
Records Center.

YES

be atorcd

SZ7 KO

in the State 10.

and
be

ItocoRTiendcd
Legal status
subject to

Rotentiont
of local government is
continued review. Files

retained permanently.

•

ongoing
would

1-1 • Inventory prepared by

Tclij.Sono K\raVori

Drtoi
(Frint KsjasJ

KiS-KM-10 VSl



Rocords Ksuwgerooat Dir io ioa

AGENCY RECORDS imEHTOKI Page No.
-L3_of ?4

>epartment

Executive Department

2# Division
State Ethics Commission

3. Unit

b» Record Series and Title: (Def. A group of r*cord0 filed as a unit, used as A unit, and which:

any be transferred or disposed of as a unit.)

13. General Administration

Description: (Oive a brief description of a typical folderj include content, purpose, and
form nane(s) and numberfe).

This is a group af files that relate to the overall general administration

of the Public Ethics Law. Things that are included in th^s group are miscellaneous

reports,, .guidelines from other agencies and -regulations.

Jllo.itSl Ja«> fl yrpqr.Qt^ jflY^tary B^fft. for
[5. Present Volune on Hand (No, of file drawers)
i 2

['6. Eatir.Bted Accumulstdon (Yearly)
1/10

mrrh Pcror^' jSftTlitfiA.
7» Audit ). :-quir«ncnta

ToderRl [~~t »Intcmal CH
Independent [

•External CZT
^b. JEatAnatcd Activity por jfl\e Drawori (Actiritv Ouido- EI6H (used dedly)j KEDIUM"(onco/twico

»»nthly)j LOW (less than once Eonthly), )
Currvnt Yor.r (iD H L i'
After 1. I r , J ) H L • After vhat year Aoao acUr l ty bacorao LDV 3

,9» Could Racord Serioo be atorod in the State
Records Center.

YES /XT7 K0 / Z 7

ion i

10« RecoRnended Retention:
Retain for 10 years, transfer to state

records center for 5 years then destroy

Al. Inventory prepared by

Ycl»phon« Kussbon

TPrint Ksiig)
Dr. to i

WS-R4-10 3/61



Records Management Di r i c ioa

AGENCT RECORDS HJ7EHI0Kr Page No.
-L4_of -2A-

L ̂ ^>ep a rtxne n t
^ ^ Executive Department

2, Divieion
State Ethics Commission

3. Unit

li» Record Series «nd Title: (Def. A group of records filod as 6 unit, used as e unit, and which
nay be transferred or disposed of as a tmit.)

14. Ethics Financial Disclosure Reports

Description! (Oive a brief description of a typical folderj include content, purpose, and
form name(s) and nunber(B).

These files Gontain folders with the personal financial' disclosure

information of all.officials and candidates required to file. The folders

include various types of disclosure forms and related correspondence.

These records are public information but require viewers to sign a special log.

JlloJiSi .J£g fi r-rp(irat<* jnygntary ehpp.t fnr
5. Present Volume on Hand (No, of file drawers)

• 6 0

o. Eatir.Eted Accumulstion (Yearly)
6

v\<*,h I j f r n r 1 Sf?Hf,ft>?)
7. Audit }. :quir«acnts

BUte CH ' ^
7&der«.l £~l »InteroAl
Itxlcpcndcnt [

•External
8. EatAnctcd Activity por ?l\e Drawori (Actiritv Ould&- EEGH (used deJJ.y)j KEDIUM {onco/twi

f
inonthly)j LOW (less than once eonthly), )

M L
M L - After vhat year doso ac t i r i t y bacor* LOW N/A

C9

9» Could Record Serioo be stored in the State
POJcords Center.

H S / Z 7 KO my

Ml

10, RecoKnended Rotentiont Files will.be destroyed}
7 years after a filer is no longer active in the
system. The forms of the Governor, Lt.Governor,
Treasurer, Attorney General, Speaker of the House
and President "o.f the Senate will be permanently
retained for historical research purposes

LI. Inventory prepared by
"(print Ksjae)

Dr.tei

DOS-KM-10 3/61



Records K-anagemont D i r i o i o n

AGENCY RECORDS ETVENTOITr
#LEo/!li

l.^J>epartment
Executive Department

2, Division
State Ethics Commission

3. Unit

hm Record Series and Title: (Def. A Eroup of records filed a.o a unit, used as & unit, and which
any be transferred or disposed of as a unit.)

' 15. Lobbying Activity Reports and Registration Forms

Description! (Oive a brief deecription of a typical folderj include content, purpose, and
form name(8) and nuaber(e).

The files include lobbyist registration forms, activity reports and

related correspondence or documents. There is an extra copy of certain

documents maintained centrally which would become a permanent record - not

to be destroyed.

J.llo.J£l .Pag f\ tfrpflrM*<» ^HTCptnry flhepf. tew
>• Present Voluae on Hand (No, of'file drawers)
, 13
o. Eatir.Eted Accumulstdon (Yearly)

mr.h R^rnH ^ H * g )

7» Audit i. •quinsmenta
CUte OST ^
reders.1 / ~ / /Internal £j&
Independent [

•Erternal CZTI -&Tx.eraaj. L r
CJ. EatAnatcd Activity por / l \ e Drawnrt (Activity Ouido- EIGJl (used dsJJy^j KEDIUM (onco/twic«s

monthly)j LOW (lees than once monthly). )Currvnt Toer QU H L
After 1, I r , W M L

only if lobbyist and
After vhfit yw.r dO80 ac t i r i t y bacenso LOV qlient become inactive

,9* Could Record Serloo b« etored in the State
Records Center.

YES / " ^ KO r~7

ioni Lobbyist becomes clearly inactive

1-1 • Inventory prepared by

10, RecoEnended Retentionj
Transfer to State Records Center when

lobbyist has been inactive for 7 years. It could
retain thern̂  for 5 years then destroy

(Print Xsjae)
Dntot

DGS-KM-10 3/61



Ro cords K-aasgeroont Divio ion

J. ,^&ep a rtme n t
^ ^ Executive Department

b. Record Series end Title: (Def.
any be transferred or

16. Complaint Files

AGENCT RECORDS

*

A group
disposed

DTVENrorar

2. Division
State Ethics Commission

3. Unit

of records filed as a unit, used as
of AS a unit.)

-- y j l • " 1

& unit, and which

Description! (dive a brief description of a typical folderj include content, purpose, and
form n&Pie(s) end nuraber(s).

File contains formal iegal complaints issued by the Commission.

Also included are investigative reports, cure agreements, settlement agreements,

findings at hearings and other related documents or correspondence.

JitoltgLLJke fi ccparstq l^y^ntnrr nh^c.t tor
15. Prceent Volune on Hand (No. of file drawers)
? 10

16, Euttrr.ated Accurnulstdon (Yearly)

vsr.h Rec.o^ fi^ri>»F)
7« Audit .'• :quir«ncnts

State CUT ^
FederRl /~*~/ »Internal Z227
Independent [

•Ertemal £ZT
,«• EatJjwtcd Activity por J l \e Drawort (Activity 0uid&- KLGil (used del ly) ; MEDIUM (onco/twico

monthly) j LOW (loss than once jaonthly), )
Currvnt Yoftr {& H J,
After 1. I r , 5> M L ; Afior what ye*r doao ncUrLty bacoisa I^V 3

9» Could Record Serioo be stored in the State
Kacorde Center.

YES £ZJ KO / E 7

aonj

10, Recocsnendcd Retention:
The Commission has not determined at

what point these records should be destroyed
(if ever)

1-1 • Inventory prepared by

Yel»yhon« KvrasVon

Dr.tfli
(Print Kane)

DOS-KM-10 3/61



Records K&nsgeroont D i r i o i o a

AOENCT RECORDS DT7EHTOKX
iLsofN5i

Department
Executive Department

2. Divieion
State Ethics Commission

3. Unit

b. Record Series «nd Title: (Def. A group of recorda filed OB a unit, used as a unit, and which
any be transferred or diepoaed of as a unit.)

' 17. Preliminary Inquiry Matters

Description! (Oive a brief description of a typical folderj include content, purpose, end ?
form nane(B) end nuzaber(e).

The file contains information coming to the Commission's attention

that may suggest an official or employee has violated the State Ethics Law.

File includes investigative memos and the documentation containing ,

any Commission decision. . -

-fifcJ<CJL-_ttee fl fg-parat* invf.nt^.ry ahfot fnr
5. Present Volune on Hand (So, of file drawers)

4
6, Estimated Accumulation (Yearly)

1/2

pneh ffoc.o^ Sr^cQ
7« Audit .'. -quirtoaenta

SUte CU • N

r&dere.l r~t »Int«rnAl
IrxJepcndcnt 1

•External
6» EatAnatcd Activity por ?l\e Dratrori (Activity Ouido- El OH (used dti ly)j MEDIUM (onco/t>dco

»»nthly)j LOW (loss th^n once rcmthly), )
Current To«r @ M J,
After 1. I r , H $ L After vl-ut ye*r do90 act ir i ty baocnaa LOV

9* Could Racord Serioo b« etored in the State
Racorde Center.

YES / 7 KD n%J

e n j

Ll» Inventory prepared by

10, IVjcoBnsndcd Retentiont

The Commission has not determined at
what point these records should be destroyed
(if ever)

Dr.tflt
(Pr in t Ksjas)

DOS-KM-10 V&L



Records Jtenageroont Dir lo ion

AGENCY RECORDS inVENTOU! Page No.
-JJof -£L

1 •i^J>ep a rtme n t•W>e
Executive Department

2. Division

3
State Ethics Commission

. Unit

- i i ii • i i • - i r- i i i — - _ , r , | i . - - , . . — . — — . — » — — — — . —. 1 , _ _ _ L ^

U» Record Series «nd Title: (Def. A proup of records filed as 8 unit, used as A unit , and which|
nay be transferred or diepoeed of as a tmit.)

18. Potential Conflict of Interest Matters

Description: (Qive a brief description of a typical folderj include content, purpose, and
form name(8) end number(8).

The file contains, information coming to the Commission's attention

that may suggest an official or employee has violated the. State Ethics Law.

File includes initial material, staff memos-and the documentation containing

any Commission decision.

Jli?J<e±J&2 R r-gparatg lgy<»pt^nr aWt. tnr
5« Preeent Volune on Hand (No« of file drawere)

1
6. Estiir.Et«d Accumulstdon (Yearly)

fiA,r,h Rffp.nr^ f)>»H>»ff)

7. Audit ). jquirtoaenta
6Ute CU ^
federal /7~/ »Intem&l H2f
Itxlepcndcnt -....[

o. Estimated Activity por File Draworj (Activity Ouldo- EI6U (used dedly)j KECIUM ^onco/twico
^-. monthly)! LOW (less tb^n once Konthly). )

Currvsnt Year @ M L
After 1. Yr, H /S) L After vhat year doso ac t i r l t y baccnao 10V ^3.

9. Could RScord Scrloo be stored in the State
Records Center.

YES / Z 7 KO /£j
ion i

10. RecoEnendcd Rotentionj
The Commission has not determined at

what point these records should be destroyed
(if ever)

Ll» Inventory prepared by

Tel •;*»n« Kusibori

Dr. to t
(Print Ksjas)

1XVS-JIM-10 V S l



Records Kanageroont Div i s ion

AGENCY RECORDS DTVENTOICT Page No.
-ISLof —24

l ,^J>epor tment

Executive Department

2« DivlBion
State Ethics Commission

3. Unit

b» Record Series and Title: (Def. A group of records filed as a unit, used as A unit, and which
any be transferred or disposed of as a unit.)

19. Bills Received and Authorized for Payment

Description! (Give a brief description of a typical folder; include content, purpose, and
fora name(s) and nuznber(B).

The file contains copies of some but not all of the bills authorized

for payment by the Commission. There are copies of bills that are

processed by the Governors office in Annapolis.

/i7.oJ<fLLJ7£g fl r-gparst<» JTpff.ntjnry shr-ft fnr
5. Prceent Volune on Hand (No. of file drawerej
' . 1/2 '
o. Estimated Accumulation (Yearly)

i/6

<inrrh ftttrnr*' *\*I~1+F)
7« Audit ). jquirmacnts

State £ST * ^
federal /7~/ rlnternal £Z7
Independent \

•External EZT
6. EstAnated Activity por ?l \e Drawcrt (Activity Ouido- EIGil (used dRily)j KEDIUM (onco/twico

B»nthly)j LOW (less th.«m once ronthly), )

After vh^t yw.r do90 act ivi ty baccnao I/)V i

Current Tocr ($ H L
After 1. I r , H H ^

9. Could Rscord Serioo be stored in the State
Htjcorde Center.

tES /xx7 KO / Z 7

Uĵ mi

10, R«coBnendcd Retention:
Destroy after retaining.for 3 years

LI. Inventory prepared by £r.toi
(Print Ksjae)

DQS-KM-10 3/Sl



Records Kansgeroont D i r io ion

AOENCT RECORDS OTVENTOKT Page No.
-2fl.of -2k

J. ,^^>ep a rtme n t
Executive Department

2. Division
STate Ethics Commission

3. Unit

h» Record Series snd T i t l e : (Def. A proup of rccorda filed as a uni t , used BE a ' u n i t , and which
nay be trancferred or diepoeed of as a un i t . )

20. Expense Account Files

Description: (Oive a brief description of a typical folder; include content, purpose, and
form nane(B) end nuraber(B).

This file co'ntains expense account records for each employee or

former employee of the State Ethics Commission. This is-a back up file

to the original files that are retained in -the Governor's Office in

Annapolis.

Jll.cd£±J!ji* q rep&r-qte j-iTT^ptorv fihpct. fnv
5« Prceent Volune on Hand (No. of f i l e drawerE)

\ - 1/2
)6. Eatirr.aUd Accumulstdon (Nearly)

1/10

SA£h_Ec£GJvJ Sf*r1»>r)
7. Audit i,':quirttnentB ;

BUte £ZJ ' ^
r&der«.l f7J- rlntern&l CU
Independent [

•External CZT
8. Eatinatcd Activity por m e Drawori (Activity Ouid«>- EEQH (used dedly); KEDIUM (onco/t>rico

«nonthly;i WW (lose than once eonthly), )
Current Year H (g> I /
After 1. Trf H H After vloat ye^.r ob90 ac t i r i t y baccma IDM

9* Could Record Serioo b« stored in tho State
Racorde Center.

YES /YX7 KO i 7

Maonj

10, ItocoRnendcd Retention:
These records would be destroyed after

5 years

1-1 • Inventory prepared by

Vel•;*»»« Kussbor:

"(print Ksiasy
I>.t«l

DQS-KM-10 V&L



Records Kansgeroont Dir lo ioa

AGENCY RECORDS mVENTOrOf Page No.

l . ^ ^ e p a r t m e n t. ^ e
Executivei.Department

2. Division
State Ethics Commission

3. Unit

«• Record Series and Title: (Def. A group of records filed as a unit, used BB a unit, and which
KCJ be trancferred or disposed of as a unit.) ;

21. Budget Files

Description! (Qive a brief description of a typical folderj include content, purpose, and ",
fona name(s) end nunber(B).

File contains material related to the budget for each fiscal year.

Includes copy of budget and related correspondence. Since the Commission's

finances are actually handled by the Governor's office in Annapolis, these

are only back up files.

hl.OJiZlJlS* ft ggparat<» irrrrP^rr ehpft. fnr
5. Present Volune on Hand (Ho, of f i l e drawerB)

finch ??ffroH Sfrif r)

3/4
t6. £atiir.et«d Accumulstion (Yearly)

7. Audit ). :quircoacnt« ;
State CZ2 * ' ̂
fodarRl EZL [Internal CZJ
ItxJepcndcnt 1

••Erternal EZT
Eatinatcd Activity por / l \ e Drawori (Activity Ouido- KLGil (used d*ily)j KEDIUM (onco/tvico

7nonthly)j LOW (lees than once ronthly). )
Current Yoar Qp H L
After 1. I r , H M £ p After vhat ye*r doao act ivi ty baco»3 LOW 2

| 9. Could Record Serioo be stored in the State
Kecorde Center.

YES /IK; KO JOJ

UL Inventory prepared by

Vclftybono Kusibon

10, Rftcocnendcd Rotcntioni

Destroy after 8 years

Dr. to i
(Print Ksjas)

DQS-KM-10 V S l



Records Kansgeroont Di r io ioa

AGENCY RECORDS IKVENTOirr Page No.
__22of 24—

-U^e partment
Executive Department

2, Divieion
State Ethics Commissions

3. Unit

ii. Record Series wid T i t l e : (Def, A group of records filed as a un i t , used as a un i t , and which
any be transferred or dlepoeed of as a un i t . )

22. Personnel Files -

Description! (Oive a brief description of a typical folder] include content, purpooe, and
form name(8) and nuraber(B).

File includes al l materials related to current and former employees

of State Ethics Commission.

, ()lo.l<£i .Fffq ft r-CPflrsk* iryvr.ntjnry r.hrrt tnr
5. Present Volune on Hand (Ho. of f i l e drawers)

2/3
o. Estimated Accumulation (Yearly)

1/10

SACil—ECJCIQJ^4 ^ ^ H f A )

7« Audit }. :quinsacnta
State CM ' ' ^
T&derRl /—7 rlntemAl £Z7
Indq>cndcnt 1

hlLrtemeil CUT
8. Estimated Activity por / l \ e Drawcri (Activity Ouido- EIGil (uoed daily)j KEDIUM (onco/t^dco

)monthly)j LOW (less th/in once eonthly), )

N/A as to current
" employees

Currvnb To«r H
After 1. I r , H

L
L After vhat yi*r doso act ivi ty b^ooiso I/)V

9« Could Record Scrioo he etorcd in tho State
Hocorde Center.

YES /*~7 KO Z Z 7

Uj^jrii

10« RocoEnendcd Rotentiont
File to be permanently retained

1.1 • Inventory prepared by iDr.tot
(Pr in t Ksx>e)

DOS-KM-10 V S l



Records Jfen&geroent M r i o i o a

AGSNCT RECORDS BJVENTOraf Page No.
- 2 2 of —24

i.jj}epartment •
• Executive Department

2, Division
State Ethics Commission

3. Unit

lt» Record Series and Title: (Def. A group of r*corda filed as a unit, used es & unit, and which
any be transferred or disposed of as a unit.)

23. Job Applicants

Eescriptiont (Oive a brief description of a typical folderj include content, purpose, and
form name(s) end numberCe).

File includes records regarding job applicants who were- not hired

by the State Ethics Commission and related correspondence.

/ifoig-i-Itee a gepflrflte lm artery flhrct fr>r
;5 . Preeent Volune on Hand (No, of f i l e drawee)
:;6. Estimated Accumulstdon 11 early)

1/10

Mr.h tf*rnr*> ^ftriftg)•
7» Audit ). :quir«ncnts ;

SUte £sjT ^
federal /77/ rlnternal £17
Independent 1

•External CT
8, Eatinatcd Activity per ? l \e Dra\fen (Actir i t r Ouido- EIGH (used dedjy); MEDIUM (onco/tvico

»»nthly)| LOW (less th/an once saonthly), )
Current Tear ( p H L
After 1. Yr, H H ( J ) • After vhat yw.r doso nc t i r i ty bacono LOV _ ]

9S Could Record Scrioo he stored in the State
Records Center.

YES /"W KO / 7

Jfcanj

10, RecoEciended Retention»
Recommend that records be destroyed

after retaining for 5 years

1.1 • Inventory prepared by Dr. to i
(P r in t Ksjaa;

1XIS->KM-1O VKL



RocordB Management Dir lo ion

AOENCT RECORDS OTYDfTOIff Page No.
-24 or 24—

i..^^>epartment
Executive Department

2. Division

3. Unit"
State Ethics .Commission

U» Record Series and Title: (Def, A group of records filed as a unit, used es A unit, and which
»oy be transferred or disposed of as a unit.)

24. Advisory Opinions'

Description! (Oive a brief description of a typical folderj include content, purpose, and
form nane(B) end nuaber(s).

File includes a./older for each advisory opinion request, correspondence,

research information and actual opinions.

J21<?J<£J~flag a r-gparflte ivYmtery .ehr.ct far
$• Pr«eent Volume on Hand (Ho. of f i l e drawers)

3-1/2
6. Efltiir.at«d Accumulstdon (Yoarly)

1 1/2

fu^h R^>rnr̂  fi^ri^ff)
7, Audit ).-quiromente

sutc czr " ' s

f©der«.l /*~7 /Internal CSk
Independent [

•External CZTt iv l ty per ?l \e Dra\fort (Activity Quido- KIGH (used dfdJ.y)j KETIUM (onco/twico
_, monthly) j LOW (leca than once Konthly), )

I 6, Eatinatcd Ac

Current Yo.ir $) H I
After 1. I r , H JR) h Aftor vh*t yt«r do90 ac t i r l t y bacorao I/)V 3

|9« Could Record Scrioo b« atorcd in tho State
Rttcorde Center.

YES /ZJ KO / S 7

Uaonj

10, RecoEnendcd Retentiont
Permanent retention is the current plan

although destruction after 20 years is
being considered.

Ill* Inventory prepared by Dr.toi
(Frlnt Ksjas)"

DOS*3fD4-10 VSl


