DGS DEPARTMENT OF GENERAL SERVICES $C DULE
"$30-1 Records Management Division ne 1084
REV. 7/8¢
° T
NO.
RECORDS RETENTION AND DISPOSAL SCHEDULE
State Ethics Commission
AGENCY O1 ViSiON

Item )

No. Description Retention

1. Board and Commission Departmental Files Retain for life of board

department

Includes correspondence between the Ethics Commis-—
sion and various State Cabinet Departments regarding
Ethics Law coverage of boards and commissions in that

2. Board and Commission General Information

tions

Includes copies of general information materials sent
to all boards and commissions.,
late to financial disclosure requirements and exemp-

Independent Board and Commission Files

Generally these re-

Files cover all boards and commissions not within a
particular Department.
coverage, exemptions and financial disclosure

4, Meeting Minutes — 1979 to Present

Generally materials relate to

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

5. Agency Financial Disclosure Correspondence

Includes information on each agency and jobs that re-
quire financial disclosure.
to additions and deletions in the financial disclo-
sure filing list

Schedule Approved by Department,

‘ Agency, or Division

esontative

Most of the file relates

Sd\odvlo__Au'hovl_l_-d by

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.

Executive d
1/14/87 ¢ Director
Date Signature \ Title Oaq State Archivipf ﬂ
- [4




-J:m M 1A RECORDS RETENTION AND DISPOSAL SCHEDULE :‘CONI'?ULE
I kEv 275 (CONTINUATION SHEET) P
LU0
PAGE 2
NO.
. ltem
No. Description Retention
6. General Financial Disclosure Correspondence Retain seven (7) years,

10.

11.

12.

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
Included are draft forms and materials related to Law
changes including seme legal analysis

Conflict of Interest — Title 3

Included are letters, memos and other informal Com-
mission rulings concerning various sections of the
Public Ethics Law

Legislative Files .

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

Ethics Materials from Other States

Included are files from each jurisdiction that inter-
acts for information purposes with the State Ethics
Commission

Local Government General Information

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

Local Government Ethics Laws’

There is a file for each county and Baltimore City.
Components include exemptions, approval of laws or
regulations and various review documents

then destroy

Retain permanently

Retain permanently

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

Retain permanently

PSS - Jd42




7 l\m‘M M 1A RECORDS RETENTION AND DISPOSAL SCHEDULE scHIpULE
* HEV 278 {CONTINUATION SHEET) NO. L ap
PAGE
MO. 3
. Item
No. Description Retention
13. | General Administration Retain in office for
Includes miscellaneous reports, guidelines from other seven (7) years. Trans-
agencies and regulations related material. Some fer to Records Center
general correspondence is also included for five (5) years, then
destroy
14. } Ethics Financial Disclosure Reports Retain until seven (7)
Included are personal financial disclosure forms and years after a filer is
other related personal disclosure forms. also no longer active, then
included is related correspondence destroy, except Gover-

nor, Lt. Governor, Trea-
surer, Attorney General,
Comptroller, Secretary of
State, Department secretgries,
and~members of the-Generdl]
Assembly -reports which are
retained permanently.

15. | Lobbying Activity Reports and Registration Forms Retain in office until
‘ Included are lobbyist registration forms, activity seven (7) years after a
reports and related correspondence lobbyist becomes inac-

tive for an employer,
Then transfer to Records
Center to be retained
for five (5) years, then

destroy

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

17. | Preliminary Inquiry Matters Retain for fifteen (15)
Included are items pertaining to preliminary inves- years and screen for on-—
tigations and related Commission decisions going value and if not

of value, then destroy

XX L P4
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1OHM 1M YA RECORDS RETENTION AND DISPOSAL SCHEDULE scHzpuLe
L REV 2/75 (CONTINUATION SHEET) No. 108y
PAGE
NO.
. ltem
No Description Retention
18. [Potential Conflict of Interest Matters Retain for fifteen
Included is information brought to Commission's at- (15) years and screen
tention that might suggest a violation of the Public for ongoing value and
Ethics Law. File contains information about the if not of value, then
situation and any Commission determination destroy
19. | Bills Received and Authorized for Payment Retain three (3)
Includes copies of significant bills which have been years, then destroy
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
20. | Expense Account Files Retain five (5) years,
Includes extra copies of expense accounts that have then destroy
been forwarded to the Governor's Annapolis office for]
payment
21. | Budget Files Retain eight (8)
Included are materials related to the budget for eacH years, then destroy
fiscal year. Generally, they are back-up documents
or copies of documents maintained in the Governor's
’ administrative office
22. | Personnel Files Retain fifteen (15)
Includes materials related to current for former em- years after termina-
ployees of the Commission tion of employment,
then destroy
23. | Job Applicants
Includes resumes and correspondence regarding unsuc- Retain four (4) years,
cessful applicants for various jobs at the Commis-— then destroy
sion
24, |Advisory Opinions
Included are requests, correspondence, research and Retain permanently
written opinions

©5 - 342




DEPARIAEGT OF UEHERRL orl7/XCES
Racords Managemont Division

AQGENCY RECORDS INVENTOXY Page No,

Mot ade, JOBYH e )=3/-%7 Loerad .}
L. Department : 2 Divigion
. Executive Department 3. Unit State :Ethlcs Commission :

Ube Record Series and Title: (Def. A group of records filed as & unit, used 25 a unit, and which
may be transferred or disposed of a8 & unit,)

1, Board & Commission-Departmental Files

Descriptions (GOive a brief description of a typicel tolder; include content, purpose, and
form neme(s) and 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.

T eV A AP Ay LYy et T 00,

N

e R0te2 Tn2 _a reparate inventory sheet for pach Becor Series)

5. Present Volume on Hand (No., of file drawers) |7. Auvdit : quimmcnta
Btate (XX K
5, Bstirzted Accumulatdon (Yearly) Pederal [/ Internal [7
1/8 Independent ___.}
. External L
8o Eutimeted Activity por File Drawer: (Activity Owids- EIGH (used daily); "(onco/trica

ronthly)j 1OW (less than once mont!
Curreat Yoor H @ 1

,fter 1. Yry H @ L After what year dosp activity bacoms IOW VA
9% Could Record Series be stored in the State 10, Racomnended Rotention: '
Recorde Center, Records should be retained by Ethics Comm1531on
YES /7 0 Xy Records of Boards or Commissions that are abollshed

should be destroyed 8 years after that
Whens abolishment. :
it
ﬁ—’x\'cntory prepered Yy Detos o
(Print Xene)

I ——

Telaphone Kuubers

DGS-F4-10 /81 |




HEXRIITIENRLT UY UERLHAL OETIVED
Racords ¥anagement Division

AGENCY RECORDS INVENTORY Page No, .

-l of 24 it

i, _Department 2. Divislon -
State Ethics Commission .

Executive Department 3. Unit i

lbe Record Series and Title: (Def. A group of records filed as a unit, used es @ unit, and which
moy be transferred or disposed of as & unit,)

. 2. Board & Commission .— General Information

Description: (Give a brief description of a typicel folder; include content, purpose, and .
form neme(s) end number(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,

el AW WA S e, T

\

" - 1l
{0322 _Dse 8 reparate dnventory sheet for sach Becore Sexies)
5. Present Volume on Hand (No. of file drawers) |7. Audit i -quirements
1 Etate £XT >
S, Bstirated Accumuetdon (Yearly) Pederel [/ Internal 7 ‘
1/5 Independent
External LT

8. Estimeted Activity por File Drawer; (Activit cmcmZ KiGH (used deily); MEDIUM (once/twice
ronthly)s 1OW (less than once ronthly),
Curreat Yoar H @ 3, ' w)e )

Jfter 1. Yry H@® L After what year doso activity bacoms 1OW N/A I

9s Could Record Serdes be stored in the State 10, Racomnended Rotention: |
Rhecorde Center, This is a general historical reference :

YES /7 W /XYy file currently planned for permanent retention.

HWhens .
11, aventory prepered by Detes —
(Print Nsme) }.

Telaphone Kunbors (

DOS-R4-10 /8




PETRATITENL U QEINERAL QESUT AUED

Racords ¥anagemont Division

ACGENCY RECORDS INMVENTOXY Page No, .
~3_of 24 o

Le Department 2 Divigion
State Ethics Commission ,
Executive Department 3. Unit

Lbe Record Series and Title: (Def. A group of records filed as a unit, used s @ unit, and which
moy be trensferred or disposed of as a unit,)

3. Board & Commission-Independent Boards Files

Descriptions (QGive a brief description of a typicel folder; include content, purpose, and '
form neme(s) end number(s).

This-series includes a file for each independent board or commission,
not within a specific-.department. TLach 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.

B A D AR e gy e

AN

/ - i
e {N0des U2 8 tepprate inventory gheet for sach Becor' Serdes)
5. Present Volume on Hand (No, of file drawers) | 7. Auvdit : gquirements
1 Btate (XY -
5, Estirzted Accumulstion (learly) Pedersl [/ Internal 7
1/8 Independent
Externel [T

8s Lstimeted Activity por File Drawers (Activity Cuide- EIGH (used deily); MEDIUM (once/tiwice
wonthly); LOW (less than once xonthly), )
Current Yoor H @ 1

Jfter 1. Iry, H @ 1 After vhat year dosp activity bacoms IOW N/A
9s Could Record Serjes be stored in the State 10, Racommended Retsntion: !
Records Center, Records should be retained by the State Ethics i
YES D KO [m Commission. Records of Boards or Commissions that,
are abolished should be destroyed 8 years after
Whang that abolishment. :
i
11.uventory prepered bty Prtos ’
(Print Aene) }.
Tels; 2one Kuubors (

DaS-F4-10 1/81 |




PEPRRITIENT UF QERLERAL OLel7IUEDS
Racords Management Division

AGENCY RECORDS INVENTOXY Page No, .

b of 2. \

L. Department 2+ Division .
State Ethics Commission S

Executive Deparment 3. Unit '

Lbe Record Series and Title: (Def, A group of records filed as & unit, used 25 a unit, and which
may be trensferred or disposed of &8 a unit,) ‘

- 4. Meeting Minutes ~ 1979 to Present _ .

Descriptions (Give a brief description of a typicel folder; include content, purpoee, and
form name(s) end number(s),

Folders are organized by meetings. Meetings are generally held on a monthly :

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

-

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

B!
¥
meeting. Minutes are also included. : §
§
1
¢
. - :,
e (Notez Use a reparate dnventory shect for pach Bacor Serfes)
5. Present Volume on Hand (No, of file drawers) |7. Audit H-quirements
A State (T Co
S, Estirzted Accumulestion (1early) Federsl [—/ Internal /=7
1/3 Independent
. External T

8. Estimated Activity por File Drawer: (Activity Owido- KIGH (used deily); MEDIUX (once/twice
wonthly)s 1OW (less than once xonthly). )
Current Yoor H @ 1

Lfter 1, Yry, H@® L After vhat year doso activity bacoms IOW _ Oth year
9+ Could Record Serios be stored in the State 10, Racomnended Rotention: !
Rscords Center, It is recommended that materials from a L
YS L7 w [X2F particular year be retained for 12 years with the,

exception of the minutes themselves which would

Whens be retained permanently. >
—Q :
L1« uventory prepered by Detes Y
(Print Nzne) i
Tels;yno Kunbors ;

DGS-R¥%=10 V/81 i
\




UEPRIITMENT UF UERERAL O7ITES
Racords Management Division

AGENCY RECORDS INVENTOXY Page No,

2 0f 24 ,-':

le Department

Executive Department

20 Divigsion
State Ethics Commission

3. Unit ‘ \

L. Record Series and Title: {(Def., A group of records filed as & unit, used &s a’ unit, and which
may be trensferred or dieposed of as & unit,)

- 5. All departments and agencies required to file finmancial disclosure ’

form neme(s) end number(s).

agency's list of filers.

5. Present Volume on Hand (No. of file drawers)

Descriptions (Qive a brief description of a typicel folder; {nclude content, purpose, and

There is a folder for each deparment or independent égency that falls under
the financial disclosute provisions of the law. A typical folder would include all
correspondence regérding 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

. omx

.
- ey LT

. A P et

R 1

. {Yote: Use a separate dnventory sheet for sach Bacor Sarders)

7. Audit i :quirements

3 Btate (X Co
6. Estirzted Accumulstion (learly) Pederel [/ Internal 7
1/2 Independent
External [T

Current Yoar @ H L

8, Estinctod Activity por File Drawer: (Activity Ouido- EIGH (used daily); MEDIUM (once/twice
ronthly); LOW (less than once monthly).

After 1. Yry @ H L After what year dosp activity bacoms LOW N/A

9s Could Record Serides be stored in the State
Records Center,

s YEBS L7 W [XXT
Whang

10, Racommended Rotention:

[}
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 3
destroy these records. i

L1, hventory prepered by

Dotos

(Print Nzne)
Teleayhonoe Kumbors

DAS-F¥=10 /81
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T EFARIOEGT OF QEREAAL oReVICES T ]

Racords Yenagemant Division ‘
AGENCY RECORDS INVENTOXX "

Page No, .

L of 2 y

L. Department 2+ Division N
Executive Department State Ethics Commission ;

P 3. Unit s

Le Record Series and Title: (Def, A group of records filed as & unit, used s a unit, and which
may be transferred or disposed of a8 & unit,)

- 6. General financial disclosure correspondence

Descriptiont (QGive a brief description of a typicel folders include content, purpose, and
form neme(s) &nd number(s),

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.

'
w3 AN P eI S g e, S

e (N0tes Ume a remarnte dnvento

rx_gheet for each Bacor? Sariesn)
5. Present Volunme on Hand (No, of file drawers) |7, Audit i -quirements
1 Btate (T K
6, Bstireted Accumule tion (Yearly) FYederal [/ Internal 7
1/3 Independent
- External LT
8o Estimeted Activity por File Drawers (Activity Ouide- RIGH (used deily); MEDIUM (once/twice
wonthly); LOW (less than once xonthly). )
Current Yoar @ H L

Kfter 1, Yr, H H @© After what year doap activity bacoms LOW _°2

9+ Could Rescord Serioes be stored in the State 10, Racomnended Rotention: !
hacords Center, :
YES E o /=7 Seven years ‘

Whens :

j

L1 uventory prepered by Detos :’
(Print Xzne)

Teloyphone Kunbars

DAS~-F4-10 /&




VArARLARIL U UsienAl DEYI0LY
Rocords ¥enagemont Division

AQENCY RECORDS IMVENTOXY

;’a ge No

! l.‘)epartment : i
: Executive Department

2 Divigion
3. Unit

State Ethig¢s Commission

)

bs Record Series and Title: (Def, 4 group of records filed as & unit, used gs a unit, and which
i may be tronsferred or disposed of a8 a unit,)

7. TFinancial Disclosure general development files

form n..me(s) and number(s),

§ this groﬁb.

P RN e L e e

T TR Y O

5. Present Volume on Hend (No. of file drawers)
1/2

6, Estireted Accumuf/at&on (Yearly)

ERY=4:27

These are a set of general files pertaining to financial disclosure

e [otes Use a geparate dnventery gheet for pach Becor Serder)

Descriptiont (Oive a brief description of a typicel folder; include content, purpoze, and

) forms development fileg; materials relating to managerial personnel, the new

5 law implementation of 1981 and general legal interpretatidh are included in

.
P Sy TR AT PT )

7o Audlt i :quirements
Etate (T }

Pedersl f—/ In‘wm&l o §

Independent

External [T

| Current, Yosr H@ 1L

L After 1, Yr, H M @ ' After whet year doso activity bacoms 1OW 1

8. Estinotod Aciivid ty por File Drawer: (Activity Ouidoe- KIGH (used deily); MEDIUM (once/twice
monthly); LOW (less than once xonthly), )

9» Could Record Serlos be stored in the State
Racords Center,

Y&s /7 w [X7
N

10, Racomnended Rotention:

Permanent retention

11ls Yuventory prepered by

Detos

(Print Xzne)
Yelaphone Kunbers

DGS-K4-10 /81




dednfilnindnl U Qrnbrial, OEetrdUED
Racords ¥ansgemant Division

‘ S AGENCT RECORDS INVENTORY Page No.,
L_of 24
‘L. partment 2. Division
Executive Department 3. Uniitate Ethics Commission

be Record Series and Title: (Def.
( way be tronsferred or disposed of &s a unit,)

1 "8. Confilcts of Interest _ Title 3

Descriptions
form neme(s) and number(s).

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

precedents in other requests.

T

4 group of rocords filed as & unit, used as @ unit, and which

(Give a brief description of a typicel folderjy 4include content, purpose, and

P IR T AP I ~ A S L

Lul

— -
e {l0t2 Uoe a geparate dnventory gheet for pach Becor” Serdes)
5. Present Volune on Hend (No, of file drawers) |7. Audit i -guirements
1 Etate (7 K
5, Estirzted Accumulstion (learly) Pederel /—/ Internal 7
3 1/8 Independent ____.{
External [T

8o Estimated Activity por File Drawer; (Activit

Y

Current Yoor H L
© Lfter 1, Yr, H 1

wonthly); LOW (less than once ronthly). )
Lfter whet year dosp activity bacoms 1OV

Ouido- KiGH (used deily); MEDIUW (once/twice

N/A

9» Could Record Serios be stored in the State
Rscords Center,

Yes L7 w K7
_jcm

10, Racomnended Rotsntiont .
Should always be retained for reference

Lle Inventory prepered by

I,..... P

Dotes

(Print Xene)
Telayhone Kunbors

P P

DGS-F4=10 /81




VEPRICTAELNT UF QEHENAL et/ LUED
Raecords ¥ansgemant Division

AQENCY RECORDS INVENTOXY Page No.
~2.of 24
Le  Department, 2. Division
Executive Department 3, Unit State Ethics Commission

may be trensferred or disposed of as a unit,)

* 9. Legislative files

Descriptions (Give a brief description of a typicel folder; 4include content, purpose, and
form neme(s) end number(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.

{002 Une 8 reparate dnventory shect for sach Becors Series)

Lbe Record Series snd Title: (Def. 4 group of records filed as & unit, used es & unit, and which

-

5. Present Volume on Hand (No, of file drawers) |7. duvdit . -quirements
5 1 Etate (7 K
o Estireted Accuni\%at.ion (Yearly) Pedersl [/ Internal 7
Independent .___{
External Y

o Estincted Activity par File Drawer; (Activity Guide- RIGH (used deily); YEDIUM (once/twice

sont! oW (1 than . .
Current Yoer @ H L hly)s (less once ronthly). )

£fter 1. Yry H @ X After what year doso activity bacoms 1OW 3 years

9» Could Record Series be stored in the State 10, Recomnended Retantions
Records Center,

YES Retain for 10 years and transfer to hall
L9 ¥ L7 of records for an additional 10 years then
Whens destroy

L1, !nvcn‘:.ory prepered by Detes

(Print Xene)
Telayhone Kunbers

DAS-K4=-10 /&
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Ligntbneditl U2 Janbidl, dEaYi0eD
Raecords Managemant Division

ACGENCY RECORDS INVENTOXX Page No, )

10 of 24 ,

L Department 2 Divigion .
‘ ' Executive Department State Ethics Commission :
‘ 3. Unit f

be Record Series and Title: (Def. 4 group of records filed as a unit, used es a unit, and which
| moy be transferred or disposed of &8 a unit,)

k]
. 10. Ethics materials from other States

Descriptiont (QGive a brief description of a typicel folderjy include content, purpoze, and ’
form neme(s) end number(s),

: There is a file for each jurisdiction that interacts with the Ethies L

Commission. This includes information from various states and the Council

-

i of Governmental Ethics. AlL pertinent information is retained in these files.

.
soer P g weaes wre

)
P IR ]

AP T TR TR TR T Y
NESERY

e -
‘ H
e [0t Use a reparate dnventeory ghect for pach Bacar Serdes) !
5. Present Volunme on Hund (No, of file drawers) |7. Auvdit i -gquirements
3/4 Etate (7 S
:5. Estireted Accumulstdon (Yearly) Federel 1/ Internal 7
' 1/10 Independent .___{
: External LT

e Lutinated Activity por File Drawer: (Activity Oulde- KIGH (used daily); MEDIUM (once/twice
~ ront! IOW (lese than once xonid .
Current Yoar H (0 1 ! inkd ( w)e )

L Afterl,Yry, H@ L After vhet yeer doso activity bacoms 1OV N/A

9» Could Record Serios be stored in the State 10, Racomnended Rotention: !

Escords Center, 01d laws and materials are discarded i

YES Cj KO [_727 as new or revised materials come in.
Ll Inventory prepered by Detes

(Print Mene)

- s

Tedo; ono Kuwdbors

DGS-R4-10 /81




MiLalilikal U2 CGonbndl OEetrlCLD
Roecords ¥enagemont Division

: AQGENCY RECORDS INVENTOXY ' Page No, .

Alof 24 :
}i'l}epartment . 2 Divigion N
! ’ State Ethics Commission )

} Executive Department

3. Unit ¢

‘be  Record Series sand Title: (Def, A group of records filed as & unit, used es @ unit, and which’
| wmoy be transferred or disposed of &8 a unit,)

* 11. Local Government —-General Information

' Descriptions (Give a brief description of a typical folder; include content, purpose, and ‘
form neme(s) end number(s),

These are general background files relating to the implementation of the 4
4 .

A local government partion of the Public Ethics Law and the commission requirements
: for local ethics provisons. The regulations and model laws are included as well

4 as local ethics opiniohs.

AT o =
’
.
PP P AR VR Ry g R T 2

PP T S ¢

@Jnj&&mmmmmw Series)

5. Present Volume on Hand (No, of file drawers) |7, Audit i: quirenents
L Etate (T o
.6' Estireted Accunulstion (Yearly) Pederal [/ Internal 7
3 1/10 Independent ___.{
External [T

8o Estincted Activity por File Drawers (Activity Owldo. EIGH (used dsily); MEDIUM (onco/twice
3 pont! I0W (less than once montt .
Current Yoar @ ¥ 1 ' Ay ( W0y )

Lfter 1. Yry, @ M 1L ¢ After what year doso activity bacoms IOW _ 5

9» Could Record Serios be stored in the State 10, Recomnended Rotention: '
Rucords Center, ) :

YES /7 0 L7 No current plan to destroy or transfer

Zan g . 3
i ) i

Ll Inventory prepered bty ( Detes : B
Print Xzne)

Telayhone Kuubors 3
D3S~R4-10 /81




1

Lisnilliital V2

UanidnAl OEuttlUeD

Rocords Maenagemant Division

AQENCY RECORDS INMVENTOXQ

Page No,
L2of 24

¢

8 i'l}epartment

Executive Department

2¢ Divigion

State Ethics Commission

3. Unit

L.

1

C R

5.
‘6.

q

Record Series snd Title: (Def,

4 group of records filed as & unit, used es & unit, and which

ray be transferred or disposed of a8 & unit,)

' 12. Local Government Ethics Laws

Descriptions
form neme(s) eand number(s),

(Give a brief description of a typicel folderj include content, purpose, and

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

and 156 municipalities.
files.

regulations and various review documents.

{0302 Use a renarate dnvento

Present Volune on Hand (No, of file drawers)

Estirzted Accumuls tion (Yearly)
1/10

All correspondence and local laws are placed in these

-

Major components include request for exemptions, approval of law or

t

Qe -

presevEr—

nach Barcar? Sexier)

T Audit ;. gquirements
Etate Gx7 )
Federsl [/ Internal [7
Independent ___{

External LT

Current Yoar H @@ 1 f
ifter 1, Yry H @ 1

After vhat year doao activity bacoms LOW

8. Lstinated Activity por File Drawers (Activity Guido- FEIGH (used daily); MEDIUM (onco/twice
monthly)s LOW (less than once monthly). )

N/A

9s Co

Lle Iuven‘ory prepered bty

Could Record Serios be stored in the State
hkecords Center.

Yes L7 Yo XY

10, Racomnended Rotsntions

Legal status of local government is ongoing
and subject to continued review. Files would
be retained permanently.

Drteos

(Print \une)
Telop hone Kunbors

DGS-R%-10 /81




Ed

Lavallisid U2 Urnendl DEsifACED
Records Henagemont Division

AGENCY RECORDS INMVENTOYX Page No,
. <3 of 24
.t'Depart.ment ) 2. Divigion
State Ethics Commission
Executive Department 3. Unit .

T w AT et T a L

AS PR et

SR ST T

\
}
3
1
3
F
2
¢

.'h- Record Series and Title: (Def, A group of records filed as & unit, used es a unit, and which]

ray be trancferred or disposed of as a unit,)

" 13, General Administration

Descriptiont (Give a brief description of a typical rolder; include content, purpose, and
form neme(s) and number(s).

This is a group af files that relate to the overall general administration
of the Public Ethics Law. Things that are included in this group are miscellaneous

reports,..guidelines from other agencies and regulations.

~[iotes Use a reparete dnventory gheet for sach Becor Serier)

.
PP PO B g g S VR

5. Present Volume on Hand (No, of file drawers) |7. Avdit i: quimmcnta

2 Etate (T D
5. Eatireted Kccumuletion (learly) Poderal [/ Internal [T
1/10 Independent

External [T

VIR R e LR

i

3

rmtin.ted Activity por File Drawer; (Acitivity Ouidoe- KiGH (used dedly); MEDIUM (once/tiice
wonthly); XOW (less than once xonthly), )

Current Yoo % H L zl
Llter 1, Yr, M L« After vhet year doso activity bacoms IOVW 3
| 9 g::-uld Racord Serios be stored in the State 10, Racomnended Reotention: .
weords Center, YES Retain for 10 years, transfer to state
o294 o L7 records center for 5 years then destroy
11 Inventory prepered by Detos

(Frint Xzne)
Telophone Kunbors

DaS-R4=10 /8




Voralloeil U2 UnninAl 0EsifiCed
Records Mansgemant Division

AGENCY RECORDS IWVENTORY Page No. .

- La_of 24 1

fi..’)epartment . 2+ Divigion !
\ Executive Department 3 UnitState Ethics Commission %

be Record Series and Title: (Def. 4 group of records filed as & unit, used a5 e unit, and which
: may be transferred or disposed of as a unit.)

14. Ethics Financial Disclosure Reports . .

Descriptions (Qive a brief description of a typicel folder; include content, purpose, and
form name(s) and number(s),

These files contain folders with the personal financial disclosure ﬁ
information of all.officials and candidates required to filé. The folders

include various types of disclosure forms and related correspondence.

4
| e
These records are public information but require viewers to sign a special log. {
?
2
| |
@ - 3
— . :
e [l0te2 Use n repparate dnventory ghect for pach Becor Series) j
5. Present Volume on Hond (No, of file drawers) |7. Audit h: quimmcnt,a ;
60 Etate (T K
5, Batireted Foomauistion (Yearly) Pedorel /—/ Internal XX
6 Independent .__._[
; External LT
48. stineted Activity por File Drawer: (Activity Ouids- KiGH (used deily); MEDIUM (once/twice
] wonthly)s IOW (less than once monthly). )
Current Yoo H I l‘
Liter 1, Yr, g H L+ After whet year doso activity bacoms LoW N/A
9» Could Record Serd.os be stored in the State 10, Racomnended Rotention: Files will be destroyed:
Records Center, 7 years after a filer is no longer active in the |
YES L7 0 X7 system, The forms of the Governor, Lt.Governor, '
Treasurer, Attorney General, Speaker of the House
j\m’ and President of the Senate will be permanently ]
retained for historical research purposes i
Lle Iuventory prepered ty ] Detes o

(Print Nznae) }
Telophone Kunbor: ‘

DAs-K4-10 /81




arnbibigdel Up Grnbkanlal, SLutfLOED
Records Yanagemont Division

: : AGENCY RECORDS DNVENTOXY Page No o

| 150 24 :
Lo partment, 2+ Divigion .
: Executive Department State Ethics Commission ;

3. Unit E

le Record Series and Title: (Def. A group of records filed as & unit, used as a unit, and which|
ray be trencferred or disposed of as a unit,)

" 15. Lobbying Activity Reports and Registration Forms

Descriptiont (Give a brief description of a typical folder; include content, purpose, and :
forn name(s) and number(s).

¢ The files include lobbyist registration forms, activity reports and b

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

-

documents maintained centrally which would become a permanent record - not

to be destroyed.

N Wkl v

=T
.
e CNATR L ot b e g gt o

Ot AW, T €

h — -
|§ ,
b {0t22 Tze 8 reparate dnventory gheet for pach Becors Series)
5. Present Volume on Hond (No, of ‘file drawers) | 7. Auvdit i:quirements
$6 13 Etate (XX K
Eatireted Accumulstioln (Yearly) Federsl [/ Internal [Xf
: Independent ..__{
T External LT
| Co Estinated Activity por File Drawers (Activity Ouide- KIGH (used daily); MEDIUX (onco/trdice
 crrent Y ronthly); LOW (less than once xonthly). )
/ }‘:T?f]. oar %g; H 1L only if lobbyist and
fter 1, Yr, M L After whet year doso activity bacoms LOW client become inactive

. 9s Could Record Serdos be stored in the State 10, Recomnended Rotsntion:

J
Escords Center, Transfer to State Records Center when

YBS [ 3% o [7 lobbyist has been inactive for 7 years. It could
) . ) retain them for 5 years then destroy
._’Qen: Lobbyist becomes clearly inactive -

Ll. Inventory prepered bty ( Detos
i Frint XNane)

Telophone Kunbers
‘ DGS~-R4=-10 /81




Rocords Hanagemont Division

——ﬁ
dagatitrusdil Vo GRnbrdl DEet{LUED

1

AQENCY RECORDS DIVENTOXY P%ﬁe No
Abor .._.._22*
fi.‘)epnrtment 2. Divigion
! Executive Department State Ethics Commission
! 3. Unit
i

s

way be trensferred or disposed of &8 a unit,)

1 " 16, Complaint Files

' Descriptiont (Give a brief description of a typicel folder; 4nclude content, purpose, and
- form name(s) and number(s). . ' P ’

; File containg formal legal complaints issued by the Commission.

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

-

findings at hearings and other related documents or correspondence.

T

‘Le Record Series and Title: (Def. A group of records filed as & unit, used s @ unit, and which

PRV W DR T

— =
]
e [N0t02 e a reparate dnventory shect for pach Becart Series)
55. Present Volume on Hand (No. of file drawers) |7. Auvdit ::quirements
P 10 Etate (T K
0. Estirated Accumlstion (Yearly) Pederel 7/ Internal [X¥
: 1 Independent
External LT

| 0o Estinated Activity por File Drewer: (Activity Ouddo- RiGH (used 6rily); MEDIUM (once/twice
3 thly 1 : A, .
| current Your g "1 . ronthly); LOW (less than once xonthly). )

,Lfter 1, Yr, H L I After whet year doss activity bscoms LOW 3

(Print Nane)

Telophone Kuubors

DAS-K4-10 /81

9o g@ulidRecord Serion be stored in the State 10, Recomnended Retention: .
weords Center, The Commission has not determined at
YES L7 o K7 what point these records should be destroyed
eng (if ever)
11, Im'cntory p!‘a'pc_r‘cd h‘y Detet -



bagatbizal U2 UonliAl DEaY10ED
Records ¥ansgemont Division

AQENCY RECORDS INVENTOXY
ge N
...fz_of 02_'4_ r
l'Depart.ment 2o Division :
, Executive Department State Ethics Commission )
3. Unit 1
q

Lbe Record Series and Title: (Def, 4
: . group of records filed as & unit, used es a unit, and whi
may be transferred or disposed of as a unit,) ! ’ Fhieh

17. Preliminary Inquiry Matters

g =

Descriptiont (Give a brief description of a typicel folderj 4include content, purpos
form neme(s) and number(s). ' P ®s &nd

The file contains infermation coming to the Commission's attention
il
-. H

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

=

File includes investigative memos and the documentation containing

any Commission decision.

e Bt

P

Y

" -
e {0tz Use a reparnte duventory sheet for sach Becar Sexies)
5. Present Volume on Hend (No, of file drawers) |7. Avdit L-quirements |
4 Etate (7 CoD
84 Estireted Kccumulstion (Yearly) Pederel [—/ Internsl £X7
! 1/2 Independent ___.{
External [T

‘B. Lytinated Activity por File Drawers (Activity Ouldo- EIGH (used daily); MEDIUY (once/trice
] ront! 1 ) tny),
Current Yoar (B) 4 1 nthly)y LOW (less than once xonthly), )

2

kfter 1, Yr, H L After whet yesr dosp activity bacoms 1OV 3
94 gg?dl:exgeicri os be stored in the State 10, Racomnended Reotention: !
S LT Py uhat poine hoce vecords should be destroyed |
fhaens (if ever) ]
Ll. Iuventory propered by Drtos ‘

(Print Mene)
Tela; hno Kusbers

DAaS-K%-10 3/81




Paratunsid U2 GhridAL 2LV AUED
Rocords Hansgemant Division

AGENCY RECORDS INMVENTOXY Page No,
. -18of 24
gi.‘ueparunent 2. Division
3 Executive Department 3 S%?te Ethics Commission

Record Series and Title: (Def,

A group of records filed as & unit, used @s @ unit, and which

Sl
i moy be tronsferred or disposed of as a unit.)

18. Potential Conflict of Interest Matters

Descriptions (Give a brief description of a typicel folder; include content, purpose, and
form neme(s) and number(s),

ECLIV RN R TN RTINS AT

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.

T s T R R e
L}

{0302 T2 n genprate duventc

pach Bacor” Sextes)

§S. Present Volume on Hund (No, of file drawers) |7, Audit ! :quirements

1 State (7 }
§6 Batireted Accumulst.ion {(Yearly) Pederal [~/ Internal [XX¥
) 1/7
¢ Independent ___..{
18_ External LT
10s Estimeted Activity por File Drawer: (Activity Ouido- KIGH (used drily); MEDIUWM (once/twice
E ) ronthly); LOW (less than once wonthly), )
5 rrent Yoar 0 H I ]
: -‘ ter 1, Yr, H @) 1 ¢ After whet year doso activity bacoms IOW 3

!9s Could Record Serios be stored in the State
: Records Center,

eSS /7 Yo [X7

H ansg
-

fLle Yuventory prepered ty

10, Recomnended Rotsntions

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

Drtos

(Print Xs=ne)
Telophone Kuxbars

DGS-R4=-10 /&1




daratilnsil U OGenerdl DEYLIUED
Records ¥anagemont Division

ACGENCY RECORDS INVENTOYX

t
i
t

L.‘iepart,ment

Executive Department

Page No,

~Llof 24 ;.

2 Divigion N
State Ethics Commission :

3. Unit 4

Lbe Record Series and Title: (Def.

4 group of records filed as & unit, used es a unit, and which
may be tronsferred or disposed of &8s a unit,) ‘

. 19, Bills Received and Authorized for Payment

' Descriptions
form neme(s) end number(s),

L0302 Use a gennrate $nvento

1/2

(Give a brief description of a typicel folder; 4include content, purpose, and

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,

5. Present Volume on Hend (No, of file drawers)

6, Estireted Kccumlstion (learly)
1/6

.
A LS N Y W e Bt I e AT A S trvwed Whnbad

pach Becar Series) 1
7 Avdit i :quirements

Btate (XX ©OD

Federel f—/ Internal 7

Independent

External [T

Current Yoor (P ¥ L
tfter 1, Iry, H H (D {

8o Estinated Activity por File Drawers (Activity Owids- EiGH (used drily); MEDIUX (once/twice
ronthly); 1OW (less than once monthly), )

After what year doso activity bacoms 1OV !

9+ Could Record Serios be stored in the State

Racorde Center,
YEs /X7 v [T

10, Recomnended Rotention:

Destroy after retaining.for 3 years

P

Ll. Inventory prepered by

- Yoy

Drtos

(Print Nane)
Yelophone Kuubors

DaS-R4-10 1/81




VAratunedl OF UENLAAL DEAYICED
Records Mansgemont Division

AGENCY RECORDS INVENTORY Page No, .

‘ - L0 of 24 ;
}i.‘epartment : ) . 2. Divigion :
) " Executive Department STate Ethics Commission 1
' 3. Unit :

lbe Record Series and Title: (Def, 4 group of records filed as & unit, used as a2 unit, and which
; may be transferred or dicpoaed of as a unit,)

. 20, Expense Account Files

‘ Description: (Give a brief description of a typicel folder; include content, purpose, and "
: form n..me(s) end nunber(s)., :

This file contains expense account records for each empioyee 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

.
Ny e e g et e bl

Annapolis.
@ ‘
;
s )
'mﬁio:a;m.mmmmmmw Seriec) 'J
5+ Present Volune on Hund (No, of file drawers) |7, Audit i: quirements
1/2 Etate (7 K
‘6 Estireted Accumulation (Yearly) Poderel s—/ Internsl 7
_; 1/10 Independent
External [T

,8 Estimated Activity por File Drawer; (Ac.ivit Cuido- HIG,—v(usod d&ilyj; YEDIUX (onco/tiice
: ' sont! IOW (less than once ronid *
§ Current Yoar H (821 ! Ay ( ). )

!

Afterl, Yry H M () After whet year doso activity bacoms LOW !
9% Could Record Serios be storod 4n the State 10, Racomnended Retention:
Records Center, h d 1d be d d f i
These records wou e destroyed arter
IS 7 W LT 5 years
R s
2. Inventery prepered bty Detos

(Frint Nane)
Yelaphone Kuudbors

D3S~-F%-10 /&




Laealsbaial O denboaal, QLalvlied
Raocords ¥ansgemont Division

AQGENCY RECORDS IMVENTOXX Page No
: 2Lof _24 :
‘1L partment, 2. Divigion .
E Executived.Department State Ethics Commission ;
3. Unit |

hh- Record Series and Title: (Def, A group of records filed as & unit, used es a unit, and which
: ray be tronsferred or disposed of as a unit,) '

21, Budget Files

: Descriptions (QGive a brief description of a typicel folderj fnclude content, purpose, and h
form neme(s) and number(s),

File contains material related to the budget for each fiscal year.
Includes copy of Eudggt and related correspondence. Sinte the Commission's
finances are actually handled by the Goverror's office in Annapolis, these

are only back up files.

.
PSR N TN Rk ST

; /. -
y -
e {0te2 Use 8 reparate dnventeory gheet for pach Becors Serder) !
5. Present Volume on Hond (No, of file drawers) |7. Audit }:quirements
3/4 Etate (7 s
;5. Estireted Accumulstion (Yearly) Pedersl [/ Internal 7
% 1/8 Independont .__{
! External [T

}3.' Estinated Activity por File Drawers (Activit Ouidb-(- KiGH (used dadly); MEDIUWM (onco/twice
s , ront! J1OW (less than once xontd .
Current Yoar (D M 1, , it R

£fter 1. Yry H M (D After whet year doso activity bacoms LOW 2

9s Could Record Serios be stored in the State 10, Recomnended Rotention:
Rscords Center,
YES /X% 0 /-7 Destroy after 8 years

ian H

Ll. Yuventory prepered bty ( betey
Frint Xzne)

Teleaphono Kuubors

DGS-R4-10 /8




Méwnlibnnal O Qhnardal 0L LAUED
Records Hanagemant Division

AQENCY RECORDS INVENTOYX Page No,

-2 0f 2
1
.L.‘)epartment 2 Divigion
: Executive Department State Ethics Commissions
\ 3. Unit

: may be transferred or disposed of as a vnit,)
22. Personnel Files

' Descriptions (Give a brief description of a typicel foldery include content, purpose, and
form name(s) and number(s),

A File includes all materials related to current and former employees

of State Ethics Commission.

e ate: Use a geparate dnventory gheet for pach Bacars Series)

Lbe Record Series snd Title: (Def, A group of records filed as & unit, used 28 a unit, and which

.
L A my  eamewssode P gewet l e

..

5. Present Volume on Hand (No, of file drawers) |7. Audit i :quirements
2/3 Etate (XK oD
5, Bstirzted Kccumulstion (learly) Podersl /= Internal [7
1/10 Independent .__[
External [T

8 Estinated Activity por File Drawer: (Activity Ouido- EIGH (used daily); FEDIUM (once/twice
‘ ronthly)s LOW (less than once ronthly). )
Current Yoar H g L !

£fter 1, Yry, H L ' After waet year doso activity bacoms LOW N/A as to current

employees

9« Could Record Serios be stored in the State 10, Racomnended Rotention
Records Center, , ;
YES m Yo /=7 File to be permanently retained

Lle Inventory prepered by ( Drtos
Print Xene)

Telorhane Kuuboers

D3S~-R4-10 /81

e B wn oy e




Padathnial U2 GRREAAL DEAYLCES
Records Vanagement Division

: S AGENCY RECORDS IMVENTOXY Page No, .
. : ' ~23of 24 ;
;: .l:. epart.ment. : . 2o Divigion N
: : Executive Department State Ethics Commission

i P 3. Unit '

1

Y

-be  Record Series and Title: (Def. A group of records filed as & unit, used 25 & unit, and which
| may be transferred or disposed of as & unit,)

1

! " 23. Job Appiicants - . 1

- - D

J‘ Description: (Give a brief deécription of a typlcel folder; include content, purpose, and
. form neme(s) end number(s). i

File includes records regarding job applicants who were. not hired

EC et

by the State Ethics Commission and related correspondence.

-

Py o e gy}

Ty S TR oYY

I

]

oo Dlate: Use a geparate inventory gheet for sach Bacard Serter)

i5s Present Volume on Hand (No, of file drawers) |7. Audit i :quirements
; . Etate (T oD
5, Estireted Accumulstion (Yearly) Pederel [/ Internal [T
{ 1710 Independent .__{
Externel LT

8o Estinated Activity por File Drawer: (Activit Ouido-(- EiGH (used dedly); MYEDIUM (onco/twice
X ront} 10W (leses than once roni
d Current Yoar (H) H 1 s ). )

;  Afterl, Yr, H H( Z,) , After whet year doso activity bacoms 1OW 1

-9y Could Record Serdos be stored in the State 10, Reacomnended Rotentions f

Racords Center, YES Recommend that records be destroyed
‘ LX o L7 after retaining for 5 years

i

L1le Inventory prepered ty ; Deteos
Print Xesne)

Telorhone Kunders
! D3S-K4-10 /&




dagattiniad L Ulnbnal OEGYICAED

f i Records ¥ensgemont Division |
AQGENCY RECORDS IMVENTOXQ Page No,

1 24 0f 24

Ei.‘)eparhment 2, Divigion

é Executive Department 3. Unit:State Ethics .Commission

| rmay be tronsferred or disposed of as a unit,)

' " 24, Advisory Opinions

form neme(s) and number(s),

File includés a.folder for each advisory opinion request, correspondence,

T T T TR T e e T SR A o T e

"be Record Series and Title: (Def, 4 group of rocords filed as & unit, used 25 & unit, and which

! Descriptions (Give a brief description of a typicel folder; 4include content, purpose, and

research information and actual opinions. - \
?3
y
f
3
| s
i ‘ - J
/_ -
; ~
e (0t a2 a reparate dnventory gheet for sach Bacars Seriec)
;5. Present Volunme on Hond (No, of file drawers) |7, Auvdit ! :gquirements
‘ 3-1/2 Etate (7 S
5, Estireted Xccumule tion (Yearly) Pederel [/ Internal [3IK
3 1/2 Independent
External L7

‘5, Estineted Activity por File Drawer: (Activity Ouido- KIGH (used drily); MEDIUM (once/tiwice
‘ ronthly); 1OW (less than once monthly). )

i
1
i

Current Yoar () M 3

kfter 1. Yry H #) 1 < After what year dosp activity bacoms LOW 3
Js IC:'c.‘ul'.;i\dReco2‘:1 Serios be stored in the State 10, Racomnended Rotention: ,

weords Center . .

* Permanent retention is the current plan
Y8 L7 ¥ ZX7 although destruction after 20 years is
being considered.
‘ii?n: "

lls Inventory prepered hy Drtog

(Print Xzne)

Teleywno RFunbors

DGS-K4-10 /&1




