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RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE - 

Schedule No. 690-6 4 
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Agency PivisionlUnit 
Department of Budget and Management Equal Employment Opportunity 

Item 
No. 

fi& 
1 

2 

3 

4 

Schedule 
or Division Representative. 
Date 9 -33 -63 
Signature 

Typed Name 

Title Statewide EEO Coordinator 

Retention 

Retain in the office one (1) 
year, then transfer to 
Records Mgmt. Center for 
two (2) additional years, then 
destroy. 

Retain in the office one (1) 
year, then transfer to a 
Records Mgmt. Center for 
two (2) additional years, then 
destroy. 

Retain in the office one (1) 
year, then transfer to a 
Records Mgmt. Center for 
two (2) additional years, 
T h r i l  dc I + / ,  j/ 

Retain in the office one (1 ) 
year after case is closed, 
then transfer to a Records 
Mgmt. Center for two (2) 
additional years, then 
destroy. 

Archivist 

Description 
- - 

Schedule SU~?CR(PP S L ~ C J ~  /C 6?0 -6 in  ;.k e*k'n$, 

Eaual O~~or tun i t v  Case Files 
These folders include information received from other EEO 
personnel in the State government. The information 
concerns job openings, hiring, grievances, discrimination 
complaints, EEO audits, and EEO tracking information 
connected with State employees. 

EEO Worksho~ Aaenda and Evaluation of Worksho~s 
Agendas of previous workshops and evaluation of the 
various EEO and ~fihvorkshops by the participants. 

Statewide Racial Summarv (Departmental and General) 
Statist~cal information concerning the breakdown of State 
employees according to job category and race. 

EEO Grievance. General. Technical, Whistleblower, and 
Closed cases 
Discr~mination and Whistleblower cases handled by the 
Equal Employment Opportunity office. These cases of 
discrimination and Whistleblower involve State employees. 
When these cases are completed, they are filed in the 
closed case file. 

Approved by Department, Agency, Schedule Authorized by State 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 690-6 4 
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Agency DivisionlUnit 

Item 
No. 

5 

6 

7 

Department of Budget and Management €qua! 

Description 

Schedule is an amendment of 690-6 can't 

Affirmative Action Plans and Policies 
This file contains the affirmative action plans for all State 
agencies and departments which pertain to equal 
employment opportunity. 

EEO-4 Forms 
These forms are compiled bi-annually for the Federal 
government. They contain statistical information in reference 
to job categories in the State service. The statistics pertain 
to classification and grade level in comparison to the race and 
sex of the individual. 

Resume Files 
Resumes are sent to EEO requesting job placement. 
Resumes are kept on file and referred to State agencies 
when these agencies have job openings available. 

Employment Opportunity 

Retention 

Retain in the office one (1 ) 
year, then transfer to a 
Records Mgmt. Center for 
two (2) additional years, 
then destroy. 

Retain in the office one (1 ) 
year, then transfer to a 
Records Mgmt. Center for 
two (2) additional years, 
then destroy. 

Retain in the office one (1) 
year, then transfer to a 
Records Mgmt. Center for 
two (2) additional years, 
then destroy. 



Instructions -Type or Print a separate form for DEPARTMENT OF AGENCY RECORDS INVENTORY 
each new or revised record series. Forward with GENERAL SERVICES 
Records Retention Schedule (DGS 550-1) RECORDS 

MANAGEMENT 
DIVISION PAGE 1 OF 7 

7275 Waterloo Road, P.O. 
Box 275 

Jessup, Maryland 20794 
4 10-799- 1930 

1. DepartmentIAgency 2. Division 3. Unit 

Department of Budget and Management Office of the Statewide Equal Employment Opportunity 
Coordinator 

DEFINITION: RECORD SERIES: A group of related records normally tiled and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Titlc 5. Earliest YeariLatest Year 

2010 to 2013 
Equal Opportunity Case Files - ltem #1 

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

These folders include information received from other EEO personnel in the State government. The information concerns job openings, hiring, 
grievances, discrimination complaints, EEO audits, and tracking information connected with State employees. 

7. Record Series Format(s) List all 8. Record 9. Volume 
Series 10 cu. Ft. 

[XI Letter Size Microfilm Sequence Number 

Legal Size Computer Tape €4 File Drawer(s) 
Alphabetical Microtilm Reel(s) 

Audio Tape Floppy Disk Computer Tape(s) 
Numerical Other (specify) 

q Bound Book Video Tape 
10. Annual Accumulation 

Other (specify) Chronological 3.0 cu. Ft. 
Number 

q 
Geographical [XI File Drawer(s) 

Microfilm Reel(s) 
Other Computer Tape(s) 

(specify) Other (specify) 

I 1. File is Used 12. File Becomes Inactive After 

[XI Daily Weekly q Monthly 3 
Annually 

Number nMonth(s )  [XIYear(s) 

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 
q Yes [XI No 

30 1 W. Preston Street, Room 607, Baltimore, MD 2 1201 
15. Access Restrictions (If Yes, cite Law(s) & Rcgulation(s) 16. Audit Requirements 

Yes [XI No 
None State Federal Independent 

17. Is an Index System used? If yes, explain brietly and 18. Recommended Retention 
describe requirements 

U Y e s  [XjNo Retain in the ofice one (I)  year, then transfer to a Records Mgmt. Center for two (2) 
additional years, then destroy. 

19. Name and Title of Preparer 20. Telephone Number 2 1. Date 
Debra Mack, Compliance Coordinator 4 10-767-4735 6/10/2013 

lKn\ 7 5 0 4  (Kc, I ' 4 2 )  



Instructions -Type or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

I. Department/Agency 

Department of Budget and Management 

. . 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DlVlSlOU 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

4 1 0-799- 1 930 

2. Division 

AGENCY RECORDS INVENTORY 

PAGE 2 OF 7 

3. Unit 

Office of the Statewide Equal Employment 
Opportunity Coordinator 

. , . . .  ORD SCRII,S. A group of related records normally filed and used as a unit 'i>r reference as well as retention and disposition purpclses. 
4. Record Series Title 5. Earliest YearlLatest \'car 

20 1 0 to 2013 
EEO Workshop Agenda and Evaluation of Workshops - Item #2 

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

Agendas of previous workshops and evaluation of the various EEO and AA workshops by the participants. 

7. Record Series Fonnat(s) List all 

[XI Letter Size q Microfilm 

Legal Size Computer Tape 

Audio Tape C] Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8. Record Series Sequence 

[XI Alphabetical 

Numerical 

Chronological 

Geographical 

C] Other (specify) 

9. Volume 
3 cu. Ft. 

Number 

C;3] File Drawer(s) 
Microfilm Reel(s) 

r] Computer Tape(s) 
Other (specify) 

10. Annual Accumulation 
1.5 cu. Ft. 

Number 

[XI File Drawer(s) 
Microtilm Reel(s) 
Computer Tape(s) 
Other (specify) 

I 1 .  File is Used 

[XI Daily Weekly Monthly Annually 

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

301 W. Preston Street, Room 607, Baltimore. MD 2 1201 

15. Access Restrictions (If Yes, cite Law(s) Rc Regulation(s) 
a y e s  m N o  

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes [XI No 

19. Name and Title of Preparcr 

12. File Becomes Inactive After 

3 

Number q Month(s) [XI Year(s) 

14. Is Record Series Duplicated Elsewhere'? (If yes, specify agency or 
office.) 

Yes [XI No 

16. Audit Requirements 

[XI None State Federal Independent 

18. Recommentled Retention 

Retain in the office one ( I )  year, then transfer to a Records Mgmt. 
Center for two (2) additional years, then destroy. 

20. Telephone 
Debra Mack. Compliance Coordinator 

Number 2 1. Date 
4 10-767-4735 61 1 0120 1 3 



Instructions -Type or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

I. DepamncntIAgency 

Department of Budget and Management 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

4 1 0-799- 1 930 

2. Division 

AGENCY RECORDS I N V E N T O R Y  

PAGE 3 OF 7 

3. Unit 

Office of the Statewide Equal Employment 
Opportunity Coordinator 

DEFINII ION: RECORD . S m I r S .  . .  A group of related records normally filed and used as a unlt ror reference as well as retcntion and disposition purposes. 
4. Record Series Title 

Statewide Racial Summary (Departmental and General) - Item #3 

5. Earliest YeariLatest Ycar 
2010 to 2013 

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

Statistical information concerning the breakdown of State employees according to job category and race. 

7. Record Series Fonat(s)  List all 

Letter Size C] Microfilm 

C] Legal Size C] Computer Tape 

Audio Tape Floppy Disk 

Bound Book Vidco Tape 

Other (specify) 

8. Record Series Sequence 

rn Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

9. Volume 
4.5 cu. Ft. 

Number 

File Drawer(s) 
Microfilm Reel(s) 
Computer Tape(s) 
Other (specify) 

10. Annual Accumulation 
1.5 cu ft. 

Number 

File Drawer(s) 
Microfilm Reel(s) 
Computer Tape(s) 
Other (specify) 

I I .  File is Used 

[XI Daily Weckly Monthly Annually 

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

301 W. Preston Street, Room 607, Baltimore, MD 2 1201 

15. Access Restrictions (If Ycs. cite Law(s) R; Regulation(s) 
Yes [XI No 

17. Is an Index System used? If yes, explain brietly and describe 
requirements 

a y e s  m N o  

19. Name and Title of Preparer 

12. File Becomes Inactive After 

3 

Number OMonth(s) mYear(s)  

14. Is Record Series Duplicated Elsewhere'? (If yes. specify agency or 
ofice.) 

Yes [XI No 

16. Audit Requirements 

rn None C] State C] Federal C] Independent 

1 8. Recommended Retention 

Retain in the ofice one ( I )  year, then transfer to a Records Mgmt. 
Center for two (2) additional years, offer to the Archives and if they 
refuse, then destroy. 

20. Telephone 
Debra Mack, Compliance Coordinator 

Number 2 1. Date 
4 10-767-4735 6l1012013 



Instructions -Type or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

1.  DepartmcntlAgcncy 

Department of Budget and Management 

- .  -ION: RECORD SERIES: A group of rclatec 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

4 10-799- 1930 

2. Division 

AGENCY RECORDS INVENTORY 

PAGE 4 OF 7 

3. Unit 

Office of the Statewide Equal Employment 
Opportunity Coordinator 

4. Record Series Title 

EEO Grievance, General, Technical, Whistleblower, and Closed cases - Item #4 

5. Earliest YearILatest Ycnr 
2010 to 2013 

records nomially tiled and used as a unit 'or refererice as well as retention and disposition purposes. 

6. Record Series Description (Briefly describe the types of informationldocumentslforms found in the series. Include thc purpose or function of the series.) 

Cases of discrimination and Whistleblower cases handled by the Equal Employment Opportunity office. These cases of discrimination involve 
State employees. When these cases are completed, they are filed in the closed case file. 

7. Record Series Forrnat(s) List all 

[XI Letter Size Microfilm 

Legal Size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8. Record Series Sequence 

[XI Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

9. Volume 
6 cu. Ft. 

Number 

File Drawerla) 
Microtilm Reel(s) 
Computer Tape(s) 
Other (specify) 

10. Annual Accu~nulation 
3 cu fi. 

Number 

[XI File Drawer(s) 
Microfilm Reel(s) 
Computer Tape(s) 
Other (specify) 

I I. File is Used 

[XI Daily Weekly Monthly Annually 

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

301 W. Preston Street, Room 607, Baltimore, MD 21201 

15. Access Restrictions (If Yes, cite Law(s) Rr Regulation(s) 
Yes [XI No 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes [XI No 

19. Name and Title of Preparer 

12. File Becomec Inactive After 

3 

Number Month(s) [XI Year(s) 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
office.) 

Yes [XI No 

16. Audit Requirements 

[XI None State Federal Independent 

18. Recommended Retention 

Retain in the office one (1) year, then transfer to a Records M p t .  
Center for two (2) additional years, then destroy. 

20. Telephone 
Debra Mack, Compliance Coordinator 

Number 2 I. Date 
4 10-767-4735 6/1012013 



Instructions -Type or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

1 .  DeparttnentJAgency 

Department of Budget and Management 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

4 1 0-799- 1 930 

2. Division 

AGENCY RECORDS INVENTORY 

PAGE 5 OF 7 

3. Unit 

Office of the Statewide Equal Employment 
Opportunity Coordinator 

DElINITION: RECORD S-P of related records normally filed and used as a unit reference as well as retention and disposition purposes. 
4. Record Series Title 

Affirmative Action Plans and Policies - Item #5 

5. Earllest YearILatest Year 
2010 to 2013 

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

This file contains the affirmative action plans for all State agencies and departments which pertain to equal employment opportunity. 

7. Record Series Format(s) List all 

Letter Size Microfilm 

Legal Size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8. Record Series Sequence 

rn Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

0. Volume 
3 cu. Ft. 

Number 

File Drawer(s) 
Microfilm Reel(s) 

U Computer Tape(s) u Other (specify) 

10. Annual Accumulation 
1.5 cu. Ft. 

Number 

File Drawer(s) 
Microfilm Reel(s) 

U Computer Tape(s) 
Other (specify) 

I I .  File is Used 

Daily Weekly Monthly Annually 

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

301 W. Preston Street, Room 607, Baltimore, MD 21201 

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 
q Yes No 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes rn No 

19. Name and Title of Preparer 

12. File Becomes Inactive After 

3 

Number uMonth(s )  [XIYear(s) 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or 
oftice.) 

Yes [XI No 

16. Audit Requ~rements 

[X1 None State Federal Independent 

18. Recommended Retention 

Retain in the office one ( I )  year, then transfer to a Records Mgmt. 
Center for two (2) additional years, then destroy. 

20. Telephone 
Debra Mack. Compliance Coordinator 

Number 21. Date 
4 10-767-4735 6/10/2013 



r 

Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 
each new or revised record series. Forward with RECORDS MANAGEMENT DIVISION 
Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

Jessup. Maryland 20794 
4 10-790-1 930 PAGE 6 OF 7 

1.  DeparhnentIAgency 2. Division 3. Unit 

Department of Budget and Management Office of the Statewide Equal Employment 
Opportunity Coordinator 

. . m R D  . . SERIES: A proup of related records normally filed and used as a unit =or rekrence as well as retention and disposition purposes. . r 

4. Record Scries 'Title 5. Earliest YcarlLatest Ycnr 

EEO-4 Forms - Item #6 2010 to 7013 

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

These forms are compiled bi-annually for the Federal government. They contain statistical information in reference to job categories in the State 
service. The statistics pertain to classification and grade level in comparison to the race and sex of the individual. 

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume 
- 1.5 cu. Ft. 

[XI Letter Size Microfilm [XI Alphabetical Number 

Legal Size Computer Tape Numerical IS] File Drawer(s) 
Microfilm Reel(s) 

Audio Tape Floppy Disk Chronological Computer Tape(s) 
Other (specify) 

Bound Book Video Tape Geographical 
10. Annual Accumulation 

0 Other (specify) Other (specify) - 1.5 cu. Ft. 
Number 

[XI File Drawer(s) 
Microfilm Reel(s) 
Computer Tape(s) 
Other (speci@) 

I I. File is Used 12. File Become? Inactive After 

Daily 0 Weekly Monthly 0 Annually 3 

Number Month(s) [XI Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or 
oftice.) 

301 W. Preston Street, Room 607, Baltimore. MD 21201 Yes [XI No 

15. Access Restrictions (If Yes, cite Law(s) Rc Regulation(s) 1 6. Audit Requirements 
a y e s  (X1No 

[XI None State Federal 0 Independent 

17. Is an Index Systcm used? i f  yes, explain briefly and describe I X. Recommended Retention 
requirements 

Yes [XI No Retain in the office one (1) ye;lr, then transfer to a Records Mgmt. 
Center for two ( 2 )  additional years, then destroy. 

19. Name and Title of Prcparer 20. Telephone Number 2 1. Date 
Dcbw Mack, Compliance Coordinator 41 0-767-4735 6110/2013 



Instructions -Type or Print a separate form for 
each new or revised record series. Forward with 
Records Retention Schedule (DGS 550-1) 

1. DepartmenUAgency 

Department of Budget and Management 

. . 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

4 10-799-1 930 

2. Division 

AGENCY RECORDS I N V E N T O R Y  

PAGE 7 OF 7 

3. Unit 

Office of the Statewide Equal Employment 
Opportunity Coordinator 

. > 2 
4. Record Scries Title .5. Earliest YearlLatest Year 

2010 to 2013 
Resume Files - Item #7 

6. Record Scries Description (Briefly describe the types of informationldocumentslfoms found in the series. Include the purpose or function of the series.) 

Resumes are sent to EEO requesting job placement. Resumes are kept on file and referred tn State agencies when these agencies have job 
openings available. 

7. Record Series Format(s) List all 

[XI Letter Size Microfilm 

Legal Size Computer Tape 

Audio Tape Floppy Disk 

q Bound Book Video Tape 

Other (specify) 

8. Record Series Sequence 

Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

0. Volume 
3 cu. Ft. 

Number 

a File Drawer(s) 
U Microfilm Reel(s) 

Computer Tape(s) 
n Other (specify) 

10. Annual Accumulation 
1.5 cu. Ft. 

Number 

[XI File Drawer(s) 
Microfilm Reel(s) 

I] Computer Tape(s) 
n Other (specify) 

1 I. File is Used 

IXI Daily Weekly Monthly Annually 

13. Current Locntion(s) (Bldg., Floor. Room) 

301 W. Preston Street, Room 607, Baltimore. MD 2 1201 

15. Access Restrictions (If Yes, cite Law(s) CG Regulation(s) 
U Y e s  (XINo 

17. Is an Index System used? If yes, explain briefly and describe 
requirements 

Yes [XI No 

19. Name and Title of Preparer 

12. File Becomes Inactive After 

3 

Number Month(s) IXI Year(s) 

14. Is Record Scries Duplicated Elsewhere? (If yes, specify agency or 
office.) 

O Y e s  [XlNo 

16. Audit Requirements 

None [7 State [7 Federal [7 Independent 

18. Recommended Retention 

Retain in the oflice one ( I )  year, then transfer to a Records Mgmt. 
Center for two (2) additional years, then destroy. 

20. Telephone 
Debra Mack, Compliance Coordinator 

Number 2 1. Date 
4 10-767-4735 6110/1013 


