DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 690-6 A

Page 1 of 2

Department of Budget and Management

Division/Unit

Equal Employment Opportunity

Description

Retention

Schedule supeccajes schedale 70 =£in s enficefy

Equal Opportunity 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 Workshop Agenda and Evaluation of Workshops
Agendas of previous workshops and evaluation of the
various EEO and MANorkshops by the participants.

Statewide Racial Summary (Departmental and General
Statistical information concerning the breakdown of State
employees according to job category and race.

EEQ Grievance, General, Technical, Whistleblower, and

Discrimination 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

Agency
Item
No.
This
1
2
3
4
Closed cases
closed case file.

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,
Thea de Sty

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.

Date
Signature

Typed Name

Schedule Approved by Department, Agency,
or Division Representative. <

Title Statewide EEO Coordinator

Date

Schedule Authorized by State Archivist
133 -

o
\

Glynis Watford Signature

wm%k
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 690-6 A

Page 2 of 2

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.

Agency Division/Unit
Department of Budget and Management Equal Employment Opportunity
item Description Retention
No.
Schedule is an amendment of 690-6 con’t
5 Retain in the office one (1)
Affirmative Action Plans and Policies year, then transfer to a
This file contains the affirmative action plans for all State Records Mgmt. Center for
agencies and departments which pertain to equal two (2) additional years,
employment opportunity. then destroy.
6 Retain in the office one (1)
EEO-4 Forms year, then transfer to a
These forms are compiled bi-annually for the Federal Records Mgmt. Center for
government. They contain statistical information in reference | two (2) additional years,
to job categories in the State service. The statistics pertain | then destroy.
to classification and grade level in comparison to the race and
sex of the individual.
7 Retain in the office one (1)

year, then transfer to a
Records Mgmt. Center for

two (2) additional years,
then destroy.

DGS 550-1A




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
410-799-1930
1. Department/Agency 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 filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year
2010 to 2013

Equal Opportunity Case Files — Item #1

6. Record Series Description (Briefly describe the types of information/documents/forms 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.
X Letter Size [ Microfilm Sequence Number
[] Legal Size [J Computer Tape X X File Drawer(s)
Alphabetical [J Microfilm Reel(s)
[] Audio Tape  [] Floppy Disk (] Computer Tape(s)

[J Numerical | [] Other (specify)
[J Bound Book  [] Video Tape

O 10. Annual Accumulation
(] Other (specify) Chronological 3.0 cu. Ft.
Number
O

Geographical | [X] File Drawer(s)
[J Microfilm Reel(s)

[ Other (] Computer Tape(s)
(specify) (] Other (specify)
11. File is Used 12. File Becomes Inactive After
X Daily [(J Weekly [J Monthly O 3
Annually
Number [J Month(s)  [X Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
[ Yes X No
301 W. Preston Street, Room 607, Baltimore, MD 21201
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
[ Yes X No
X None []State [] Federal [] Independent
17. Is an Index System used? If yes, explain briefly and 18. Recommended Retention
describe requirements
[ Yes X No Retain in the office one (1) year, then transfer to a Records Mgmt. Center for two (2)
additional years, then destroy.
19. Name and Title of Preparer 20. Telephone Number 21. Date
Debra Mack, Compliance Coordinator 410-767-4735 6/10/2013

DGS 5504 (Rev. 1/93)




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1930 PAGE 2 OF 7

AGENCY RECORDS INVENTORY

1. Department/Agency 2. Division

Department of Budget and Management

3. Unit

Office of the Statewide Equal Employment
Opportunity Coordinator

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

EEO Workshop Agenda and Evaluation of Workshops — Item #2

5. Earliest Year/Latest 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.)

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

7. Record Series Format(s) List all

X Letter Size [J Microfilm

X Alphabetical

8. Record Series Sequence 9. Volume

3 cu. Ft.
Number

[J Legal Size  [J] Computer Tape [J Numerical File Drawer(s)
[J Microfilm Reel(s)
[J Audio Tape  [] Floppy Disk [ Chronological (7] Computer Tape(s)

[ Bound Book [] Video Tape

[J Other (specify)

[ Geographical

[J] Other (specify)

10. Annual Accumulation

[ Other (specify) _ 1.5cu.Ft

Number

X File Drawer(s)
[] Microfilm Reel(s)
[J Computer Tape(s)
[ Other (specify)

11. File is Used

X Daily ] Weekly [J Monthly [J Annually

12. File Becomes Inactive After
3

Number O Month(s) [ Year(s)

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

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

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or
office.)
[ Yes X No

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

16. Audit Requirements

X None [[]State [] Federal [] Independent

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

[J Yes X No

18. Recommended Retention

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

19. Name and Title of Preparer
Debra Mack, Compliance Coordinator

20. Telephone Number 21. Date
410-767-4735

6/10/2013




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
410-799-1930 PAGE 3 OF 7
1. Department/Agency 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 filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year
2010 to 2013

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

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

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

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
__45cu Ft
X Letter Size [ Microfilm X Alphabetical Number
[ Legal Size  [[] Computer Tape [J Numerical < File Drawer(s)
[ Microfilm Reel(s)
[(J Audio Tape  [] Floppy Disk (] Chronological (] Computer Tape(s)
[ Other (specify)
[ Bound Book [J Video Tape ] Geographical
10. Annual Accumulation
[] Other (specify) [ Other (specify) ~ 15cuft
Number
X File Drawer(s)
[J Microfilm Reel(s)
(J Computer Tape(s)
[J Other (specify)
11. File is Used 12. File Becomes Inactive After
X Daily [ Weekly [J Monthly [J Annually 3
Number (O Month(s) X Year(s)
13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or
office.)
301 W. Preston Street, Room 607, Baltimore, MD 21201 [0 Yes X No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
O Yes X No
X None [] State [] Federal [ Independent
17. Is an Index System used? If yes, explain briefly and describe 18. Recommended Retention
requirements
[J Yes X No Retain in the office one (1) year, then transfer to a Records Mgmt.
gm
Center for two (2) additional years, offer to the Archives and if they
refuse, then destroy.

19. Name and Title of Preparer 20. Telephone Number 21. Date
Debra Mack, Compliance Coordinator 410-767-4735 6/10/2013




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE 4 OF 7

1. Department/Agency

Department of Budget and Management

2. Division

3. Unit

Office of the Statewide Equal Employment
Opportunity Coordinator

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

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

5. Earliest Year/Latest 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.)

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 Format(s) List all

X Letter Size  [] Microfilm

[(J Legal Size  [J Computer Tape
[J Audio Tape  [] Floppy Disk
[0 Bound Book  [] Video Tape

[J Other (specify)

8. Record Series Sequence

X Alphabetical

(] Numerical

[] Chronological

9. Volume
6 cu. Ft.
Number

X File Drawer(s)
[J Microfilm Reel(s)
[JJ Computer Tape(s)
[ Other (specify)

[J Geographical

10. Annual Accumulation
[ Other (specify) Jcuft

Number

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

11. File is Used

X Daily (] Weekly [J Monthly

[J Annually

12. File Becomes Inactive After
3

O Month(s) [X Year(s)

Number

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

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

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

office.)
[ Yes X No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

[ Yes X No

16. Audit Requirements

X None [] State [J Federal [ Independent

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

requirements

O Yes X No

18. Recommended Retention

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

19. Name and Title of Preparer
Debra Mack, Compliance Coordinator

20. Telephone Number

410-767-4735

21. Date
6/10/2013




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE ] OF 7

1. Department/Agency 2. Division

Department of Budget and Management

3. Unit

Office of the Statewide Equal Employment
Opportunity Coordinator

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Affirmative Action Plans and Policies — Item #5

5. Earliest Year/Latest 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 8. Record Series Sequence 9. Volume
3 cu. Ft.
X Letter Size  [] Microfilm X Alphabetical Number
O Legal Size Oc omputer Tape ] Numerical File Drawer(s)
[J Microfilm Reel(s)
(] Audio Tape  [] Floppy Disk [J Chronological [CJ Computer Tape(s)
[ Other (specify)
[ Bound Book [] Video Tape [0 Geographical
10. Annual Accumulation
[ Other (specify) [ Other (specify) 1.5 cu. Ft.
Number
[X File Drawer(s)
[ Microfilm Reel(s)
[[] Computer Tape(s)
[] Other (specify)
11. File is Used 12. File Becomes Inactive After
X Daily [J Weekly [J Monthly (] Annually 3
Number [ Month(s) [ Year(s)

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

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

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

office.)
[ Yes X No

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

16. Audit Requirements

X None []State [J Federal [] Independent

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

requirements
[ Yes X No

18. Recommended Retention

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

19. Name and Title of Preparer
Debra Mack, Compliance Coordinator

20. Telephone Number
410-767-4735

21. Date
6/10/2013




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930 PAGE 6 OF 7

AGENCY RECORDS INVENTORY

1. Department/Agency 2. Division

Department of Budget and Management

3. Unit

Office of the Statewide Equal Employment
Opportunity Coordinator

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

EEO-4 Forms — Item #6

5. Earliest Year/Latest 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.)

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
X Letter Size  [[] Microfilm
[ Legal Size  [] Computer Tape

[J Audio Tape [ Floppy Disk

X Alphabetical
[J Numerical

[J Chronological

8. Record Series Sequence 9. Volume

1.5 cu. Ft.
Number

{4 File Drawer(s)
[ Microfilm Reel(s)
[J Computer Tape(s)
[ Other (specify)

[ Bound Book  [] Video Tape [ Geographical
10. Annual Accumulation
[ Other (specity) [ Other (specify) _ 1ScuFt
Number
(X File Drawer(s)
[ Microfilm Reel(s)
] Computer Tape(s)
[J Other (specify)
11. File is Used 12. File Becomes Inactive After
X Daily ] Weekly [ Monthly [ Annually 3
Number [ Month(s) X Year(s)

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

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

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

[ Yes X No

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)

[ Yes B No

16. Audit Requirements

X None [] State [] Federal [] Independent

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

O Yes X No

18. Recommended Retention

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

19. Name and Title of Preparer
Debra Mack, Compliance Coordinator

20. Telephone Number 21. Date
410-767-4735

6/10/2013




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

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

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

410-799-1930 PAGE ) OF 1

1. Department/Agency

Department of Budget and Management

2. Division 3. Unit

Office of the Statewide Equal Employment
Opportunity Coordinator

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Resume Files — Item #7

5. Earliest Year/Latest 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.)

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.

7. Record Series Format(s) List all
4 Letter Size  [J Microfilm
[ Legal Size  [] Computer Tape
[J Audio Tape [ Floppy Disk
[(J Bound Book  [] Video Tape

[J Other (specify)

8. Record Series Sequence 9. Volume
. yca. Pt
X Alphabetical Number
[J Numerical X File Drawer(s)
[C] Microfilm Reel(s)
[ Chronological [CJ Computer Tape(s)

[] Other (specify)
[ Geographical

10. Annual Accumulation
[ Other (specify) 1.5 cu. Ft.
Number

X File Drawer(s)
[J Microfilm Reel(s)
[C] Computer Tape(s)
[T] Other (specify)

11. File is Used 12. File Becomes Inactive After

X Daily [J Weekly [J Monthly [J Annually 3

Number [0 Month(s) X Year(s)

13. Current Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or
301 W. Preston Street, Room 607, Baltimore, MD 21201 omclej) Yes X No
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements

[ Yes X No

X None [] State [] Federal [] Independent

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

requirements
[ Yes X No

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

19. Name and Title of Preparer
Debra Mack, Compliance Coordinator

20. Telephone Number 21. Date
410-767-4735 6/10/2013




