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Agency: 
Frederick Community College 

Division/Unit: 
Continuing Education and Workforce Development 

(CEWD)/Vice President for CEWD 
Item 
No. 

Description Retention 

1. Vice President for CEWD records: 
• General Correspondence, memoranda, and 

miscellaneous files 

• Complaints and related documentation 

Retain five (5) years, then destroy. 
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Signature 
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Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 
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AGENCY RECORDS INVENTORY 
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1. Department/Agency 
Frederick Community College 

2. Division 
Continuing Education and Workforce 
Development (CEWD) 

3. Unit 
Vice-President for CEWD 

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 
Vice President for CEWD records 

5. Earliest Year/Latest Year 

_ 2 0 1 6 to present. 

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

General Correspondence, memoranda, and miscellaneous subject files relating to the activities of the Vice President for 
Continuing Education and Workforce Development with continued administrative, fiscal, legal or historic value. 

Complaints and related documentation subject files as related to the activities of the Vice-President for Continuing 
Education and Workforce Development to include documentation such as meeting notes and records, reports, reviews, 
supplementary documentation, complaints, and resolution documentation. 
7. Record Series Format(s) List all 

FJ3 Letter Size • Microfilm 

• Legal Size • Computer Tape 

FJ3 Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

n Numerical 

Chronological ' 

l~l Geographical 

• Other (specify) 

9. Volume 

1 

Number 

H File Drawees) 

• Microfilm Reel(s) 

Q Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

1 

Number 

£3 File Drawer(s) 

• Microfilm Reel(s) 

Q Computer Tape(s) 

l~l Other (specify) 

11. File is Used 

• Dairy • Weekly • Monthly ^ Annually 

12. File Becomes Inactive After 

1 

Number • Month(s) FJ3 Year(s) 

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

Conference Center, Room E-121. 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes No 

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

• Yes B No 

16. Audit Requirements 

None • State O Federal • Independent 

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

• Yes N " 
18. Recommended Retention 

Retain for 5 years, then destroy. If scanned, scan to Maryland State 

Archives standards, then destroy paper and retain digital version for 5 

years, then destroy. 

19. Name and Title of Preparer 

Miranda Ducey,- Administrative Associate to the 

Vice-President, CEWD 

20. Telephone Number 

301-624-2862 

21 . Date 

March 16, 2017 

DGS 550-4 (Rev. 1/93) 



INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW/REVISED 
ELECTRONIC RECORD SERIES. FORWARD 
WITH 
RECORDS RETENTION SCHEDULE (DGS 
550-1) 
COMAR 14.18.02 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD, P.O. BOX 275 
JESSUP, MARYLAND 20794 

(410) 799-1930 

ELECTRONIC RECORDS INVENTORY INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW/REVISED 
ELECTRONIC RECORD SERIES. FORWARD 
WITH 
RECORDS RETENTION SCHEDULE (DGS 
550-1) 
COMAR 14.18.02 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD, P.O. BOX 275 
JESSUP, MARYLAND 20794 

(410) 799-1930 Page 1 of 1 

1 DEPARTMENT/AGENCY 
Frederick Communi ty Col lege 

2 DIVISION 
Continuing Education & Workforce 
Development (CEWD) 

3 UNIT 
Vice-President for C E W D 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 
and disposition purposes 

4 ELECTRONIC RECORD SERIES TITLE 
Vice President for CEWD records 

5 EARLIEST YEAR/LATEST Y E A R 

_2016 T O present 

6 INPUT - Identify source of information to be entered 
Documentat ion related to the position of the Vice-President 
of the Cont inuing Education and Workforce Development 
Unit to be scanned and entered in shared or secured 
network dr ive. 

7 OUTPUT - Identify the use/s of information generated by system 
References for cont inued administrative, f iscal, legal or historic 
value. 

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms 
contained in a ser ies. Include purpose and function of the sys tem. 

• General Correspondence, memoranda , and miscel laneous subject fi les relat ing t o the activit ies o f t he Vice President 
fo r Cont inuing Education and Work fo rce Development w i t h con t inued admin is t ra t ive, f iscal, legal o r histor ic value. 

• Compla ints and related documen ta t i on subject fi les as related t o t h e act ivi t ies o f t he Vice-President fo r Cont inuing 
Educat ion and Work fo rce Deve lopment t o include documenta t ion such as meet ing notes and records, repor ts , reviews, 
supp lementary documen ta t i on , compla ints, and resolut ion documen ta t i on . 

9 POLICY O N ACCESS AND USE - Explain or attach copy if establ ished in wr i t ing. 

The College policy indicates that employees are granted access to data and information resources required to carry out the 
responsibil i t ies of their posit ion. Access limited to needs based on individual job descript ion. 

10 UPDATING CYCLES OR CONDIT IONS A N D RULES FOR REVISING INFORMATION IN THE SYSTEM 

Records stored on shared network drives can be accessed if access has been provided for the shared drive. 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression establ ished to 
ensure the record's retention and usabil i ty throughout the record's authorized life cycle. 

Paper documents held in a locked fi l ing cabinet and reviewed annually. Once scanned into secure, shared networks/servers, the 
paper records are shredded. Digitally scanned records are retained on the Col lege's secure servers. 

12 R E C O M M E N D E D RETENTION 
Retain fo r 5 years, t hen destroy. If scanned, scan t o Mary land State Archives standards, t hen destroy paper and reta in digi tal 
vers ion for 5 years, t hen destroy. 
13 TYPED OR PRINTED NAME OF 

PREPARER 
Miranda Ducey 

14 TELEPHONE N U M B E R 
301-624-2862 

15 DATE 
March 16, 2017 

16 TITLE OF PREPARER 
Administrat ive Associate to the VP for C E W D 

DGS 550-6 (rev. 10/12) 


