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\E AAEIUNENDEL Anne Arundel County =702

e I\ OFFICE OF CENTRAL SERVICES Page No.
Iy COUNTY Records Management Division lof 1

RECORDS RETENTION AND DISPOSAL SCHEDULE

AGENCY Department of Public Works pivisionGeneral Engineerfing

Item No. Description Retention

1. Capital Projects

A. Capital projects files include all correspondence [Retain through warranty
( invoices, purchase orders and change orders, period, then destroy.

daily reports, proposals, contracts, progress
meetings, etc. Files are kept from inception of
project design through construction warranty
period. Files contain information regarding pro-
jects pertaining to Library System; Fire/Police;
Recreation & Parks; Block Grant/Community Develop-
ment; General County/Central Services; Department
of the Aging, etc.

B. Capital Projects w/problems files include all Retain five (5) years
specific projects which are experiencing or until problem is
construction problems that have not been resolved, then destroy.
resolved during the warranty period (which

. normally lasts for one year after project

is completed.)

- 2. Operating Transaction Records

These files include daily logs of all expenditures Retain three (3) years,
for Bureau, including change orders, etc. then destroy.

3. Program Management Files
A1l information concerning consultants contracts Retain three (3) years,
with County. after contract expires,

then destroy.

4, Contract Specifications
Files contain all contract specifications for Retain ?ermanent1y.
capital projects. Microfilm periodically.
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IHSTRYCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

m-:'\‘nm‘nzcom SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 880-1) ‘

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BaX 275 .

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE (ﬂ OF. q

DEFARTMENT | AGENCY

2. DIVISION

Dew

3. UNIT

Genexn\ 6\«0\

\
" DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NOMMALLY FILED
REFERENCE AS WELL AS RETENTION AND DlsSProOs

A. RECORD SERIES TITLE

' COJD oo\ \—PVO \L’;C.—*ED

ITION PURFOSES

AND USED AS A UNIT

8. EARLIEST YEAR/LATEST YEAR

27?7 1o _Wt\'\"

‘tN THE SERIES.

: = TYPES OF INFORMATION/DOC FORME FOUND
5. RECORD SERIES DESCRIPTION (RRIKFLY DESCRIRE THE ! /pocumeNTs/
INCLUDE TME PURPOSE OR FUNCTION OF THNEK le1z8)

Coveespondence, wnwoices  puwrdhase ordevs L Change

oroers dcx\\\,\ revoy \'b/
“Proyress f\kee,*—“\\:\ﬂ N\‘\m,dv&é) N\

D ropPed &\% Co v\-kym_\-s

7. RECORD SERIES FORMAT(S)
7 LETTER sS1ZE O MicROFILM

ﬂ’u:cm. S1ZE O COMPUTER TAPE

BooK O FLOPPY DISK
10 TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

F/MTICAL
0 NUMERICAL

O cHRONOLOGICAL,
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLLME

9/nu=.' DRAWER(S )
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
C! OTHER({ SPECIFY)

o’ZO

10. ANNUAL ACCUMULAT ION
Q FILE DRAWER(S)
O MICROFILM REEL(S)

O OTHER(SPECIFY)

!
!
RUNEEN O COMPUTER TAPE(S) [
s
t
!

L 11 pie 1s useD 12. FILE BECOMES INACTIVE AFTER
. DAILY O WEEKLY O MONTHLY O MONTH(S) O YEAR(S)
; X RUSERY
14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

' 13. CURRENT LOCATICN(S) (BLDG.,FLOOR,ROGM)

Drw

“tir vyes
Q YEs ﬂ/NO

SPECIFY 2.GENCY OR OFFiCE)

15. ACCESS RESTRICTIONS

O yEs
(17 ves, ciTe Law(s) & rEauLaTION(S)

O NO 16,

AUDIT REQUIREMENTS

O NoNE O STATE " O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1P YRSB.E)PLAIN
BRIEFLY AKD bRBCRIBE ANY HARDIARE/!OFTIARR)

Qyes QO No

@

?e:?oﬁx N

RECOMMENDED RETENT ION

Complede Hrvough Leas
T s (NN

ki | Proes

cariy ' GE Ry

Q. tevrcin

19. NAME AND TITLE OF PREPARER

TELEPHONE NUMEER

N33

20..

vex mcu"\e_,n\j\ Y

21. DATE

DGS 350-4 (REVISED 2/87)
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INSTRUCTIGNS - -TYPE OR PRINT A

SEPARATE, FORM FOR EACH NEW OR
REV I 5ED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE P.O.
: JESSUP, MARYLAND 20794

(DGS 88B0-1)

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7273 WATERLOO RCAD -

BOX 278

AGENCY RECORDS INVENTORY

or 4

‘PAGE —]

.DEPAR‘BENT/AGEKY 2. DlVlSlm

1L)A§1A

P \A)

3. UNIT

Sexexal é:m .

" DEFINITION-RECORD SERIES

\_A GROUP QF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT POR
REFERENCE AS WELL AS RETENTION AND DI!spros :

A. RECORD SERIES TITLE

Gpe\\c\ln (\6\ Ve oc PR e\ﬂp Lot 6\6

5. EARLIEST YEAR/LATEST YEAR

ARE o DAL

6.
4N THE SERIES.

NFO T1ON
RECORD SERIES DESCRIPTIW (IRlIPLT DESCRIBE THE TYPES OF | RMAT /DOCMTB/'OM FOLUND

INCLUDE THE PURPOSE OR FUNCTION OF THK IRP!ZSI

doalu oo of ol expenditues Lor "Buresun

oAl VucdhenHe  ovders,

'CLcﬁFR€§i> o o\

\wwvolce Sy

chonge  arders

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9.

LETTER SIZE O MICROFILM
0 LEGAL Si1ZE O COMPUTER TAPE
" BoOK O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE

0 OoTHER( SPECIFY)

O OTHER(SPECIFY)

VOLUME

BLPiLE DRAWER(S)

O MICROFILM REEL(S)
C COMPUTER TAPE(S)

/
"”"‘F O OTHER(SPECIFY)

10. ANNUAL ACCLMULAT JON
CESFILE DRAWER(S)
O MICROFILM REEL(S)
RUYEPR O COMPUTER TAPE(S)

O OTHER(SPECIFY)

P11 piie 1s useD

W eemay

g pAlLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

O MONTH(S) O YEAR(S)

NUNBEN

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

TRPWw

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir vyes, seeciry raencY OR oPFICE)

O YES CAlno

15. ACCESS RESTRICTIONS Q YES Q No
(1" ves, ci1Tx Law{s] & rEauULATION(S)

16. AUDIT REQUIREMENTS

O NoNE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED?T (17 YRES.E)PLAIN

BRIEFLY AKD DESECR{BE ANY HARDEARE/SOFTWARE )

QyeEs O NO

18. RECOMMENDED RETENTION...

“Redohw Qé) yeaxs,
X\pﬁlf\ cﬁ&@ Vii&&

19. NAME AND TITLE OF PREPARER 20.

TELEPHONE NUMEER 21. DATE

20071357

DGS 350-4 (REVISED 2/87)




IISTRUCTIGNS - -TYPE OR PRINT A

SEPARATF, FORM FOR EACH NEW OR
nf.ﬁn&:p!m-:cgm SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BaX 273

or 4

(DGS 380-1) JESSUP, MARYLAND 20794 - PAcE
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- DEFINITION-RECORD SERIES- Na GROUP OF RELATED RECORDS NOWLLY FlLED
REFERENCE AS

WELL AS RETENTION AND D!SPOS
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AND USED AS A UNI(I') FOR
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(49 Z 0 @(‘ef)@ﬁ\*

| 6.
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‘tN THE SERIJES.
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ol ;MVQ&, 1NYDiceS )

Purcnase orders Clneoney & DeReNS

e

7. RECORD SERIES FORMAT(S]
/
J@-LETTER SI1ZE O MICROFILM

gﬁez@u. SIZE O COMFUTER TAPE

BoOK O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE
0 OTHER(SPECIFY)

8. RECORD SERIES BEQUENCE

JZ——

0 NUMERICAL

O CHRONOLOGICAL

9. VOLUME
©~FILE DRAWER(S)

O MICROFILM REEL(S)
lz—" O COMPUTER TAPE(S)

"""“_“ 0 OTHER(SPECIFY)

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCLMULAT JON

FILE DRAWER(S)

%E; O MICROFILM REEL(S)
_ O COMPUTER TAPE(S)

O OTHER(SPECIFY)

P11 pice 1s useD

g pailLy O wERLY

12.

/&MW'HLY

NUNBEN

FILE BECOMES INACTIVE AFTER |
O MONTH(S) .

O YEAR(S)

n
'

' 13,

DR

CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

tir ves, ZCIFY ,.GENCY OR OFFICE)
O YES NO
/4

15. ACCESS RESTRICTIONS

Q yeEs
(1" vyes, ciTe LAw({s) & rRrGuULATION(S)

O No 16.

AUDIT REQUIREMENTS

O NoNE O STATE O FEDERAL 0O INDEPENDENT

QyEs O NoO

@

17. IS AN INDEX SYSTEM USED? (1 vyRB.EPLAIN
BRIEFLY AND DERECRIBE ANY HARDIARE/BOFTIARB)

“Rekeny CBDL\QQ&‘é 0\93‘ ae
Lomtrec ELRS ) Hhen
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19. NAME AND TITLE OF PREPARER

20.. TELEPHONE NUMBER

Jo2- 7337

21. DATE

.DGS 350-4 (REVISED 2/87)
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AGENCY RECORDS INVENTORY
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2. DIVISION

D L

DEFARTMENT / AGENCY

B Coumden

R
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7. RECORD SERIES FORMAT(S)
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0 LEGAL SIZE O COMFUTER TAPE

BooK O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE
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8. RECORD SERIES SEQUENCE 9.
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C OTHER(SPECIFY)

VOLUME
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U FILE DRAWER(S)
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tir yEs, sereciry raency or oFrice)
O vyes E No
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15.
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21. DATE
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