
TH1£ SCHEDULE SUPERSEDES SCHEDULE ^C-468 DATED MAY 31, 1978 

A N N E 
ARUNDEL 
COUNTY 

R Y L A N D 

Anne Arundel County 
OFFICE OF CENTRAL SERVICES 
Records Management Division 

Schedule No. 

C-708 
Page No. 

1 of 2 

R E C O R D S R E T E N T I O N A N D D I S P O S A L S C H E D U L E 

AGENCY COUNTY AUDITOR'S OFFICE DIVISION 

Item No. Description Retention 

Audits 

Record material related to and supporting the annual 
audits of Anne Arundel County and other government 
agencies and departments of Anne Arundel County. This 
may include but not be limited to: 

a. Documentation and support of procedures performed; 
b. Data sufficient to reconcile financial statements 

with county's records; 

c. Accountant's comments on significant aspects of the 
audit; 

d. Supportive documentation such as statement of 
obligation incurred, revenues, expenditures, 
encumbrances and available finances. 

Significant reference value for potential legal suits by 
bond holders and public accountability for basis of 
financial stability of County government. 

Audit Reports 

Reports prepared by Auditor's Office for a specific 
division or agency documenting financial condition and 
results of operation and various funds for a given year. 

County Financial Reports 

Yearly financial reports of Anne Arundel County, Single 
Audit and Board of Education. 

Permanent. Convert paper 
records to microfi lm 
records;t.upon va l ida t ion 
of microfi lm destroy paper. 
Periodically transfer : the 
microfi lm records to the 
Maryand State Archives . 

iRetain in office for 
five (5) yrs, then 
to records for five 
(5) yrs, then destroy. 

(Retain in office for 
21 years. Then destroy, 

Schedule Approved by 
Records Management Officer 

Schedule Approved by 
Chief Administrative Officer 

'Schedule Approved by 
Agency, or Division Representative 

Schedule Approved by 
State Archvist 



•T,HIS SCHEDULE SUPERSEDES SCHEDULE #C-468 DATED MAY 31, 1978 

A N N E 
A R U N D E L 
COUNTY 

R Y L A N D 

Anne Arundel County 
OFFICE OF CENTRAL SERVICES 
Records Management Division 
COUNTY AUDITORS OFFICE 

Schedule No. 

C-708 
Page No. 

2 of 2 

R E C O R D S R E T E N T I O N A N D D I S P O S A L S C H E D U L E 

A G E N C Y DIVISION 

Item N o . Description Retention 

4. Annual Budget 

Review of proposed and final budgets of Anne Arundel 
County including auditor's workpapers. 

Retain in office for 
21 years. Then destroy . 

5. General Correspondence 

Subject arrangement of original incoming letters, copies 
of outgoing letters, studies, memoranda, reports and other 
materials related to the administration of the agency 

Retain for three (3) 
yrs in office ten 
(10) yrs in records, 
then destroy 

6. General Office Accounting Records 

• Files contain copies of purchase orders, stockroom 
receipts, expense statements/petty cash, telephone bills, 
office budgets, copier receipts and any material related 
to the daily administration of the agency 

Retain for five (5) 
yrs in office, then 
destroy. 

7. Unofficial Personnel Files 

Files contain information on past employees. Retain for three (3) 
yrs in office, then 
destroy. 

8. Leave and Time Sheets 

Files contain office copies of employees annual leave and 
daily time sheets. 

Retain for three (3) 
yrs in office, then 
destroy. 

Schedule Approved by 
Records Management ( 

Schedule Approved by 
Chief Administrative Officer 



SEPARATE F O R M F O R EACH NEW O R 
BZVISED RECORD SERIES. FORWARD 
riTH Hirrnwim RETENTION SCHEDUIJC 
DOS S B Q - t ) 

HECOROT MANAGEMENT DIVISION 
727B WATERLOO ROAD 

P . O . BOX 2 7 8 
JESSUP. MARYLAND 2 0 7 t 4 

AGENCY RECORDS INVENTORY 

PACE 1 OF 1 
1. DEPARTMENT/AGENCY 
A.A^^unty -Auditor's Office 

2 . DIVISION 
County Auditor's Office 

S. UNIT 

RBFCIUMCX AO I K U . AM HKTSNTtPN AND Ol m o s t TIM nmuiiBl 

I . RECORD SERIES TITLE 
Audits 

B . EARLIEST TEAR/LATEST YEAR 
1962 T O Present 

i. RECORD SERIES DESCRIPTION ( • » « " • « - • O M C H i M THE TYPKS OP iHromiATfON /oecuMBrrs/remn POUND 

I N 1 W S E R I E S . . IMCUJBK TMK I W O K OR FTWCTIC* OP TMK S C m e s 

Record material related to and supporting the annual audits of Anne Arundel 
County and other government agencies and departments of Anne Arundel County. 
This may include but not be limited to: 
a. Documentation and support of procedures performed; 
b. Data sufficient to reconcile financial statements with county's records; 
c. Accountant's comments on significant aspects of the audit; 
d. Supportive documentation such as statement of obligation incurred, revenues, 

expenditures, encumbrances and available finances. 
Significant reference value for potential legal suits by bond holders and public 
ammmtabilitv for basis-of financial stability of County government. 

'. RECORD SERIES PORMAT(S| 
• LETTER S I S °- MICROFILM 
fl/ LEOAIa SIZE a COMPUTER TAPE 

° B A B ) B O O K O FLOPPY D I S K 

O AUDIO TAPE • VIDEO TAPS 
0 OTHER(SPEC!FY) 

•. RECORD SERIES SEQUENCE 
B ALPHABETICAL 
O NUMERICAL 

CHRONOLOGICAL 
• GEOGRAPHICAL 
a OTHER( SPECIFY) 

t . VOLUME 
fl7 FILE DRAWER(B) 

A • MICROFILM REEL(S) 
» O COMPUTER TAPX(S) 

N U M M J I a oTHER(SPECIFY] 

1 0 . ANNUAL ACCUMULATION 
•/FILE DRAWER(S) 
0 MICROFILM REEL(S) 

HUJUUPl A COMPUTER TAPE(S) 

1 ' FILE IS USED 

O 7 DAILY 0 WEEKLY O MONTHLY 
»*• FILE BECQM tS INACTIVE AFTER 

MONTH(S) • YEAR(S) 
11. CURRENT LOCATION(S) (BLDO. • FLOOR. ROOM) 
Arundel Center, Room 14 
Annapolis, Maryland 21401 

(IP TKST WPcetPY M B f C T Oil OPTICS] 
a YES a 7 NO 

I S . W l ' f f S n RESTRICTIONS B/ YES O NO 
I IP VWB, C I T E LAV<a) * imOUUATtON(8) 

State Law 

I B . AUDIT REQUIREMENTS 

17. IS AN INDEX SYSTEM USEDT ( ||r YKBWBXPLAIN 

• * » « « F L r AKD o n a i i n ANY HARBOARK/BOPTWAR*i 
• 

a YES a NO • 
IS. Hffl 1 WilliIIIIOJ RETENTION 
Retain in office for (3) three years. Retain 
permanently until placed on microfilm, destroy 
paper. Microfilm to be retained permanently. 

[>. NAME AND TITLE O F P R E P A R E R 

Veronica Mixter 
Administrative Assistant to 

2 0 . TELEPHONE NUMBER 

222-1138 

2 1 . DATE 

(Jountv Auditor 
D O S ' SB0.4 ( R E V I S E D 2 / B 7 ) 



SEPARATE FORM FOR EACH NEW OR 
REVISED HKJCUND SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS S B O - I ) 

—— — — • 4M IbU 

RECORDS MANAGEMENT DIVISION 
7 2 7 1 WATERLOO ROAD 

P.O. BOX 2 7 8 
JESSUP, MARYLAND 2 0 7 9 4 

AGENCY RECORDS INVENTORY 

PAGE 1 OF 1 

1. DEPARTMENT/AGENCY 
A.^^^punty-Auditor's Office 

2 . DIVISION 
County Auditor's Office 

2 . UNIT 

DEFINITION-RECORD SERIES'* °"O U P o r l m L * n o " " C O R D S NORMALLY P l u m AND u s s o AS A OHIT FOR 

RSFCRBHCK AS WKLL A S RKIKN1 ION AND DISPOSITION WUmmamwm 4. RECORD SERIES TITLE 
Audit Reports 

8. EARLIEST TEAR/LATEST YEAR 
1 9 6 2 TO Present 

8 . RECORD SERIES DESCRIPTION J B " , K R , - T O W B C H I S * TMK T T F S B OF" IMPORMAT1 OH/DOCUMKMTS/FORMS FOUND 

I N THE SERIES. INCLUBW TMJC Ft lRFOSK OH FOMCTION OF THK S K m e s 

Reports prepared by Auditor's Office for a specific division or 
agency documenting financial condition and results of operation and 
various funds for a given year. 

< 

7 . RECORD SERIES FORMAT(S) 
D/LETTER SIZE Q MICROFILM 
B LEGAL. SIZE O COMPUTER TAPE 
O BWAMD BOOK a FLOPPY DISK 
• ABOIO TAPE 0 VIDEO TAPE 
• OTKER(SPECIFY) 

8 . RECORD SERIES SEQUENCE 
Ô ALPHABETICAL 
0 NUMERICAL 
B^mONOLOQICAt. 

O GEOGRAPHICAL 
O OTHER(SPECIFY) 

8 . VOLUME 
B̂ FILE DRAWER(S) 
O MICROFILM REEL(S) 
° COMPUTER TAPE( S ) 

N U M B « " Q OTHER (SPEC I FY] 

1 0 . ANNUAL ACCUMULATION 
i BKFILE DRAWER(S) 

l_L O MICROFILM REEL(S) 
HUIUII ° COMPUTER TAPE(S) 

11• FILE IS USED 
"̂ DAILY • WEEKLY O MONTHLY 

**• ĴXE BECOMES INACTIVE AFTER. 
>D ° MONTH(S) (B̂ YEAR(S) 

I S . CURRENT LOCATION(S) (BLD8. .FLOOR.ROOM) 
Arundel Center, Room 14 
Annapolis, Maryland 2 1 4 0 1 

1 4 . IB RECORD SERIES DUPLICATED ELSEWHERET 
t i F r e s , s p w e i F Y AOKKCY OR OFFICS) 
Q YES B̂NO 

18. ACCESS RESTRICTIONS « YES O NO 
(IF m , CSTS LAS(S) * RSOULATION(S) 
State Law 

IS. AUDIT REQUIREMENTS 
0 NONE • STATE •̂ FEDERAL A INDEPENDENT 

1 7 . IS AN INDEX SYSTEM USEDT ( IF TKB.KXFLAtN 
m * •tFt-T" AKO DKSCRIBS ANY HARDSARS/ SOFTWARE ) 

a YES Ur^ NO 

• 
1 8 . RECOMMENDED RETENTION 
Retain in office for five (5) years, then to 
records for five (5) years, then destroy. 

t l . NAME AND TITLE OF PREPARER 
Veronica Mixter 
Administrative Assistant to 

2 0 . TELEPHONE NUMBER 

222-1138 

2 t . DATE 

County Auditor 
DCS 3 8 0 - 4 (REVISED 2/87) 



I N S T R U C T I O N S - - T Y P E O R P R I N T A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS S B O - I ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727B WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE 1 OF 1 
1. ŜPARTMENT/AGENCY 
A .^"County Auditor's Office 

2. DIVISION 
County Auditor's Office 

S . UNIT 

DEFINITION •RECORD SERIES-* m o W °* W L A T r a RKCORDS NORMALLY F I L E D A N D U m A S A UNIT FOR 
RKPKKKMCK A S WELL A S RKTKNTION AND D I S P O S I T I O N V O i M f f i l 

4. RECORD SERIES TITLE 
County Financial Reports 

B . EARLIEST YEAR/LATEST YEAR 
1?§2 TO Present 

0. RECORD SERIES DESCRIPTION (a"1 Wri-r DKSCRIBK THE T Y P K S O P INPORMATION/DOCUMENTS/FORMS FOUND 

IN THE SERIES. INCLUDK TMK PURPOSE OR PONCTION OP TMK S K R T K B ) 

Yearly financial reports of Anne Arundel County, Single Audit and Board of Education 

< 

7. RECORD SERIES FORMAT(S) 
(̂ LETTER S I S Q MICROFILM 
S LEGAL SIZE Q COMPUTER TAPE 
°^^ND BOOK • FLOPPY DISK 
a AUDIO TAPE a VIDEO TAPE 
a OTHER(SPECIFY) 

0. RECORD SERIES SEQUENCE 
Q ALPHABETICAL 
Q NUMERICAL 
D'CHRONOLOGICAL 
Q GEOGRAPHICAL 
0 OTHER (SPEC I FY) 

B. VOLUME 
DTF'ILE DRAWER(B) 

. O MICROFILM REEL(S) 
\ O COMPUTER TAPE( S ) 

NUMBKR n O T K C B ( S p C C i r Y J 
10. ANNUAL ACCUMULATION 

OKFILE DRAWER(S) 
| O MICROFILM REEL(S) 

NbUllB Q COMPUTER TAPE(S) 
. O ( W M W f f i B r r w i 

1 1 * FILE IS USED 
Q̂ DAILY O WEEKLY O MONTHLY 

FILE BECOMES INACTIVE AFTER 
njfcJL— ° M 0 N T H ( S I B̂ YEAR(S) 

I S . CURRENT LOCATION(S) (BLDG. .FLOOR.ROOM) 
Arundel Center, Room 14 
Annapolis, Maryland 21401 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
t I P T K S , S P E C I P Y A O K N C Y OR O F F I C E ) 

a YES oyfib 

18. ACCESS RESTRICTIONS Q/YBS O NO 
( I P T K S , C1TK L A S ( S ) » RKOULAT1 ON ( B) 

State Law 

IB. AUDIT REQUIREMENTS 
O NONE • STATE BV*FE0ERAL P INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT ( f p T K S . E X P L A I N 

" " " W AND O K S C R t S S ANY H A R O B A R K / S O F T W A R E ) 

O YES NO 

• 
18. RECOMMENDED RETENTION 

Retain in office for 21 years. 

I 

1 > . NAME AND TITLE O f PREPARER 
Veronica Mixter 
Administrative Assistant to 

20. TELEPHONE NUMBER 

222-1138 

21. DATE 

County Auditor 
D C s 5 B 0 - 4 (REVISED 2 / 8 7 ) 



KPARATE FORM FOR EACH NEW OR 
•VISED RECORD SERIES. FORWARD 
NTH RETHROW RETENTION " g 
DOS 8 8 0 - t ) 

DEPARTMENT OF' GENERAL SERVICES 
7X7S WATERLOO ROAD 

P.O. BOX 2 7 8 
JESSUP. MARYLAND 2 0 7 8 4 

AGENCY RECORDS INVENTORY 

PAGE 1 OF 1 
. DEPARTMENT/AGENCY 
A.i^^^unty-Auditor's Office 

2 . DIVISION 
County Auditor's Office 

S. UNIT 

lEFINITION-RECORD SERIES-* A " O U F ° r "•"-••En R E C O R D S N O R M A L L Y P I L E D A N D V S S O A S A U N I T FOR 

" • P K H S N C X AS H U . A S " B T W M T I O N A N D D I S P O S I T I O N PLWMBl 
>. RECORD SERIES T I T L E 

Annual Budget 
8 . EARLIEST YEAR/LATEST YEAR 

1962 TO Present 
. RECORD SERIES DESCRIPTION (•*"NFL-T O S S C R I S B T H E TIKI O P I N N I O I A T t O N / O O C U M S N T S / P O I I M S P O U N D 

tn THE SERIES. I N C L U D E TMW> P U R P O S E O R P O M C T I O N O P T H K W r l n ] 
Review of proposed and final budgets of Anne Arundel County including auditor's 
workpapers. 

c 

. RECORD SERIES FORMAT!SI 
/ 

L E T T E R SIZE Q MICROFILM 
• LEGAL SIZE O C O M P U T E R TAPE 
° « 1 | 0 BOCK a F L O P P Y D I S K 

0 AUDIO TAPE Q VIDEO TAPE 

0 OTHER(SPECIFY) 

8 . RECORD SERIES SEQUENCE 
O ALPHABETICAL 
0 N U M E R I C A L 

0/cHRONOLOaiCAL 

O GEOGRAPHICAL 
O OYHER( SPECIFY) 

8 . VOLUME 
£VF*ILE DRAWER(S) 
O MICROFILM REBL(S) 

' 0 COMPUTER TAPE( S) 
N U M S S R g OTHER(SPECIFY] 

1 0 . ANNUAL ACCUMULATION 
D / F I L E DRAWER(S) 

\ O MICROFILM R E E L ( S ) 
BJRflWDjr Q COMPUTER TAPE( S ) 

1 " FILE I S USED 
BTOAILY a WEEKLY a MONTHLY 

I Z * FILE BECOM ES INACTIVE AFTER 
MONTH(S) BrYEAR(S) 

B . CURRENT LOCATION(S) {BLDO. .FLOOR.ROOM) 

Arundel Center, Room 14 
Annapolis, Maryland 21401 

1 4 . I B R E C O R D SERIES DUPLICATED ELSEWHERET 
I t P Y E S , S R K C 1 FT A O S N C Y OR O F F I C E ) 

Q- YES O>NO 
«"™, a NO 

( I F Y E S , C I T E L A W ( s ) * RSOULATION(SJ 
t o . AUDIT REQUIREMENTS 

Q NONE 0 STATE Q'FEDERAL 0 INDEPENDENT 

r. IS AN INDEX SYSTEM USEDT ( I F T K S . K X F V A I N 

B R 1 B F V . V A N D D M C H I B S ) AMY M A H D S A R K / S O F T W A R E ) 

a YES w / NO 

• 
1 8 . imr 1 ••IIUIUEU RETENTION 
Retain in office for 21 years. 

1 . NAME AND T I T L E OF PREPARER 

Veronica Mixter 
Administrative Assistant to 

2 0 . TELEPHONE NUMBER 

222-1138 

2 1 . DATE 

county Auditor 
D C S 2 3 B 0 - 4 ( R E V I S E D 2 / 8 7 ] 



SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS S80-I) 

RECORDS MANAGEMENT DIVISION 
7278 WATERLOO ROAD 

P.O. BOX 278 
JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS S80-I) 

RECORDS MANAGEMENT DIVISION 
7278 WATERLOO ROAD 

P.O. BOX 278 
JESSUP, MARYLAND 20794 PAGE 1 OF 1 

1. DEPARTMENT/AGENCY 
A.jBjfounty -Auditor's Office 

2. DIVISION 
County Auditor's Office 

S . UNIT 

DEFTOITION-RECORD SERIES-* A " m " * ° r , ™ 1 - A T K D "WCORDS NORMALLY F I L E D AND USES AS A UNIT FOR 
RKPKRHNCK AS WELL AS RKTKNTION AND D I B T C I I T t e N PUIlPOBgil 

4. RECORD SERIES TITLE 
General Correspondence 

B. EARLIEST TEAR/LATEST YEAR 
1^62 TO Present 

B . HB.LUHU SERIES DESCRIPTION J * " , B F , - T O K S C R I B K THE T Y P K S O P INPORMATI ON/DOCUMENTS/FORMS POUND 
I N fHE S E R I E S . INCLUDE THE PURPOSE OR FUNCTION OP TMK S K R t K S 

Subject arrangement of original incoming letters, copies of outgoing letters, 
studies, memoranda, reports and other materials related to the administration of 
the agency 

7. RECORD S E R I E S FORMAT(S) 

B ^ E T T E R SI2S • MICROFILM 

B^LEGAL S12S • COMPUTER TAPE 

O BOUND BOOK O FLOPPY D I S K 

Q ^ H O TAPE Q VIDEO TAPE 

O OTHER(SPECIFY) 

0. RECORD S E R I E S SEQUENCE 

^ALPHABETICAL 

• NUMERICAL 

BVcHRONOLOGI CAL 

O GEOGRAPHICAL 

O OTHER(SPECIFY) 

B . VOLUME 
DEFILE DRAWER(S) 

~ • MICROFILM R E E L ( S ) 
J * ^ " " " O COMPUTER TAPEC S ) 
NUMBER g OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
B " r l L E ORAWER(S) 

r i _ P _ • MICROFILM R E E L ( S ) 
mniftTir Q COMPUTER TAPE(S) 

. a M t m i m r i i v l 

1 1 * F I L E I S USED 

K/DAILY a WEEKLY O MONTHLY 
' * * F I L E BECOMES INACTIVE AFTER, 

HULHIH ° M0"™*3) ^ Y E A R ( S ) 

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

Arundel Center, Room 14 
Annapolis, Maryland 21401 

14. I S RECORD S E R I E S DUPLICATED ELSEWHERET 
J l P TKS, B B K C t P Y AOENCY OR OFFICE) 
O YES 0"NO 

IB. A r r f f t S RESTRICTIONS CT^YKS O NO 
( I P YES, CITS L A « ( s ) • REGULATION! s ) 

State Law 

18. AUDIT REQUIREMENTS 

17. I S AN INDEX SYSTEM USEDT ( |p TKS.EXPLAIN 
BRIKPLY AND DKSCRIBSJ ANY HARDWARE/ SOFTWARE) 

• 
O YES O ^ N O 

18. RECOMMENDED RETENTION 
Retain for three (3) years in office 
ten (10) years in records, then destroy. 

I B . NAME AND T I T L E OF PREPARER 

Veronica Mixter 
Administrative Assistant to 

20. TELEPHONE NUMBER 

222-1138 

21. DATE. 

county Auditor 
D C s 3B0-4 [REVISED 2 / 8 7 ) 



SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD S E R I E S . FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 8 8 0 - 1 ) 

RECORDS MANAGEMENT DIVISION 
7X78 WATERLOO ROAD 

P . O . BOX 2 7 8 
J E S S U P , MARYLAND 2 0 7 8 4 

AGENCY RECORDS INVENTORY 

PACE 1 OF 1 

t . DEPARTMENT/AGENCY 

A.JJ^ounty-Auditor's Office 
2 . DIVISION 

County Auditor's Office 
S . UNIT 

DEFHVITl ON-RECORD S E R I E S - * 0 " 0 t t * o r l f m - A T B D R K C t " , D " NORMALLY F t L S D AND USBD AS A UNIT FOR 
RSFSjRBMCB AS WKLL AS RSTBNTION AND D I S P O S I T I O N m m m 

4. RECORD S E R I E S T I T L E 

General Office Accounting Records 
8 . EARLIEST YEAR/LATEST YEAR 

1962, TO present 
f . RECORD S E R I E S DESCRIPTION ^ a m t K r x - r O S S C R I B E THE TYPWS O F IN FORMAT I ON / DOCUMENTS / FORMS FOUND 

I N THE S E R I E S . INCLUDS THE PURPOSE OR FUNCTION OP THK S K R T e S 

Files contain copies of purchase orders, stockroom receipts, expense 
statements/petty cash, telephone bills, office budgets, copier receipts and any 
material related to the daily administration of the agency 

< 

r. RECORD S E R I E S FORMAT(S) 

B^UETTBR S I Z E Q MICROFILM 

B LEGAL, S I 2 E • COMPUTER TAPE 

O BOUND BOOK 0 FLOPPY D I S K 

O BwVlO TAPE Q VIDEO TAPE 

a OTHER(SPECIFY) 

8 . RECORD S E R I E S SEQUENCE 

Q ALPHABETICAL 

D NUMERICAL 

a^CHRONOLOaiCAL 

Q GEOGRAPHICAL 

O OTKER(SPECIFY) 

8 . VOLUME 
B^FILE DRAWER(S) 

. O MICROFILM R E E L ( S ) 
1 O COMPUTER TAPE( S ) 

NUMBBR D orHER (SPEC I F Y ) 

1 0 . ANNUAL ACCUMULATION 
. B^FILE DRAWER(S) 
( • MICROFILM R E E L ( S ) 

NliUifH O COMPUTER TAPE( S ) 

1 1 • P I L E I S USBD 

a DAILY BIWEEKLY O MONTHLY 

l Z ' P I L E BECOMES INACTIVE AFTER. 
, , 0 B MONTH(S) V 'YEAR(B) 

1 1 . CURRENT LOCATION(S) (BLDG. .FLOOR.ROOM) 

Arundel Center, Room 14 
Annapolis, Maryland 21401 

1 4 . I B RECORD S E R I E S DUPLICATED ELSEWHERET 
kin. T C S , S P S C I F T /.aXNCT OR O P F I C S ) 

1* Y E S O NO ohter county departments 
1 8 . AfTTfW RESTRICTIONS D YES CNO 

( I F T B S , C I T E L A S ( S ) * RSOULAT1 ON ( 8 ) 

State. Law 

1 8 . AUDIT REQUIREMENTS 

D^NONE • STATE 0 FEDERAL n INDEPENDENT 

17. I S AN INDEX SYSTEM USEDf ( |p T K S . K X P L A f N 
•** « « P L Y AND O S S C R I B B i ANT HAROBARS/ SOFTWARE) 

O Y E S tt^NO 

I S . RECOMMENDED RETENTION 
Retain for five ( 5 ) years in office, 
then destroy. 

t . NAME AND T I T L E OF PREPARER 

Veronica Mixter 
Administrative Assistant to 

2 0 . TELEPHONE NUMBER 

222-1138 

2 1 . DATE 

County Auditor 
D G a 3 3 0 - 4 (REVISED 2/87) 



S E P A R A T E FORM F O R E A C H N E W O R 

REVISED RfXCCRD SERIES. FORWARD 
WITH'RECORDS RETENTION SCHEDULE 
(DOS SSO-I ) 

7278 WATERLOO ROAD 
P.O. BOX 278 

J E S S U P . MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE 1 OF 1 

1 . DEPARTMENT/AGENCY 

A.IJjpunty -Auditor's Office 
2 . DIVISION 

County Auditor's Office 
S . UNIT 

D E F I N I T I O N - R E C O R D S E R I E S - * O F "WCORDS NORMALLY RILED AND USED A S A UNIT FOR 
REFERENCE A S SELL AS RSI E N I ION AND DISPOSITION PUMPOBEB 

4 . R E C O R D S E R I E S T I T L E 

Unofficial Personnel Files 
8 . EARLIEST TEAR/LATEST YEAR 

1962 TO Eresent 
9 . R E C O R D S E R I E S DESCRIPTION {•*,"FL-T DESCRIBE THE TYPES OP INPORMATI ON/DOCUMENTS/FORMS POUND 

IN THE S E R I E S . INCLUDE TMK PURPOSE OR F U N C T I O N OP T M K BERT K B 

Files contain information on past employees. 

F . R E C O R D S E R I E S FORMAT(S) 
^ L E T T E R S I 3 S ° MICROFILM 

B LEGAL SIZE 0 COMPUTER TAPE 
a BOUND BOOK O FLOPPY DISK 
° RSVIO TAPE a VIDEO TAPE 
a OTHER( S P E C I F Y ) 

8 . R E C O R D S E R I E S SEQUENCE 

^^ALPHABETICAL 

O NUMERICAL 

O CHRONOLOGICAL 

a GEOGRAPHICAL 

O OTKER(SPECIFY) 

9 . VOLUME 
• " F I L E D R A W E R ( S ) 

J • MICROFILM REEL(S) 
I O COMPUTER TAPE(S) 

NUMBER Q oTHER(SPECIFY] 

1 0 . A N N U A L ACCUMULATION 
BTFILE DRAWER(S) 

^ O MICROFILM REEL(S) 
NUMBlH ° COMPUTER TAPE(S) 

• FILE i s USED . ^ e l d f c n n 
• DAILY • WEEKLY O MONTHLY 

»*• F I L E BECOMES INACTIVE A F T E R , 

- ^ — p ° MONTH(S) H^YEAR(S) 

18. CURRENT LOCATION!S) { BLDG. .FLOOR.ROOM) 
Arundel Center, Room 14 
Annapolis, Maryland 21401 

1 4 . IS RECORD S E R I E S DUPLICATED ELSEWHERE? 
t l P > T K S , SPEC1PY A S K N C Y OR OFFICE J 

° 1 , 0 Personnel Office 
1 8 . ACCESS RESTRICTIONS Ô YBS • NO 

{IP TKST CITS LAW(s) • RKOULAT1 ON ( B ) 

State Law 

1 8 . AUDIT REQUIREMENTS 

P^NONE a STATE O FEDERAL a INDEPENDENT 

17. I S A N INDEX SYSTEM USEDT { |p TKS.EXPLAIN 
• » l « F t . Y AND OKBCniBH ANY H A R D B A R K / SOFTWARE) 

a YES •/'NO 

1 8 . RECOMMENDED RETENTION 
Retain for three (3) years in office, 
then destroy. 

1 . N A M E AND TITLE OF PREPARER 

Veronica Mixter 
Administrative Assistant to 

2 0 . TELEPHONE NUMBER 

222-1138 

2 1 . D A T E 

County Auditor 
DCST 380-4 (REVISED 2 / 8 7 ) 



SEPARATE FORM FOR EACH NEW O R 
REVISED RECORD S E R I E S * FORWARD 
WITH W T O R D S RETENTION SCHEDULE 
(DOS S B O - t ) 

RECORDS MANAGEMENT DIVISION 
7278 WATERLOO ROAD 

P.O. BOX 278 

JESSUP, MARYLAND 20784 

AGENCY RECORDS INVENTORY 

PACE 1 OF 1 
1. DEPARTMENT/AGENCY 
A.^^punty -Auditor's Office 

2 . DIVISION 
County Auditor's Office 

a. UNIT 

DEFINITION •RECORD S E R I E S - * mOXa' ° R R E L A T W D R E C O R D S N O R M A L L Y P I L E D A N D U S B D AW A U N I T F O R 
R S P E R B M U E A S W K L L AW R B T W M T I O R A N D D I B M ^ T I B M rnrw 

I . RECORD S E R I E S T I T L E 

Leave and Time Sheets 
B . EARLIEST YEAR/LATEST YEAR 

1962 TO Present 
1. RECORD S E R I E S DESCRIPTION (B" , K F T-T O S S C R I B B T H E T Y P E S O P * I N F O R M A T I O N / D O C U M E N T S / F O R M S P O U N D 

1H THE S E R I E S . I N C L U D E T H E ? P U R P O S E O R FUNCTION O P T H E B K W 1 E 8 ] 

Files contain office copies of employees annual leave and daily time sheets. 

< 

r . RECORD S E R I E S FORMAT(S) 
O LETTER S I Z E • MICROFILM 
BKLEOAL. S I Z E 0 COMPUTER TAPE 
• BOUND BOOK a FLOPPY DISK 
a AWio TAPE a VIDEO TAPE 
0 OTHER(SPECIFY) 

8 . RECORD SERIES SEQUENCE 
0 ALPHABETICAL 
Q NUMERICAL 
Q/CHRONOLOBICAL 
a GEOGRAPHICAL 
0 OTHER(SPECIFY) 

8 . VOLUME 
DEFILE DRAWER(S) 

1 • MICROFILM R E E L ( S ) 
1 • COMPUTER TAPB( S ) 

W M U m m O OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
B̂ FILE DRAWER(S) 

^ a MICROFILM R E E L ( S ) 
UltUBrfl O COMPUTER TAPE! S I 

1 1 * FILE I S USBD 

a DAILY Q WEEKLY M̂ONTHLY 
1*- FILE BEC0M1 

RWBWT ° 
B INACTIVE AFTER^. 
MONTH(S) O^EAR(S) 

1 2 . CURRENT LOCATION(S) (BLDG. .FLOOR,ROOM) 
Arundel Center, Room 14 
Annapolis, Maryland 21401 

14. I S RECORD SERIES DUPLICATED ELSEWHERET 
t t J p ' V E S , S P E C I F Y A G E N C Y O R O F F I C E ) 

Q"YES a NO 
Finance Office 18. A r r w r a RESTRICTIONS t ^ Y E S • NO 

( I F Y S S , C I T E LAW(w) • R S a U L A T I O N ( s ) 

18. AUDIT REQUIREMENTS 
O NONE Q STATE QKpEDERAL °" INDEPENDENT 

17. I S AN INDEX SYSTEM USEDT ( |p T B S . E X P L A I N 

B R I E F L Y A N D O B S C R I S S ) A M Y M A R D S A R K / S O F T W A R E ) 

a Y E S P/^NO 

i s . mrrniBiwiiunjj RETENTION 
Retain for three (3) years in office, 
then destroy. 

18. NAME AND T I T L E O F PREPARER 
Veronica Mixter 
Administrative Assistant to 

20. TELEPHONE NUMBER 

222-1138 

2 1 . DATE . 

county Auditor 
DCS1 3 B 0 - 4 (REVISED 2/87) 


