. TH}X3 SCHEDULE SUPERSEDES SCHEDULE C-468 DATED MAY 31, 1978

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.

mNE . Schedule No.
ARUNDEL Anne Arundel County c-708

CO[JNTY ‘ OFFICE OF CENTRAL SERVICES Page No.
A RYLAND Records Management Division 1 of 2

RECORDS RETENTION AND DISPOSAL SCHEDULE
AGENCY COUNTY AUDITOR's OFFICE DIVISION
1item No. Description Retention
1. Audits

Permanent. Convert paper
records to microfilm
records;tupon validation
of microfi]m destroy paper.
Pngodkmlly transfer [ the
microfilm records to the
Maryand State Archives.

2. Audit Reports
Reports prepared by Auditor's Office for a specific Retain in office for
division or agency documenting financial condition and five (5) yrs, then
results of operation and various funds for a given year. |to records for five
) (5) yrs, then destroy.
3. County Financial Reports
Yearly financial reports of Anne Arundel County, Single Retain in office for
Audit and Board of Education. 21 years. Then destroy.
Schedule Approved by Schedule Approved by

\gnal 9@7 Aﬂ M 2 Date’

Reco gement Officer _ - Chief Administrative Officer
5’742;/ | 'éw 7 / Lf:/f? ﬁ /p

Schedule Approved by 0 U Schedule Approved by
Agency, or Division Representative State Archvist

Dty y @%@ B Pos/rs M%;__/
Date Sjénture : Date ./ Signature v

L= 7
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. TMHIS. SCHEDULE SUPERSEDES SCHEDULE #C-468 DATED MAY 31, 1978

o ——_

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

smployees.

7. Unofficial Personnel Files
Files contain information on past
8. Leave and Time Sheets

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

Schedule No.
Anne Arundel County c-708
OFFICE OF CENTRAL SERVICES Page No.
Records Man%gmmt Divisi
CO%%TY AUDITOR™S OFFICE on 2 of 2
RECORDS RETENTION AND DISPOSAL SCHEDULE
AGENCY DIVISION
item No. Description Retention
4. Annual Budget
Review of proposed and final budgets of Anne Arundel Retain in office for
County including auditor's workpapers. 21 years. Then destroy.
5. General Correspondence
Subject arrangement of original incoming letters, copies Retain for three (3)
of outgoing letters, studies, memoranda, reports and other|yrs in office ten
materials related to the administration of the agency (10) yrs in records,
then destroy
6. General Office Accounting Records

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

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

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

Schedule Approved by
Chief Administrative Officer

Fitte
ann/

Signature

Agency, or Division Representative

Damj7ééd%?/

Schedule Approved by
State Archvist

Y

‘gpature

Tt

Signature 4




ARATE FORM FOR EACH NEW OR
ISED RECCRD SERIES. FORUANRD
1TH ‘RECORDS RETENTION SCHEILE

RECORDS MANAGEMENT DIVISION
7273 »um RQAD
P.0O. BOX 273

AGENCY RECORUS INVENTORY

JESSUP, MARYLAND 20794

Pack _ 1 _or _1

| . DEPARTMENT /AGENCY 2.
A.P‘unty Auditor's Office

DlvVISION

County Auditor's Office

3. UNIT

. RECORD SERIES TITLE
Audits

EF INITION-RECORD Sﬂ!l-“ GROUP OF RELATED RECORDS NORMMALLY IFILED AND USED AS A UNIT PFOR
REFERENCE AS TELL AS AETENTION AND DIBPOSITION PURPORER .

5. EARLIEST YEAR/LATEST YEAR

962 To Bresent

4N THE SERIES.

This may include but not be limited to:

}. RECORD SERIES DESCRIPTION [PMIEFLY DESCRISE THE TYPES OF INFORMATION/DOCUMENTS/FOMNS POUND

INCLUDR TMR PURPOSKE OR PUNCTION OF THE SEMTES

Record material related to and supporting the annual audits of Anne Arundel
county and other government agencies and departments of Anne Arundel County.

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 publi¢
i1ity for basis.of financial stability of County government.

. RECORD SERIES FORMAT(S|

O LETTER 812 O MicROFILM

o LzaaL Si1zE O cosruTER TAPE
a BooK O moPPY DISK
a 10 TAPE O VIDED TAPE

O OTHER(SPECIFY)

O mamRICAL

. 8. RECORD SERIES SEQUENCE
0 ALPMAEXTICAL

& amonovosicaL
O GEOGRAPHICAL
O onmR(SPECIFY)

?. vouss
_ o iz DRAVER(S |
4..

O MicROFILM REEL(S)
O COMPUTER TAPE(S )
“'“-"-"_‘_' O oTHER(SPECIFY)

10. ANNUAL ACCUBMULATION
o FiLs DRAWER(S)
Z, O uMICROFILM REEL(S)

RUIEEN O COMPUTER TAPE(S)

1. piLe 13 UsED

 oaiLy 0 mEmay O MoNTHLY

O _onmn(cPEciwey
12. pILR BRCOMES INACTIVE '

O MONTH(S) YEAR(S}

3. CURRENT LOCATION(S) (BLDG.,FLOCR,ROCM)

Arundel Center, Room 14
Annapolis, Marvland 21401

14. 18 RECORD SERIES DUPL ICATED LLSKWHKRE?

tsP vyes, speciry scmwcry on orrice)
G s NO

8. ACCESS RESTRICTIONS ‘m - O NO
{1® vyan, ci™® Law(s) & nmauraTION(S)

State law

16. AUDIT REGUIRDMENTS

QN O stare @ recgrar O INCEPENDENT

j7. 18 AN INDEX SYSTEM USID? (2 yRE.DDFPLAIN
BRIKFLY ANKD DRESCRIER ANY HARDBARE/ SOFTWARE )

18. RECOMMENDED RETENTION

Retain in office for (3) three years. Retain
permanent}y until placed on microfilm, destroy
paper. Microfilm to be retained permanently.

j3. NAME AND TITLE OF PREPARER

Verdnica Mixter
Administrative Assistant to

20.

222-1138

TELEPHONE NUMEER

Countv Auditor
DGT 380-4 (REVISED 2/87)




SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS sB0-1)

- ~———— =

TWED
RECOCRDS MANAGEMENT DIVISION

7273 WATERLOD ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace 1 or |

1. DEPARTMENT/AGENCY
A.‘unty -Auditor's Office

2. DIVISION
County Auditor's Office

3. UNIT

DEFINITION-RECORD SERigS-® OWOUP OF RELATED RECORDS NORMALLY WILED

AND USED AS A UNIT PFOR

REFERENCE AS WELL AS RETENTION AND D]1SPOS{TION PURFOAES
4. RECORD SERIES TITLE ) ) 8. EARLIEST YEAR/LATEST YEAR
Audit Reports 1962_ To Present

4N THE SERIES.

¢. RECORD SERIES DESCRIPTION (!IIMT ODRSCRIAR THRE TYPES OF mlvem'ﬂou[bocumn[nm PFOUND
INCLUDBR THME PURPOSE QR FUNCTION OF THE umzs)

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|
v/u:-n'm 8122 O MicroriLM

8 LEGAL SIZE O COMFUTER TAPE
a ND BOOK O FLOPPY DISK
a 10 TAPE O VIDEO TAPE

O OTHER(SPECIFY)

' 8. RECORD SERIES SEGUENCE
O ALPHAERTICAL
O MmasERICAL
CHRONOLOGICAL,
O GEOGRAPHICAL
O oTmR(SPECIFY)

8. voLum
B/rn.: DRAWER(S )

O MICROFILM REEL(S]
%‘_u COMPUTER TAPE(S)
]

'" O OTHER(SPECIFY)

10. ANNUAL TION

FILE DRAYER(S)
;k O MICROFILM REEL(S)
O COMPUTER TAPE(S)

1. rn.i)s USED
DAILY

Q wrmay

0 MONTHLY

O MONTH(S)

e

O onrEp(speciwYy
INACTIVE AFTER )

& YEAR(S]

Arundel Center, Room 14
Annapolis, Marvland 21401

13. CURRENT LOCATION(S) {BLDG.,FLOCR,ROOM)

tsr ves,
a yzs

14. 18 RECORD SERIES DUPL|CATED ELSEWHERK?

CIFY 2QENCY OR OPFFICE)

15. ACCESS RESTRICTIONS

‘State Law

'ves

(1P y8, ci1T® Law(s) & rzouLaTION(S])

18. AUDIT REQUIREMENTS

ONGNE O STATE ® FEoEraL O INDEPENDENT

Gyms 9 no

[ ]

17. IS AN INDEX SYSTEM USED? (1@ vms.mPLAIN
BRIKFLY AKD DRECRIBR ANY MARDWARE/SOFTWARE)

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

i1s. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Verdnica Mixter 8-/ 3 /(7 o
Administrative Assistant to 222-1138
—+

- County Audit i
ncsyssou O(I;azvlm 2/87)




INSTRUCTIGNS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW CR .

REVISED RECORD SERIES., FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BEOX 279
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTURY

PacE _ 1 _or |

1. ARTMENT [ AGENCY 2.
A.®County ‘Auditor's Office

plvision

County Auditor's Office

3. UNIT

4. RECORD SERIES TITLE

County Financial Reports

DEF INIT1ON-RECORD ERIES-‘ GROUP OF RELATED RECORDS NORMALLY IFILED AND USED AS A UNIT FOR
REFERENCR AS WELL AS RETENTION AND OINPOSITION PURPOREN

8. EARLIEST YEAR/LATEST YEAR

262 To Lregent

4N 'THE SERIES.

¢. RECORD SERIES DESCRIPTION (_.ll-ﬂ-' DESCRIBE THE TYPRS OF INNMTIMIDOCWT.['OM PFOUND

INCLUDE THR PURFOSE GR FUNCTION OF THR l!"!l’

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

.-

7. RECORD SERIES FORMAT(S)
O/LETTER S1ZE O MICROFILM
8 LEGAL SIZE 0O COMFUTER TAPE

D.manox O moPPY DISK

O AUDIO TAPE O VIDEO TAPE

O MUMERICAL

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.
0 ALPHAEKTICAL

B CGHRONCLOGICAL,
O GEOGRAPHICAL
O OTHER(SPECIFY)

voLue
. ©-FILE DRAWER(S)

O MICROFILM REEL(S)
rué._'tl COMPUTER TAPE(S)

=" 0 onmRr(sPECIFY)

10. ANNUAL ACCUMULATION

P/rlu: DRAVER(S )
\ O MICROFILM REEL(S)

RUIBEN O COMPUTER TAPE(S)

Annapolis, Maryland 21401

O onurR(sPECIFYy
1'. piLE 1S USED 12. pi1r DBECOMES INACTIVE AFTER :
/bAaiLY Qo wEay O MONTHLY O MonNTH(S) & YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOCR,ROCM) 14. 18 RECORD SERIES DUPLICATED ELSEWHERE?
Arundel Center, Room 14 gw YES, SPRCIFY sQENCY OR OFyice)

18. ACCESS RESTRICTIONS Wxs - 0 NO
(v vys, c1T® LAw({s) & rEauLATION(S)
State Law ’

16. AUDIT REQUIREMENTS

O NONE O STATE ﬂ\'énmil.:»'ﬂ'lmrr

17. 18 AN INDEX SYSTEM USED? (s yRS.RPLAIN
SRIKFLY AND DRSCRIRR ANY HARDEARE/ SOFTWARE)

01;:3 I'/No

18. RECOMMENDED RETENTION
Retain in office for 21 years.

192. NAME AND TITLE OF PREPARER 20.

Verdnica Mixter
Administrative Assistant to

222-1138

TELEPHONE NUMEER

County Auditor
Dcsysso-a O(REVI 2/87)




[ DEPARTMENT OF GENERAL SERVICES.
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.0. BOX 278
JESSUP, MARYLAND 207394

pace _1 _or 1

. DEPARTMENT/AGENCY
A..iunty Auditor's Office

2. DIVISION

County Auditor's Office

3. WNIT

INITION-RECORD Sll!lls-“ GROUP OF RELATED RECODRDS NORMALLY PILEn

j. RECORD SERIES TITLE
Annual Budget

REVERSNCE AS WL AS WETENTION AND Dispon

AND URED AS A UNIT FOR
LTION PunrosEs :

8. RARLIEST YEAR/LATEST YEAR

-L262.. To Lresent

workpapers.

"

THE SERIES.

RECORD SERIES DESCRIPTION "-Ill'l-? DESCRIAE THE TYPES OPF lmmﬂm[oocm,nm PFOUND
: INCLUDR THR PURPOSE GR PUNCTION OF THR umzs)

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

. RECORD SERIES FORMAT(S)
LETTER SIZE O MIichorFiLM

B LEGA. SizE O COMPUTER TAPE
a BooK O mLorPY DISK
-] !: TAPE O VIDEO TAPE

3 OTHER(SPECIFY)

8. RECORD SERIES SEGUENCT
O ALPHAEXTICAL

O MUMERICAL

0/ GIRONOLOGICAL,

O GROGRAPMICAL

O OTHER(SPECIFY)

s. vouuax
efrz DRAWER(S }
\ : mmnm‘r:; 7) '
m O oTiR(sPECIFY)

JON
FILE DRAWER(S])

O MICROFILM REEL(S)
gam-a COMPUTER TAPE(S)

P PiLE 13 useD
G%:uY ‘

O weEmay

. _— ll.& -

g oneRleereIryy

FILE BECOMES INACTIVE AFTER

2-SEAR(S)

Arundel Center, Room 14
Annapolis, Maryland 21401

B+ CURRENT LOCATION(S) (BLDG.,FLOGR,ROCH)

tsr ves,
O yes

14. IS RECORD SERIES DUPL ICATED ELSKWHEIRE?

1Y AgENcY On orvice)

5. ACCESS RESTRICTIONS

v'rzs

(1® ves, c1™® Law{s] & nEauLATION(S)

18. AUDIT REQUIRDVENTS

ONoE O STATE /m ﬂlmﬂ'

ﬂml/m

e g — P

BRIEFLY AND DESCRIERR ANY HARDBARK/ SOFTRARE)

18. RECOMMINDED RETENTION
Retain in office for 21 years.

. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMERR 21. DATE
Verdnica Mixter ,P/ ?// 7Y
Administrative Assistant to 222-1138

un Aud \a
oncgyssn-lctcinzvlszn 2/87)




SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES., FORWARD

(DGS 880-1)

WITH RECORDS RETENTION SCHEDULE

.

RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.0. XX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace 1 _or |

1. DEFARTMENT/AGENCY

2. DIVISION
County Auditor's Office

3. tNIT

A.gaCounty -Auditor's Office
oerTRITION-RECORD SERIES-A GROUP OF RELATED RECODRDS NORMALLY wiLEn

REFERENCE AS ¥WELL AS RETENTION AND Disrosn

4. RECORD SERIES TITLE

General Correspondence

AND USED AS A UNIT POR
LIION PURPFOAER

8. EARLIEST YEAR/LATEST YEAR

1962 _ To Present

the agency

4N THE SERIES.

¢. RECORD SERIES DESCRIPTION (PlIMY DESCRIAE THME TYPEs oOF INNMTIQC[DOM"INN PFOUND

INCLUDE TME PURFOBE OR PUNCTION OF THE SEmTES
Subject arrangement of original incoming letters, copies of outgoing le;ters,
studies, memoranda, reports and other materials related to the administration of

7. RECORD SERIES FORMAT{S )

la/urrrm SIZE O MichoriLM
LEGAL SI1ZE O COMFUTER TAPE

O BOUND BoOK O FLOPPY DISK

a 10 TAPE O VIDEO TAPE

O OTHER(SPECIFY)

ALPHAERTICAL
O NMUMERICAL

0" GHRONCLOGICAL,
O GROGRAPMICAL
O oTHER(SPECIFY)

5. voLume
tFie DRAWER(S )
’ O MICROFILM REEL(S]
%n COMPUTER TAPE({S)

". O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
& FILE DRAWER(S)
«7)- O MICROFILM REEL(S)
RUGERN O COMPUTER TAPE(S)

1. nl.:/a USED
DAILY o wEmay

12.
O MONTHLY

O onEp(cpecIiryy

FILE BECOMES INACTIVE AFTER
O MONTH(S)

G SEAR(S)

Arundel Center, Room 14
Annapolis, Maryland 21401

13. CURRENT LOCATION(S) (BLDG.,FLOGR,ROGM|

14. 18 RECORD SERIES DUPLJCATED ELSEWHERE?
cIrY saENcY OR orrice)
NO

¢ ,
oves Efo

13. ACCESS RESTRICTIONS

State Law

o es

(s yms, cI1TE LAwW{8) & mmauLATION(S)

16. AUDIT REQUIREMENTS

c{m Q STATE O rEDERAL O INDEPENDENT

DY;!:B D/No

17. 18 AN INDEX SYSTEM USED? {tr veS.zxPLAIN
BRIRFLY AND DESCRIBE ANY MARDRARE/ SOFTWARE )

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

2. NAMKE AND TITLE OF PREPARER

Verdnica Mixter
Administrative Assistant to

20. TELEPHONE NUMEER

222-1138

Councgy Auditor
D 330-4 (REVISED 2/87)




SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES, FORWARD
¥ITH RECCROS RETENTION SCHEDULE
(DGS 880-1)

P.O.

RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

BOX 27%

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTURY

pace 1 _or |

1. DEPARTMENT/AGENCY 2.
A.j@Sounty -Auditor's Office

DIVISION

County Auditor's Office

3. T

4. RECORD SERIES TITLE

General Office Accounting Records .

DEF INITION - RECORD m'm.l OROUP OF RELATED RECORDS NORMALLY PILED AND USED AS A UNIT FrOR
ARFEREMCE AS TELL AS RETENTION AND DISPOSITION PURPOAER .

8. EARLIEST YEAR/LATEST YEAR

1362 1o Present

4% THE SERIES.

¢. RECORD SERIES DESCRIPTiON (T"!EFLY DESCRIER THE TYPES OF INPGRUATION/DOCUMENTS[FORMS FOUND

INCLUDE TME PURPOSE OR PUNCTICN OF THERE SEMTES

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

. RECORD SERIES FORMAT(S)
B/u:'rrm SIZE O MicROFILM

@ LEGAL S1ZE O COMPUTER TAPE
g Booxk O rropPy DIsK
a 10 TAPE O VIDEO TAPE

O MMERICAL

O OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE s.
O ALPHAEKTIGAL

Ilémoclm
O GEOGRAPHICAL
0 OTHER(SPECIFY)

VoLl
» &Fue DRAWER( S |

O MICROFILM REEL(S)
k__'_i_ O COMPUTER TAPE(S)
VMBXR b omHER(SPECIFY)

10. ANNUAL ACCUMULATION
FILE DRAWER(S])
l O MICROFILM REEL(S]

RUDEER O COMPUTER TAPE(S)

ft. piLe 1S usED

O palLyY

D/lmc.?

O MONTHLY

O onrR(sproipy)
FILE BECOMES INACTIVE AFTER )
O MONTH(S) ﬂ?/l:m(s)

j3. CURRENT LOCATION(S) (BELDG.,FLOOR,ROCM]

Arundel Center, Room 14
Annapolis, Maryland 21401

14. 18 ni:com SERIES DUPLICATED ELSEWHERZ?
gy YES, sPeciFry sqENcY On orvice)
YES O NO ohter county departments

]S . ACCESS RESTRICTIONS O yes - D{o
(1P yen, ciTE LAW({s) & rmauLATION(S])

____State law

18. AUDIT REQUIREMENTS

L — O STATE O FEDERAL O INDEPENDENT

7. 18 AN INDEX SYSTEM USED? {1r yREB.DPLAIN
BRIEFLY AKD DESCRIRR ANY MARDBARE/ SOFTRARK)

ﬂy.zsd/no'.

v
.

18. RECCMMENDED RETENT ION .
Retain for five (5) years in office,

then destroy.

2. NAME AND TITLE OF pREPARER 20.

Verdnica Mixter
Administrative Assistant to

TELEPHONE NUMEER

33/4%

222-1138
ourét'éy Auditor
D 380-4 (REVISED 2/87)




SEPARATE FORM FOR EACH NEW OR
REVISED RFCORD SERIES. FORWARD
¥ITH RECCRDS REKTENTION SCHEDULE
(DGS 380-1)

RECORDS MANAGEMENT DIVISION
7278 WATERLCO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY |

e 1 _or |

1. DEPARTMENT/AGENCY
A.j@Rounty -Auditor's Office

2. DIVISION

County Auditor's Office

3. T

4, RECORD SERIES TITLE

Unofficial Personnel Files

DEFINITION-RECCRD SERIEB-A GROUP OF RELATED RECORDS NORMALLY IFILED AND USED AS A UNIT FOR
AEFERENCE AS TELL AS RETENTION AND DIAPOSITION PURFPONER

5. EARLIEST YEAR/LATEST YEAR

362 1o Rresent

N THE SERIES.

6. m SERIES DESCRIPTION (!IlIPI.? ORSCRIBE THE TYPES OF lH'QmTI“[DOMIm POUND

Files contain information on past employees.

INCLUDR THMR PURFOSK GR FUNCTION OF THE SKFTEN:

7. RECORD SERIES FORMAT(S)
LETTER SIZE O MICROFILM

d LEGAL SIZE [ COMFUTER TAPE

a BOOK O rLoPPY DISK

a 10 TAFE O VIDED TAPE

O OTHER(SPECIFY)

' 8. RECORD SERIES SEGUENCE s.
BA/mnmxm
O MUMERICAL
O GHRONCLOGICAL
O GEOGRAPMICAL
0 oTHER(SPECIFY)

vorLuer
641.: DRAWER(S )
l Q MICROFILM REEL(S)
O COMPUTER TAPE(S)
ﬁ"‘"‘.“ O OTHER(SPECIFY)

10. ANNUAL 10N

TILE DRAWER(S)
\ 0 MICROFILM REEL(S)
RUNEEY O COMPUTER TAPE(S)

1. ruz s e e jdom

O pailLy O WEEXLY O MONTHLY

. O oneptepeeiwey
FILE BECOMES INACTIVE AFTER :
O MoNTH(S) c{m(sl

j3. CURRENT LOCATION(S|] {BLDG.,FLOOR,ROCM)

Arundel Center, Room 14
Annapolis, Maryland 21401

14. 18 RECORD SERIES DUPLICATED ELSEWHERK?
tse vyes, seeciry sroxwer or orricm)
YE8 O NO personnel Office

18S. ACCESS RESTRICTIONS t{u . O NO
(1P yms, ci™® rLaw{s) & mmaurLaTION(S)
State Law '

16. AUDIT REQUIREMENTS

O O syate O repERAL O INDEPENDENT

}17. 18 AN INDEX SYSTEM USED? (1@ yRS.ZXPLAIN
BNIEFLY AND DRSCRIRR ANY MARDRARE/ SOFTWARE)

UY;:sﬁ/uo' .

]

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

Is. NAME AND TITLE OF PREPARER

Verdnica Mixter
Administrative Assistant to

20.

222-1138

TELEPHONE NUMEER

£]4/74

ounty Audit
ucaysso-4 o(l;az\nmn 2/87)

[




ARATE FORM FOR EACH NEW OR

15K0 RLETORD SERIES, FOREARD
ITH RECORDS RETENTION SCHEDULR
(DGS 380-1)

RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

pacg 1 or |

1. DEPARTMENT/AGENCY
A:‘unty -Auditor's Office

2. DIVISION-
County Auditor's Office

3. NIT

. RECORD SERIES TITLE
Leave and Time Sheets

DEF INIT10N-RECCRD Sﬂ!lﬂ-“ GROUP OF RELATED RECORDS NORMALLY PFILED AND USED AS A UNIT FOR
) AMEFERENCE AS TELL AS RETENTION AND ﬂlm‘w .

5. EARLIEST YEAR/LATEST YEAR

1962 To Bresent

E RECORD SERIES DESCRIPTION (pnlmv DESCRIBE THE TYFRS OF "0'0“7!“[!0”[”“ FOUND

N THE SERIES.

INCLUDE TME PURFPOSKE GR FUNCTION OF THR SENTES |

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

7. RECORD SERIES FORMAT(S)
O LETTER S1ZE O MIcCROFILM

I’Gcn.suz: O COMFUTER TAPE O NUMERICAL

o Boox O rLoPPYy DISK
aQ 10 TAPE O VIDED TAPE
O oTHER(SPECIFY)

. 8. RECORD SERIES SEQUENCE
O ALPHAEKTICAL

¥ G RoNGLOGICAL
O GEOGRAPMICAL
O OTHER(SPECIFY)

8. voLuME
D4n.l: DRAVER(S)
l O MICROFILM REEL(S)
Q COMPUTER TAPE(S)
wu CTHER(SPECIFY)

108
FILE DRAVER(S)

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

10. ANNUAL

1. piLe 1S UsED

O pasLy O wEmay G{nunn.\'

.0 omurp(cprewyy
12. pFILE BRCOMES INACTIVE AFTER :

ém_ O MonTH(S) O-EAR(S)

}3. CURRENT LOGATION(S) (BELDG.,FLOGR,ROCM)

Arundel Center, Room 14
Annapolis, Maryland 21401

14. 18 REICORD SERIKS DUPLICATED ELSEIWHEREY

Sl/ofv“. sPECiry saEncy or arrice)

YEs 0O
Mo Finance Office

IS. ACCESS RESTRICTIONS %:s - O NO
{sr yes, ciTx LAw{S) & mmaurLaTION(S)

State Law

16. AUDIT REQUIREVENTS

O NONE O STaTR ﬂzr-mm. O INDEPENDENT

[7. 18 AN INDEX SYSTEM USED? (1@ yRS.DPLAIN
ERIEFLY AND DESCRIBR ANY MARDEARE/ SOFTEARE)

UY;:sﬂ/m'

[ ]

18. RECCMMENDED RETENTION
Retain for three (3) years in office,
then destroy.

js. NAME AND TITLE OF PREPARER

Verdnica Mixter
Administrative Assistant to

20.

222-1138

TELEPHONK NUMEXR

/1

Toung Auditor
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|




