BALTIMORE COUNTY
OFFICE OF CENTRAL SERVICES

Records Monogement Divisien

RECORDS RETENTION AND BISPOSAL SONEDULE

EXECUTIVE OFFICE HUMAN RELATIONS COMMISSION

AGENCY ' DIVISION

DESCRIPTION RETENTION

IGENERAL CORRESPONDENCE Screen annually and
Subject arrangement of original incoming destroy that
letters, copies of outgoing letters, material no longer
memoranda, studies, reports, directives, needed for current
policies and other materials related to the - business.
administration of the agency.

Directives, policies
and other material
related to the
planning and policy
that illustrate the
development of the
agency, retain
permanently for
eventual transfer to
the Archives.

UNOFFICIAL PERSONNEL FILES Screen annually and
Files contain information on current destroy that
employees. Files may contain but are not material no longer
limnited to copies of applications, annual needed for current
reviews, reprimands and disciplinary reference. Retain
actions, awards, doctor slips, accident remaining items for
reports, resumes, etc. two (2) vears after
termination, then
destroy..

LEAVE AND TIME SHEETS Retain for one (1)
This file contains office copies of year, then destroy.
employees annual leave and daily time
recordings.

SCHEDULE APPROVED BY SCHEDULE APPROVED BY
RECORDS MANAGEMENT OFFICER COUNTY AIMINISTRATIVE OFFICER

-7 /éﬂﬁzﬂ/%\/wz, 4/“?/"3 AMMMK;///

SIGNATURE SIGNATURE \

SCHEDULE APPROVED BY SCHEDULE APPROVED BY
. AGENCY,0R DIVISION REPRESENTATIVE STATE ARCHIVIST

5’/5@%//4,0 AYH‘”SW /{%‘f;‘A

SIGNATURE SIGNATURE

™ (REV. 1/86)




(CONTINUATION SHEET)

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE ND.
Cc-711

PAGE ND.
2 of 2

RETENTION

.

BUDGET RECORDS

Annual Budget Submissions
Monthly Budget printouts
Workpapers

GENERAL ACCOUNTING RECORDS

Files contain office copies of:

Goods Received Memoranda, billing invoices,
expense/travel reports, requisitions, petty
cash vouchers, mileage reports, direct
payment forms, paid bills, ticket books,
purchase orders, deposit slips, receipt
books, etc.

SPECIAL ACCOUNTING RECORDS
Audit Reports (Internal or external,
financial or progranm).

FIXED ASSETS FILE

Fixed asset printouts (including vehicles)
IRA forms (office copy)

Lost/stolen forms (office copy)

surplus forms (office copy)

Transfer forms (office copy)

PUBLICATION HISTORY FILE
This file contains one (1) copy of each
publication produced by the agency.

DISCRIMINATION HISTORY FILES

dname of individual filing discrimination
charges in Baltimore County. They may
contain but are not limited to Employment
History of Complainant, all related
correspondence on the case, evidence or
other miscellaneous documentation and
findings when completed.

These files are arranged numerically by case mnbér

Retain annual
submissions for fivq

(5) years, then
destroy. Retain allj
other papers for two
(2) years, then
destroy.

Retain for three (3)
years, then destroy.

Retain one (1) copy
permanently for

eventual transfer to
the State Archives.

Retain fixed asset
Printout for one (1)
year, then destroy.
Retain all other
completed forms for
three (3) yvears,
then destroy.

Retain permanently
for eventual
transfer to the
State Archives.

Review annually and
destroy all that
material no longer
needed for current
businifgwf““ ’

o\ v
o

M 1A (REV. 1/86)




l 1ISTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
IT™ RECORDS RETENTION SCHEDULE
GS 380-1)

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIV1SION
727% WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVEVTURY

PAGE _1] OF _9

1. DEFARTMENT/AGENCY

EXECUTIVE OFFICE

2. DlVISION

HUMAN RELATIONS COMMISSION

3. uNIT

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS BELL AS RETENTION AND DISPOS

AND USED AS A UNIT PFOR
ITION PURPFPOSES

{ 4. RECORD SERIES TITLE

Administrative and General Correspondence

5. EARLIEST YEAR/LATEST
To

TEAR

H 6. RECORD SERIES DESCR[PTlON (BRIKFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORRS FoUMN
‘IN THE SERIES.

|
repovis,
dgency.

.

Cubject arrangement of original letters, copies of outgoing letters, memoranda, studies,
directives, policies and other materials related to the

INCLUDHE THE PURPOSE OR FUNCTION OF THE SEPIFa)

administration of the

7. RECORD SERIES FORMAT({S)
W/LETfER S1ZE O MICROFILM
‘.IE LEGAL S1ZE 0O CCMFUTER TAPE

BOUND BOOK O FLOPPY DISK
0 AuDlO TAPE U VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
ALPHAEET 1 CAL
O NUMERICAL
O CHRONOLOGICAL,
U GEOCRAPHICAL

OTHER(SPECIFY)

Qubat”

[4

9. VOLUME
ZFiILE DRAWER(S }
0 MICROFILM REZL{S)
g O COMPUTER TAPE(S)
NUMBE

0O OTHER|[SPECIFTY)

10. ANNUAL ACCUMULATICN
FILE DRAYER(S]
O MICROFILM REZL(S)
RUfiseERr O COMPUTER TAFE!3)

‘1.

0 orHER(SPECIE ")

FILE IS USED 12. FILE BECOMES INACTIVE AFTER : |
O DAILY O WEEKLY 0 MONTHLY O MeNTH(S O YEAR(S ;
NUNBER (s) (s) -
13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE ? %
tir vyes, speciry soEncY OR oFricE) i
0O vyes 0O NoO
1S. ACCESS RESTRICTIONS OYEs U nNo 16. AUDIT REQUIREMENTS

(37 ves,

ciTeE tawls) & recuLaTiON|S)

O NONE O STATE U FEDERAL O [INDEPENCENT

17. IS AN INDEX SYSTEM USED? (1r vyES.E>PLAIN

BRIEFLY AKD DESCRIBE ANY HADDBARE/SOFTWARE)

Cyes O NO

18. RECCMMENDED RETENTICN )
Screen annually and destroy that material no

longer needed for current business.
policies and other material related to.the
planning and policy that illustrate the
development of the agency, .retain permanently
for eventual transfer to the Archives.

Directives

19. NAME AND TITLE OF PREPARER

Nikki Roros

20. TELEFHCNE NUMEER

887-5557

——e -

21. DATE

4-22-93

DG 350-4 (REVISED 2/27)




DEPARTMENT OF GENBRAL SERVICES
SEPARATE FORM POR BACH KEW OR RECORDS MANAGEMENT DIVISION

Instructions TYPE OR PRINT A AGERCY RECORDS  INVEWTORY

PAGE 2 OF 9
JESSUP, MARYLAND 20794

I I
| |
I I
REVISED RECORDS SERIES. FORWARD | 7215 WATERLOO ROAD |
WITH RECORDS RETENTION SCHEDULE | P.0. BOX 275 |
I I
| I
I
I

1. DEPARTMENT/AGENCY 2. DIVISION
EXECUTIVE OFFICE |HUMAN RELATIONS COMMISSION

DEFINITION - RECORD SERIES A group of related records noraally filed and used as a it for reference as well as
retention and disposition purposes
I

4. RECORDS SERIES TITLE | 5 EARLIEST YEAR/LATEST YEAR
UNOFFICIAL PERSONNEL FILES : /99% |

§. RRCORDS SERIBS DESCRIPTION (Briefly describe the types of information/documents/foras found in the series.
Include the purpose or function of the series)

Files contain information on current employees. Files may contain but are not limited
to copies of applications, annual reviews, reprimands and disciplinary actions, awards,
doctor slips, accident reports, resumes, etc.

7. RECORDS SERIES FORMAT(S)
[4-LBTTER SIZE (] NICROFILN

8, RECORDS SERIES SEQUENCE
(. KLPHABETICAL

| 9. VOLUNE
| LV/FILE DRANER(S)
| [] MICRORILM REBL(S)
‘ [] LBGAL SIZE [} CONPUTER TAPE (] NUMBRICAL | Z {] COMPUTER TAPE(S)
| “NUMBER |] OTHER(SPECIFY)
|

(] BOUKD BOOK [] PLOPPY DISK (] CHRONOLOGICAL

10. VOLUME

{4 FILE DRANER(S)
[] MICROFILM REEL (5]

I
(] AUDIO TAPE  |] VIDEO TAPE I
I
{1 OTHER (SPBCIFY) | é (] CONPUTBR TAPE(S)
| ~NUNBER  {] OTHER(SPECIFY)
I

(] GBOGRAPHICAL

(] OTHER (SPBCIFY)

11.FILE IS USED
{] DAILY [} WBBKLY [ AONTHLY

12, PILE BECOMES INACTIVE AFTER

(] NONSH(S)  KITEAR(S)

NUNBER

13. CURRBNT LOCATION(S} (BLDG.,FLOOR,ROOK) 14, 15 RRCORDS SERIES DUPLICATED BLSEWHBRE?

IJ/18s [] N0 (If Yes, Specify Agency or 0ffice)
Feroo

15. ACCESS RESTRICTIONS ﬁ)/1f§ [-] ¥o
(1f yes, cite law(s) & requlation(s)

16. AUDIT REQUIREMENTS .
[ NoRE (] STATRX*[1“PKDBBQ} [] INDHPBNDBKT
L
1 N ARSI

18. RECOMNENDED RETENTION T ‘

17. 15 AN INDEX SYSTEM USBD? (If yes, explain briefly and é

describe any We/“ft“re’ Screen annually and destroy that mater1a1
(] 1ES §0 no longer needed fdr current reference. 7g
Retain remaining itlms for two Xeafswafteé

termination, then desttoy"' r"

9. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMBER

'

|
| 21. DATE
} 4-22-93

_— l
Nikki Roros | 887-5557

DGS 550-4{REVISED 2/87)




DEPARTMENT OF GENERAL SERVICES
RECORDS MARAGENMENT DIVISION

Instructions TYPE OR PRINT A
SEPARATE FORN POR EACH NEW OR

AGENCY  RECORDS  INVENTORY

7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARTLAND 20794

REVISED RECORDS SEBRIES. FORWARD

WITH RECORDS RETENTION SCHEDULE PAGR 3 OF o

1. DBPARTKENT/AGENCY | 2, DIVISION 3. UNIT

|
EXECUTIVE OFFICE |HUMAN RELATIONS COMMISSION

DEFINITION - RECORD SERIES A group of related records norsally filed and used as a unit for reference as well as
retention and disposition purposes
|

4. RECORDS SERIES TITLE | 5 EARLIEST YEAR/LATEST VEAR
LEAVE AND TIME SHEETS | 19%8 | Phrail
|

§. RBCORDS 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 office copies of employees annual leave and daily time recordings.

7. RECORDS SERIES FORMAT(S) 8. RECORDS SERIES SEQUENCE 9. VOLUME
LETTER SIZB [] NICROEILN [] ALPHABETICAL LY PILE DRAWER(S)
[] MICROPILM REEL(S)
‘ [] LBGAL SIZE || COMPUTER TAPE [] NUMERICAL / ] CONPUTER TAPB(S)
[} BOUND BOOK  |] PLOPPY DISK

10. VOLUNE
jd/?ILE DRANER(S)
[} NICROFILX REEL (S)

‘ (] COMPUTBR TAPE(S)
NUNBBR  [] OTHER(SPECIFY)
I

(] AUDIO TAPB  {] VIDBO TAPE {] GEOGRAPHICAL

[] OTHER (SPECIFY)

|
|
|
|
| TNUNBER [] OTHBR(SPECIFY)
[ﬁaoncmcmn |
I
I
{] OTHER (SPBCIFY) |
I

|

11.FILE I5 USED 12, FILE BECOMES INACTIVE APTER
[] DAILY [} WBEKLY [d/iai;HLY {1 NONTH(S) (] YBAR(S)

NUMBER

13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOHI 14, I5 BBCORDS SERIBS DUPLICATRD BLSEWHRRE?

Fotanse/fooll, Foiionned

4
16. AUDIT REQUIREKENTS

15. ACCBSS RESTRICTIONS [d/fgé (] No
[] RORE (] STATR- (] FEDBRAL L}’TEBBPENDEHT

|
|
I
I
| V185 [] §O (If Yes, Specify Agency or Office)
|
|
I
{1f yes, cite law(s) & requlation{s) |

18. RECONMENDED RETENTION ®
Retain for one year, then destroy.

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardyare/software)

I

I

I

[] YES Y §o |

I

® '
|

—| I I
9. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMBER - | 21. DATE
Nikki Roros ‘ 887-5557 : 4-22-93

DGS 550-4(REVISED 2/87)




Instructions TTPR OR PRINT A DEPARTHRNT OF GBRERAL SERVICRS

AGBHCY  RECORDS  IRVENTORY
SEPARATE PORN FOR BACH REW OR RECORDS KARAGBNENT DIVISION

JRSSUP, MARTLAND 20794

I |
| |
I I
REVISED RECORDS SERIES. PORWARD [ 7275 VATRRLOO ROAD [
‘nconns RETERTION SCREDULS | 2.0. BOX 275 |' PAGR_4 OF_ o
I
I |
I I
I
I

1. DEPARTNENT/AGENCY 2. DIVISION 3. ORIt

' .
EXECUTIVE OFFICE IHUMAN RELATIONS COMMISSION

DEFINITION - RECORD SERIES A group of related records normally filed and uwsed as & unit for reference as well as
retention and disposition purposes
I

{. RECORDS SERIES TITLE | 5 BARLIEST YBAR/LATRST YEAR

BUDGET RECORDS : [98E | [ ke

§. RBCORDS SERIES DESCRIPTION (Briefly describe the types of information/documents/foras found in the series.
Include the purpose or function of the series)
Annual Budget Sudmissions
“athly Budget printouts
Workpapers

7. RECORDS SERIES FORMAT(S)
{| LETTER SIZE (| MICROFILN

B. RECORDS SERIES SBQUENCE
(] ALPRABETICAL

9. VOLUNE
(4-FILE DRAWER(S)

[] WICROFILK REBL{S)
WLBGAL SIZR || COMPUTER TAPE é (] COMPUTER TAPB{S)
WUKBER | ] OTHER(SPECINY)

[] NUMERICAL

10. VOLUNE

(] AUDIO TAPE [} VIDRO TAPS {1 GBOGRAPHICAL I}/ffiz DRAWER(S)
{] WICROFILN REBL (S)
(] COMPUTER TAPE(S)

NUXBER  [] OTHER(SPBCIFY)

(| OTHER (SPRCIFY) [J/OTHER {SPRCIET)

I l
I |
I |
| I
I I
| I
[] BOUKD BOOK | PLOPPY DISK | (| CHROROLOGICAL |
‘ I |
I I
I I
I |
| |
I

12. PILE BECOMES INACTIVE APTER
[] oRTH(S) BAR(S)

11.FILE IS USED
[] DAILY [} WBBKLY THLY

NONBER

LI-1RS [) RO (If Yes, Specify Agenmcy or Office)

AZEZecaazﬁé/eifL’ nynggéﬁzac,éf,

15, ACCRSS RESTRICTIONS || VES KFo

16. AUDIT EQUIRBHEHTS;7ﬁ
{1f yes, cite law(s) & requlation(s)

!
|
|
:
13, CURRENT LOCATION(S) (BLDG.,FLUO“,RUUH’ | 14, IS RBCORDS SERIES DUPLICATED BLSEWHERE?
|
|
' :
' "y "t
| oRg  [] STRTE bl YRDERA !WJJHDBPKRDEHT
*I i

~1-

3

,l,

e

Y
K

17. 1S AN INDRX STSTEM USBD? (If yes, explain briefly and
describe any hardware/softvare)

v

18. RECONNENDED RETENTION cp BTV
. Y . P . ‘ %
Retain annual submissions' for five years,‘

|
I
|
[] 28 ¥ wo | then, destroy. Retiain all other papersisy
| for two years, then destroy ».nhtﬂwsd'
° . Ryt
l 2
: | I I
5. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMBER | 21. DATR
Nikki Roros | 887-5557 : 4-22-93

|




“-structions TYPE OR PRINT A
SEPARATE FORM POR BACH NEW OR
REVISED RECORDS SERIES. FORWARD
WITH RECORDS RRTENTION SCHEDULR

DEPARTHENT OF GENERAL 3ERVICES
RECORDS MARAGENENT DIVISION
1275 VATERLOO ROAD

JESSUP, MARYLARD 20794

RBCORDS

I
[ AGERCY IRVERTORY
|

PAGR 5 (QF 9

. DEPARTNENT/AGENCY
EXECUTIVE OFFICE

2. DIVISION

I
|
l
|
| B.0. BOX 275
|
I
I
: HUMAN RELATIONS COMMISSION

I
I
I
I
| 3. ONIT
I

I

DEFINITION - RECORD SERIES A group of related records normally filed and used as a unit for reference as well as

retention and

disposition purposes

§. RECORDS SERIES TITLE
GENERAL ACCOUNTING RECORDS

| 5 BARLIBST YRAR/LATEST VEAR

: 19881

§. RECORDS SERIES DESCRIPTION {Briefly describe the types of information/documents/forme found in the serfes.

Include

Tiles contain office copies

the purpose or function of the series)

of:

Goods received memoranda,billing invoices, expense/travel reports, requisitions, petty
cash vouchers, mileape reports, direct payment forms, paid bills, ticket hooks, purchase

nrders, deposit slips, rece

ipt books, etc.

7. RECORDS SERIRS FORMAT(S)
“ VLETTER SIZE (| MICROPILK

‘ {| LBGAL SIZ8 || COMPUTER TAPS
[ ) BOUND BOOK  {] PLOPPY DISK
{] AUDIO TAPE [} VIDEG TAPE

|| OTHER (SPBCIFY)

8. RECORDS SERIBS SBQUENCE
M ALPRABBTICAL

[] NUNERICAL
(] CHRONOLOGICAL
[ GROGRAPHICAL

[] OTHER (SPRCIFY)

[
| 9. VOLUNE

| L-FILE DRAWER(S)

I ] MICROFILH RERL(S)
|

|
(] COMPUTBR TAPE(S)
nungnn |} OTHER(SPECIFY)
10. VOLUNE _
) FILE DRAWER(S)
} NICROFILN REBL (S)

{
{] CONPUTER TAPER(S)
[| OTHRR{SPECIFY)

KUNBER

11.FILE I§ USED

12. FILE BECONES INACTIVE AFTER
[] NONTA(S)

L AERTHLY

[} DAILY [] WEEKLY

II/f;IRISI

NUMBER

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROON) 14, 1S RBCORDS SERIES DUPLICATED BLSEWHERE?
418

8 []1 R0 (If Yes, Specify Agency or Office)

e Jfis ol (cbiyriinsct)

e T R SRR LY o0

16. UDIT REQUINBNENTS; 7 =7 ™ = iicns

5. ACCESS RESTAICTIONS [ 78S IO ! reon g iy
I RORE (] STaTp (1 fsbsnnt” Aireankaent
4

(If yes, cite fan(s) & requlation(s)

R,

T e

18, RECONMENDED RETENTION ¢

Retain for three years, then destroy.

17. 1S AN INDEX STSTEM USED? (If yes, explain briefly and
describe any hardware/software)
) vEs 14/’i%r

% FRENTICEEFNEAY'S o A 2P0 4 301

PR

o 3 e ke rmepan | s R wans

o om e st WM CATRISN TR

9. NAE AND TITLE OF PREPARER | 20. TELEPHONE NUMBER

: 887-5557

2. DATR

Nikki Roros 4-22-93

0GS $S0-4{REVISED 2/87)




Instructions TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR BACH NBW OR RECORDS MANAGEMENT DIVISION

AGENCY  RECORDS  INVENTORY

REVISED RECORDS SERIES. FORWARD 7275 WATERLOO ROAD

I
|
I
I
WITH RECORDS RETENTION SCHEDULE | P.0. BOX 275
I
I
I

PAGE ¢ OF 9
JESSUP, MARTLAND 20794
‘ DEPARTHENT/AGENCY 2, DIVISION 3. UNIT
EXECUTIVE OFFICE : HUMAN RELATIONS COMMISSION

DEFINITION - RECORD SERIBS A group of related records normally filed and used as a unit for reference as well as

retention and disposition purposes
I

4. RECORDS SERIES TITLE |3 EARLIEST YEARA;QSEST YEAR

I
SPEEEAL ACCOUNTING RECORDS |

6. RBCORDS SERIES DESCRIPTION {Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series)

Files contain Audit Reports (internal or external, financial or program).

7. RECORDS SERIES FORMAT(S)
BCLEPTER SIZE ] MICROFILK

8. RECORDS SERIES SEQUENCE
[ ALPHABETICAL

9, VOLUNE

{1 FILE DRAWER(S)

[] MICROFILN REBL(S)
[) LEGAL SIZB  [] COMPUTER TAPE (]
[]

[] NUMBRICAL COMPUTER TAPE(S)

I
[
|
I
‘ | "NUMBER OTHER ( SPRCIFY)
[| BOUND BOOK  [] FLOPPY DISK b{’EHRONOLOGICAL |
| 10. VOLUME
[} AUDIO TAPS  {] VIDEO TAPE (] GEOGRAPHICAL I (] PILE DRAWER{S)
[ [] MICROFILM REEL (S)
[] OTHER {SPECIFY) (] OTHER (SPECIFY) | | [} CONPUTER TAPE(S)
| TNUMBER  {] OTHER(SPECIFY)

t1.FILE IS USED 12, FILE BECOMES INACTIVE AFTER

I
|
[] DAILY [] WBBRLY L ANORTHLY | [] MONTH(S) LLATRR(S)
| NUiéER
|
13, CURRENT LOCATION{S} (BLDG.,FLOOR,ROOM) | 14, IS RECORDS SERIES DUPLICATED ELSEWHRRE?
| 78S [] WO (If Yes, Specify Agency or Office)
: foenancd.
15. ACCESS RESTRICTIONS [] 188 [0 | 16. AUDIT REQUIREMENTS
{1f yes, cite law(s) & requlation(s) |

[1 HONE [] STATE [} FEDERAL |J-IHDRPRNDENT

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

Retain one (1) copy permanently for «

|
I
I
(1788 0 : eventual transfer to the State Archives.
| .
I
C | | |
9. NAME AND TITLE OF PREPARER © ] 20. TELEPHONE NUMBER | 21. DATE
| } 4-22-93

Nikki Roros | 887-5557

DGS 550-4(REVISED 2/87)




tnstructions 1178 0f PRIt A DRPARTHENT OF GRRBAAL SERVICES
SIPARATE TORN POR SACH NEW O% RACORDS MANAGEKERT DIVISION
REVISED ARCORDS SERIRS. PORWARD 1215 WATRALOO ROAD

| |
| | AGERCY  RRCORDS  [WVRHTORY
| |
| |
VITR RECORDS RRTENTION SCHRDULR | .0, Bot 215 |
| |
| |
| |
| |
|

PAGR 7 Ol
JRSSUP, WARTLARD 20791 —

1. DEPARTNENT/AGRNCY
EXECUTIVE OFFICE

1. DIVISIOR

| HUMAN RELATIONS COMMISSION

DRFINITION - RECORD SEREBS A group of telated records noraally filed and used as 4 unit or reference as well ae
tetention and disposition purpoted
[

). ARCORDS SERIES TITLE I's zana} T TEAR/LATIST 1IAR
. |
FIXED ASSETS FILE ' | F2 200

§. RRCORDS SERIRS DRSCRIPTION (Briefly describe the types of infordation/docusents/toras found fn the series.
Include the purpose or function of the series)

Fixed asset printouts (includiung vehicles)
IRA Forms (office copy)

l.ost/stolen Forms (office forms)
Surplus forms (office forms)
Transfer Forms (office forms)

|
7. RECQRDS SERIRS TORMAT(S)

8. fRRCORDS SRRIRS 3BQUEACE
[¢-A811ER S120 () NICROPILN

3. voLUnR
1] ALpEABRTICAL

(AL DRARR(S)
[] NICROPIIN RRRL(S)
L] CONPUTRR 1APR(3)

|

|

I

[} LRGAL S1Z8 [} CONPUTER TAPS |
| TWOWBER || otHER(SPECIN)

|

[

|

l

{1 NuNgRicAL
iJ/E;RononocchL
{1 GROGRAPRICAL

|| BOURD B0OK || PLOPPY DISK

10. VOLUNB
AATLE DaaweR(s)
[} NICROFILN RERL, (5]

[| coKputsn TApe(s)
| "iﬁi%in [} OTRER(SPRCIRY)
12. 1LY BRCONES 1uAc11vn AFTRR

§ [ KORTR{S) {H-TeRR( )
RUMBER

11. 1§ ACORDS SRRIZS DUPLICATED BLSEWHRRR?
118 .|| ro (1t ves, Spacity Agency or Office)

15, AUpit RRQUIRENRNTS
one [} srate || tunuk}gh‘(d TRORPRRDENT

{] Aubto TAPR  {] ViDRO TARR

{| oTHER (SeRciey) {1 otak (8ekcinn)

— ——— iy — v Y ot T iy

11.F1L8 15 USED i
|1 DAILY ) weERLy {LMoRTALY

13, CURRENT LOCATIOR{S) (BLDG.,2LOOR, NOOK)

15. ACCESS ARSTAICTIONS || 18 |40
{1t qa8, cite 14n{s) & requlation(s)

. — e T c— — et S g

| o .
17. 18 AW 1RORE BYSTEN USRD? (1f 788, explain brietly 4nd | 18, ARCONKRNDED RRTERTIOR {
describe any hardustd/dottedre) | Retain fixed asset Printout for one year,
TRIE 0 | then destroy.
| Retain all other completed forms fnr thren
| yedars, then destroy.
| R A
. | l |
9. NANE AND T170L8 OF PREPARER | 20. TRLEPHONR MuNBRA [ 2. oA
Nikki Roros ' 887—5557 ‘ 4-22-93

DGS $50-4({NEVISED 2/87)




DEPARTMBRT OF GENERAL SERVICES
SEPARATE PORN POR BACH REW OR . RECORDS MANAGENERT DIVISION

Instructions TYPR OR PRINT A AGERCY  RECORDS  INVENTORY

REVISED RECORDS SERIRS. PORWARD 1275 WATERLOD ROAD

JESSUP, MARTLAND 20794

1. DEPARTNENT/AGENCY 2. DIVISION 3. UNIT

EXECUTIVE OFFICE :HUMAN RELATIONS COMMISSION

I I
I I
| I
I I
WITH RECORDS RBTERTIOR SCHEDULE | 2.0, BOL 275 I PAGE g O0F o

l I
I I
I I

I

I

DEFINITION - RECORD SBRIES A qroup of related records normally filed and used as a unit for reference as well as
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