
EXECUTIVE OFFICE HUMAN RELATIONS COMMISSION 

AGENCY DIVISION 
ITEM 
NO. DESCRIPTION RETENTION 

B A L T I M O R E C O U N T Y 
O F F I C E O F C E N T R A L S E R V I C E S 

Record* Monogcawit Division 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

9CHEEULE ND. 

C - 7 1 1 

EPGEND. 
1 of 2 

GENERAL CORRESPONDENCE 
Subject arrangement of original incoming 
letters, copies of outgoing letters, 
memoranda, studies, reports, directives, 
[policies and other materials related to the 
administration of the agency. 

UNOFFICIAL PERSONNEL FILES 
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. 

LEAVE AND TIME SHEETS 
This file contains office copies of 
employees annual leave and daily time 
recordings. 

screen annually and 
destroy that 
material no longer 
needed for current 
business. 

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. 

Screen annually and 
destroy that 
material no longer 
needed for current 
reference. Retain 
remaining items for 
two (2) years after 
termination, then 
destroy. 

Retain for one (1) 
year, then destroy. 

SCHEDULE APPROVED BY 
RECORDS MANAGEMENT OFFICER 

DATE SIGNATURE 

SCHEDULE APPROVED BY 
COUNTY ADMINISTRATIVE OFFICER 

SIGNATURE 
SCHEDULE APPROVED BY 
AGENCY,OR DIVISION REPRESENTATIVE 

SCHEDULE APPROVED BY 
STATE ARCHIVIST 

SIGNATURE DATE SIGNATURE 

-V- I (REV. 1/86) 



RECORDS RETENTION AND DISPOSAL SCHEDULE 
(CONTINUATION SHEET) 

93MIIEND. 
C - 7 1 1 

EPG2 NX 
2 of 2 

ITEM 
NO. DESCRIPTION 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 program). 

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 
These files are arranged numerically by case nunfc 
!$iame 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. 

Retain annual 
submissions for five| 
(5) years, then 
destroy. Retain all| 
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) years, 
then destroy. 

Retain permanently 
for eventual 
transfer to the 
State Archives. 

Review annually and 
destroy all that 
material no longer 
needed for current 
busines;sn*-•"J" 

1A (REV. 1/86) 



INSTRUCT 1QMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 

hfflTH RECORDS RETENTION SCHEDULE 
B G S 3 5 0-1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 27 5 

JESSUP, MARYLAND 2 07 94 

AGENCY RECORDS INVENTORY 
INSTRUCT 1QMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 

hfflTH RECORDS RETENTION SCHEDULE 
B G S 3 5 0-1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 27 5 

JESSUP, MARYLAND 2 07 94 PAGE 1 OF 9 

j I . DEFARTMENT/AGENCY 

i EXECUTIVE OFFICE 

2. DIVISION 

HUMAN RELATIONS COMMISSION 

3. UNIT 

DEFINITION-RECORD SERIES _ * O R O U P O r R E L A T E D R E C O R D S N O R M A L L Y F I L E D A M D U S E D A S A U N I ' 

R E F E R E N C E A B B E L L A 8 R E T E N T I O N A M D D I S P O S I T I O N rUHr03E3 

4 . RECORD SERIES TITLE 
Administrative and General Correspondence 

5. EARLIEST YEAR/LATE£ 
TO 

YEAR 

6. RECORD SERIES DESCRIPTION J B R I K r l - Y D E S C R I B E T H E T Y P E S Of I N F O R W A T JON / D O C U M E N T S / r O I W B r O « . : C 3 

•IN THE SERIES. I N C L U D E THE P U R P O S E O R F U N C T I O N O r T H E SErrtESJ 

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

7. RECORD SERIES FORMAT(S J 
LETTER SIZE • MICROFILM 
LEGAL SIZE O COMPUTER TAPE 
BOUND BOOK D FLOPPY DISK 

• AUDIO TAPE O VIDEO TAPE 
n OTHER(SPEC I FY) 

8. RECORD SERIES SEQUENCE 
^ALPHABETICAL 
• NUMERICAL 
D CHRONOLOGICAL 
O GEOGRAPHICAL 
dOTHER(SPEC I FY) 

9. VOLUME 
» FILE DRAWER(S) 
O MICROFILM REEL(S) 

I D COMPUTER TAPE(S) 
N U M B E R Q O T H E R ( s p E C I F Y ) 

I 0. ANNUAL ACCUMULATICN 
^ F ILE DRAWER{S) 

J D MICROFILM REEL(S) 
kuUaEh a COMP"JTER TAPE ( S ) 

• O QTHFBj ̂ P^r t F~- ' 
FILE IS USED 

• DAILY • WEEKLY O MONTHLY 
12 . FILE BECOMES INACTIVE AFTER 

mmzw D M C ™ ( S 1 ° V E A R ( S ) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? 

I i f Y E S , srccirY A G E N C Y O R orricn) 
D YES D NO 

13. ACCESS RESTRICTIONS O YES D NO 
( ir Y E S , C I T E L A I T I s) & R E G U L A T I O N ! s) 

16. AUDIT REQUIREMENTS 

O NONE O STATE D FEDERAL • INDEPENDENT 

IS AN INDEX SYSTEM USED 1 (|r Y E S . E X F L A I N 
Bf.-IEFLY A K D D E S C R I B E A N Y H A n O B A R e / S O r T K A R E ) 

D Y E S NO 

18. RECOMMENDED RETENTICN 
Screen annually and destroy that material no 
longer needed for current business. 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. 

19. NAME A N D T I T L E OF P R E P A R E R 

Nikki Roros 

20. T E L E F H C N E N U M E E R 

887-5557 

2 I DATE 

4-22-93 

DCS 5*0-4 (REV I SEE Z,'?7) 



Instructions TfPB OR PRINT A 1 
| DEPARTMENT OF GENERAL SERVICES SEPARATE FORK FOR EACH HEH OR | RECORDS MANAGEMENT DIVISION 

REVISED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD 
WITH RECORDS RETENTION SCHEDULE I P.O. BOX 275 
> | JESSDP, MARYLAND 20794 
1. DEPARTHENT/AGENCT | 2. DIVISION 

EXECUTIVE OFFICE HUMAN RELATIONS COMMISSION 

AGENCY RECORDS INVENTORY 

PAGE 2 OF 9 

3. UNIT 

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

4. RECORDS SERIES TITLE 
UNOFFICIAL PERSONNEL FILES 

- I -

5 EARLIEST TEAR/LATEST TEAR 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforaation/docunents/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) 
| B E T T E R SIZE [| MICROFILM 

^ [| LEGAL SIZE (| COMPUTER TAPE 
[| BOUND BOOK (| FLOPPY DISK 
[) AUDIO TAPE |] VIDEO TAPE 
(| OTHER (SPECIFY) 

1 1 
I S. RECORDS SERIES SEQUENCE | 9. VOLUME 
I (^'ALPHABETICAL | ^ F I L E DRAWER)S) 
I | . () MICROFILM REEL(S) 
I [] NUMERICAL I / [] COMPUTBR TAPE(S) 
I | NUMBER (1 OTHER(SPECIFY) 
| (] CHRONOLOGICAL | 
1 | ID. VOLUME 
I [(GEOGRAPHICAL I ( t l l L B DRAKBR(S) 
I 1 , 1 1 MICROFILM REEL (S) 
| (| OTHER (SPECIFY) | / [] COMPUTER TAPE(S) 
j | NUMBER [| OTHER(SPECIFY) 

11.FILE IS USED 
(] DAILY [1 WEEKLY 

12. FILE BECOMES INACTIVE AFTER 
/ [] MONTH)S) H^EAH(S) 

NUMBER 
13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) I 14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 

(tkYBS [•) NO (If Yes, Specify Agency or Office) 

15. ACCESS RESTRICTIONS |>-fES [•] 
(If yes, cite law(s) & regulation! 

NO | 
s) 1 

16. AUDITJIQUIREMENTS 
( t ^ O N E (1 STATBj -[]• FEDERAL/ ,(PlNDBPBNDRNT 

17. IS AN INDEX SYSTEM USED? (If yes, 
describe any hardwaxe/softvarel 

() YES y / i io • 
explain briefly and I 

| j 

18. RECOMMENDED RETENTION 4J . \ 
Screen annually and destroy that material» 
no longer needed fo'r current reference, 't {-
Retain remaining it'ems for two years,u^ftei 
termination, then desttpy-." -

9. NAME AND TITLE OF PREPARER 
Nikki Roros 

| 20. TELEPHONE NUMBER -
1 
1 887-5557 

I 21. DATE 
| 4-22-93 

DGS 550-4(REVISED 2/87) 



Instructions TYPE OR PRINT A 
_| 
| DEPARTMENT OF GENERAL SERVICES 

SEPARATE FORM FOR EACH NEK OR | RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD I 7275 WATERLOO ROAD 
VITH RECORDS RETENTION SCHEDULE I P.O. BOX 275 
> | JESSUP, MARYLAND 20794 
1. DEPARTMENT/AGENCY | 2. DIVISION 

EXECUTIVE OFFICE 1 HUMAN RELATIONS COMMISSION 

AGENCY RECORDS INVENTORY 

PAGE 3 O F 9 

3. UNIT 

DEFINITION • RECORD SERIES A group of related records norially filed and used as a unit for reference as veil as 
retention and disposition purposes 

4. RECORDS SERIES TITLE 
LEAVE AND TIME SHEETS 

| 5 EARLIEST YEAR/LATEST YEAR 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of infornation/docunents/foras 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. R E C O R D S S E R I E S F O R M A T ) S ) 
(lKLETTER S I Z E 11 M I C R O F I L M 

LEGAL SIZE 
BOUND BOOK [ | 
AUDIO TAPE (] 
OTHER (SPBCIFY) 

| COMPUTER TAPE 
| FLOPPY DISK 
1 VIDEO TAPE 

RECORDS SERIES SEQUENCE 
ALPHABETICAL 

NUMERICAL 

(iJ/CHRONOLOGICAL 

11 GEOGRAPHICAL 

il OTHER (SPECIFY) 

9. VOLUME 

NUMBER 

L f F I L E DRAWER!S) 
[] MICROFILM REEL(S) 
[] COHPUTBR TAPE(S) 
[] OTHER(SPECIFY) 

10. VOLUME 

11.FILE IS USED 
11 DAILY WEEKLY iONTHLY 

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

15. ACCESS RESTRICTIONS ( i H E S (] NO 
(If yes, cite law(s) & regulation(s) 

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

11 YES IcKNO 

- I -
9. NAME AND TITLE O F PREPARER 

Nikki Roros 

DGS 550-4(REVISED 2/87) 

| 20. TELEPHONE NUMBER 
887-5557 

I f l l L E DRAWER!S) 
[] MICROFILM REEL (S) 
[] COMPUTBR TAPE(S) 

NUMBER [] OTHER!SPECIFY) 
12. FILE BECOMES INACTIVE AFTER 

[] MONTH!S) 
NUMBER 

YEAR!S) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
W H S II "0 (If Yes, Specify Agency or Office) 

16. AUDIT REQUIREMENTS 
(•| RONE (] STATE' FEDERAL NDEPENDENT 

18. RECOMMENDED RETENTION -
Retain for one year, then destroy. 

I 21. DATE 
I 

_j 4-22-93 



Instructions TYPE OR PRINT A | . 
| DEPARTMENT OF GENERAL SERVICES SEPARATE PORN FOR EACH NEW OR 1 RECORDS MANAGEMENT DIVISION REVISED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD RECORDS RETENTION SCHEDULE | P.O. BOX 275 V | JESSUP, MARYLAND 20794 | 

's. DEPARTNENT/AGENCY | 2. DIVISION I 
EXECUTIVE OFFICE I 

HUMAN RELATIONS COMMISSION 

AGENCY RECORDS INVENTORY 
PAGE 4 OF 9 

3. UNIT 
DEFINITION - RECORD SERIES A group of related records norially filed and used as a unit for reference as veil as 

retention and disposition purposes 
1-4. RECORDS SERIES TITLE 

BUDGET RECORDS 

5 EARLIEST TRAR/LATJST YEAR 

«. RECORDS SERIES DESCRIPTION (Briefly describe the types of infonation/docuients/foras found in the series. 
Include the purpose or function of the series] 

Annual Bddget Sudmissions 
ithly Budget printouts 

Workpapers 

1. RECORDS SERIES FORMAT)S) 
f| LETTER SIZE (| MICROFILM 

LEGAL SIZE 11 COMPUTER TAPE 
| BOUND BOOK (| FLOPPY DISK 
] AUDIO TAPE (1 VIDEO TAPE 
| OTHER (SPECIFY) 

11.FILE IS USED 
II DAILY II WEEKLY 

R E C O R D S S E R I E S S E Q U E N C E 
[| A L P H A B E T I C A L 

[ ] N U M E R I C A L 

(| C H R O N O L O G I C A L 

(| G E O G R A P H I C A L 

W I T H E R (SPECIFY) 
_ £ 1 

9. VOLUME . 
(4-ffLB DRAWER) S) 

/j (] MICROFILM REEL(S) 
( (I COMPUTER TAPE(S) 

NUMBER I) OTHER)SPECIFY) 
10. VOLUME / 

H flLB DRAWER(S) 
(I MICROFILM REEL (S) 
(] COHPUTBR TAPE{S| 

NUMBER (j OTHER(SPBCIFY) 
/ 

!3. CURRENT LOCATION!S| (BLDG.,FLOOR,ROOM) 

15. ACCESS RESTRICTIONS (| YES 
(If yes, cite lav(s) k regulition(s) 

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

(| YES W NO 

-I-

12. FILE BECOMES INACTIVE AFTER 
/ [| M0H7H(S) 

NUMBER 
14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 

k H S S I) NO (If Yes, Specify Agency or Office) 

)IT R E Q U I R E M E N T S ^ ' ~ 16. A U D I T R R Q U I R R H E N T S 
tymi [ | S T A T E P E D B R A L ; '{'I-INDBPEND'BHT 

5. NAME AND TITLE OF PREPARER 20 . T E L E P H O N E N U M B E R 

18. RECOMMENDED RETENTION CV? v ' _\ 
Retain annual submissions'" for five years} i 
then, destroy. Retain all other papers^* -
for two years, then\ destroy. . ^ y a ^ * ! ^ - * * ' ' ' 

-I-
2 1 . D A T E 



'•structions TYPE OR PRINT A 
| ! 
| DEPARTMENT OF GENERAL SERVICES SEPARATE PORN FOR BACH NEW OR | RECORDS MANAGEMENT DIVISION 

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

1 
| JESSUP, MARYLAND 20794 

:. DEPARTNENT/AGENCY | 2. DIVISION 
EXECUTIVE OFFICE HUMAN RELATIONS COMMISSION 

AGENCY RECORDS INVENTORY 

PAGB 5 OF 9 

3. UNIT 

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

1 
4. RECORDS SERIES TITLE 
GENERAL ACCOUNTING RECORDS 

| 5 EARLIEST YEAR/LATEST YEAR 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforaation/docusents/fous found in the series. 
Include the purpose or function of the series) 

F'l.cr; contain office copies of: 
Co.ids received memoranda ,bi 1.1 ittg invoices, expense It rave I reports, requisitions, petty 
cash vouchers, mileage reports, direct payment forms, paid hills, ticket books, purchase 
orders, deposit slips, receipt books, etc. 

RECORDS SERIES FORMAT!S) 
r.yimn SIZE 11 MICROFILM 
11 LEGAL SIZE 11 COMPUTER TAPE 
11 BOUND BOOR 11 FLOPPY DISK 
(| AUDIO TAPE 11 VIDEO TAPE 
|| OTHER (SPECIFY) 

RECORDS SERIES SEQUENCE 
VC ALPHABETICAL 
(1 NUMERICAL 
|] CHRONOLOGICAL 
[ | GEOGRAPHICAL 
II OTHER (SPECIFY) 

11.FILE IS USED || DAILY WEEKLY tPMfjNI NTHLY 

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

15. ACCESS RESTRICTIONS [-) YES [y^O 
(If yes, cite liv(s) & regulation(s) 

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

. 11 YES i K i l o 

-I-
9. NAME AND TITLE OF PREPARER 

Nikki Roros 

| 20. TELEPHONE NUMBER 
! 887-5557 

9. VOLUME 

NUMBER 

t H'HB DRAWER(S) 
I) MICROFILM REEL(S) 
(I COMPUTER TAPB(S| 
II OTHER!SPECIFY) 

10. VOLUME 

NUT* NUMBER 

U-flLE DRAWBR(S) 
I) MICROFILM REEL (S) 
U COMPUTER TAPE(S) 
|| OTHER(SPECIFY) 

12. FILE BECOMES INACTIVE AFTER 
I I] MONTH!S) 

NUMBER 
L-HEJ YEAR(S) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
ItHES [I NO (If Yes, Specify Agency or Office) 

IS. AUDIT REQUIREMENTS! 
R O N E N S T A T E (| % B D E R A V k$mm9m \ 

18. RECOMMENDED R E T E N T I O N C 0' : 

> 

Retain for three years, then destroy. 

I 21. DATE 
! 4-22-93 

PGS 550-4IREVISED 2/B7| 



Instructions TYPB OR PRINT A | DEPARTMENT OF GENERAL SERVICES 
SEPARATE FORM FOR EACH NEW OR | RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD I 7275 WATERLOO ROAD 
WITH RECORDS RETENTION SCHEDULE 

I P.O. BOX 275 I JESSUP, MARYLAND 20794 
\. DEPARTHENT/AGENCY I 2. DIVISION 

EXECUTIVE OFFICE | HUMAN RELATIONS COMMISSION 

AGENCY RECORDS INVENTORY 

PAGE 6 OF 9 

3. UNIT 

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. RECORDS SERIES TITLE 
RPBEBAL ACCOUNTING RECORDS 

5 EARLIEST YEAR/LATEST YEAR 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of infornation/docuDents/foms found in the series. 
Include the purpose or function of the series) 

Files contain Audit Reports (internal or external, financial or progr a m ) . 

7. RECORDS SERIES FORMAT(S) 
^ L E T T E R SIZE (] MICROFILM 

LEGAL SIZE [ 1 

BOUND BOOK [] 
AUDIO TAPE 11 

OTHER (SPECIFY) 

COMPUTBR TAPE 
FLOPPY DISK 
VIDEO TAPE 

I, RECORDS SERIES SEQUENCE (1 ALPHABETICAL 
[] NUMERICAL 
CHRONOLOGICAL 
[| GEOGRAPHICAL 
(1 OTHER (SPECIFY) 

11.FILE IS USED 
II DAILY WEEKLY IHtfNTHLY 

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

15. ACCESS RESTRICTIONS [] YES [jU M " " 
(If yes, cite law(s) & regulation(s) 

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

[] YES U^m 

r 9 . NAHE AND TITLE OF PREPARER 
Nikki Roros 

20. TELEPHONE NUMBER 
887-5557 

9. VOLUME 
[1 FILE DRAWER(S) 
(] MICROFILM REEL(S) 

| [| COHPUTBR TAPB(S) 
NUMBER [] OTHER(SPECIFY) 

10. VOLUME 

DGS 550-4(REVISED 2/67) 

NUMBER 

FILE DRAWER)S) 
MICROFILM REEL (S) 
COMPUTER TAPE(S) 
OTHER)SPECIFY) 

12, FILE BECOMES INACTIVE AFTER 
I [) HONTH(S) 

NUMBER 
IHrtATls) 

14, IS RECORDS SERIES DUPLICATED ELSEWHERE? 
[iHES (J NO (If Yes, Specify Agency or Office) 

16. AUDIT REQUIREMENTS 
[•] NONE [| STATE FEDERAL LHlfDEPE DEPENDENT 

18. RECOMMENDED RETENTION 
Retain one (1) copy permanently for «. 
eventual transfer to the State Archives. 

| 21. DATE 
! 4-22-93 



Instructions TTPI OR PRint A SEPARATE FOR*! FOR EACH n l OR" REVISED RECORDS SIRIIS. FORWARD 
WITH RICORDS ftfTHTION SCHIDUll 

| DIPARTHINT OF GINlAAl S1RVICI9 
| RICORDS H J M G I N M T DIVIStOIt 
I 7275 «ATIRLOO ROAD 
1 P.O. lot 275 I JISSUP, MARYLAND 20791 

1 AGINCY RICOROS HTVIMTORY 
1 PAGE 7 OF 9-

1. OIPARTim/RGIRCT | 2. DIVISION | 3. UNIT 
EXECUTIVE OFFICE | HUMAN RELATIONS COMMISSION . | 

DEFINITION - RECORD SERIES A group of telited records notlilly filed Ind used is I unit for teference it well it 
retention and disposition purpose* 

\. RICORDS SIRIIS TITLE 
FIXED ASSETS FILE 

5 lARLIIST TIAR/LA1IST YEAR 

6. RICORDS SIRIIS DESCRIPTION (Briefly describe the types of lnfor»aUon/docuients/forls found in the series. 
Include THE purpose or function of THE series) 

Fixed asset printouts (including vehicles) 
tRA Forms (office copy) 
Lost/stolen forms (office forms) 
Surplus forms (office forms) 
Transfer Forms (office forms) 

7. RICORDS SIRIIS fORHAT(S) 
|\l4mER m i || MICROFILM 
| LIGAL Sill 
|| BOUND BOOK 
[| AUDIO TAPE 
|| OTHIR ISPICIFYI 

COMPUTER TAPI 
FLOPPY DISI 
VIDEO TAPI 

I. RICOROS SIRIIS SlQUIftCR 
(I ALPHABETICAL 
|| NUHlRlCAL 
|KCHR0H0L0GIC*1 
(| GEOGRAPHICAL 
|| OTHIR (SPICIFY) 

9. VOLUMI 

^ 1 NUMBER 
\yC\\,\ DRAWER!S| 
|| MICROFILM RIIl|S| 
(| COMPUTRR tAPI(S| 
|| OtBIR(SPICIFY) 

10. VOLUMI 
DRARIR(S) 

|| MICROFILM (III, (S| 
I || COMPUTER TAPI(S| 

""NUMBER (j OTHERISPICIFT) 
II.Fill IS UStD 

I| DAILY II t m i Y LJJIOMlHLY 
12. flit BICOMIS INActlVI AFTIR 

|| H0N7HIS) 
RUTH 

H-TITRIS) 
NUMBER 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) | 11. IS JJ.C0RDS SIRIIS D U P U C A T I D ILSIWHIRI? 
I M - " Y I 5 . | | H O (If Yes, Specify. Agency or office) 

15. ACCESS IISTRICTIOHS || YIS |fllf 
(If yti, clti ltff(l| t r«g«Utlon(i| 

I 18. AUDltRlQUIRIMIHTS 
| tymX || STAT! || FEDERAL M IMDIPIROINT 
1 "• 

17. IS AN ItOtI SYSTEM OSKDt (if Y « . tiptllfl b t U f l f »«< 
describe" ant hirdwjjfr/lolWIrJ) 

l i t i s I T K W 

I II. tlCOHHlKDID RlTIHtlON 
| Retain fixed asset Printout for one ypar, 
| then destroy. 
j Retain all. other completed forms for t h m n | 
| years, then destroy. '•'<•• 

9. NAM! AND T1TLI OF PREPARER 
Nikki Roros-

20. TILtPHONt SOMBER 
887-5557 

I 21. DAT! 
! 4-22-93 

DGS H M | M I S ! D . 2 / I T ) 



Instructions TYPE OR PRINT A | DEPARTMENT OF GENERAL SERVICES 
SEPARATE FORK FOR EACH REV OR | RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD 
WITH RECORDS RETENTION SCHEDULE | P.O. BOX 275 

| JESSUP, MARYLAND 20794 
1. DEPARTMENT/AGENCY I 2. DIVISION 

EXECUTIVE OFFICE HUMAN RELATIONS COMMISSION 

AGENCY RECORDS INVENTORY 

P A G E .8 OF 9 

3. UNIT 

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

4. RECORDS SERIES TITLE 
PUBLICATIONS HISTORY FILES 

5 EARLIEST YEAR/LATEST YEAR 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of infornation/docuaents/foras found in the series. 
Include the purpose or function of the series) 

This file contains (I) one copy of each publication produced by the agency. 

7. RECORDS SERIES FORMAT!S) RECORD 

[| LEGAL SIZE (| COMPUTER TAPE 
11 BOUND BOOR [] FLOPPY DISK 
(| AUDIO TAPE (1 VIDEO TAPE 
|| OTHER (SPECIFY) 

8. RECORDS SERIES SEQUENCE 
(^ALPHABETICAL 
|) NUMERICAL 
(| CHRONOLOGICAL 
(| GEOGRAPHICAL 
|| OTHER (SPECIFY) 

11.FILE IS USED 
11 DAILY WEEKLY tHtrjNTHLY 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOK) 

15. ACCESS RESTRICTIONS (| YES L > N O 
(if yes, cite law(s) & regulation!?) 

1 7 . is A N I N D E X S Y S T E M U S E D ? (if yes, explain br ie f ly and 
describe any hardMte/software) 

11 Y E S L KNO 

9. NAME A N D T I T L E Of P R E P A R E R 
Nikki Roros 

I 2 0 . T E L E P H O N E N U M B E R 
' 887-5557 

9. V O L U M E 
Willi D R A W E R ! S | 
(I M I C R O F I L M R E E L ( S ) 
|| C O M P U T E R T A P E ( S ) 

" N U M I E T (I O T H E R ( S P E C I F Y ) 

10. VOLUME 
HI fILB DRAWER!S) 
[| MICROFILM REEL (S) 
(] COMPUTER TAPE(S) 

NUMBER || OTHER(SPECIFY) 
12. FILE BECOMES INACTIVE AFTER 

(I MONTH!S) 
HUH 

(H//YEA YEAR(S) 
NUMBER 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
(I YES k H H f u f Yes, Specify Agency or Office) 

16. AUDITRSQDIREHENTS ^T'r r » V " V » \ >^ 
l i H O N E || m i l ! || liMiaSI h R D B P E N D B N T 

1 8 . R E C O M M E N D E D RETENTION', 
Retain permantly for eventual transfer 
to the Archives. 

I 21. DATE 
| 4-22-93 

DGS 550-4(REVISED 2/87) 



Instructions TYPE OR PRINT A | DEPARTMENT OF GENERAL SERVICES 
SBPARATE FORM FOR EACH NEW OR | RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD 
WITH RECORDS RETENTION SCHEDULE | P.O. BOX 275 

| JESSUP, MARYLAND 20794 
y DEPARTMENT/AGENCY | 2. DIVISION 

EXECUTIVE OFFICE HUMAN RELATIONS COMMISSION 

AGENCY RECORDS INVENTORY 

PAGE 9 OF 9 

I 3. UNIT 
I 

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

4. RECORDS SERIES TITLE 
Discrimination History Files 

I 5 EARLIEST YEAR/LATEST YEAR 

6. RECORDS'SERIES DESCRIPTION (Briefly describe the types of infornation/documents/foriis found in the series. 
Include the purpose or function of the series) 

These files are arranged numerically by case number and name 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. 

7. RECORDS SERIES FORMAT!S) 
W LETTER SIZE [) HICROFILH 
[1 LEGAL SIZE [1 COMPUTER TAPE 
[) BOUND BOOK (| FLOPPY DISK 
(| AUDIO TAPE (] VIDEO TAPE 
[] OTHER (SPECIFY) 

11.FILE IS USED 
[1 DAILY [1 WEEKLY 

RECORDS SERIES SEQUENCE 
(| ALPHABETICAL 
j 4 NUMERICAL 
il CHRONOLOGICAL 
[] GEOGRAPHICAL 
(1 OTHER (SPECIFY) 

MONTHLY 

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

15. ACCESS RESTRICTIONS (iHES t) HO 
(If yes, cite law(s) & regulation(s) 

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

YES |/NO 

NAHE AND TITLE OF PREPARER 
Nikki Roros 

20. TELEPHONE NUMBER 
887-5557 

9. VOLUME 
[1 FILE DRAWER)S) 
(] MICROFILM REEL(S) 
[| COMPUTER TAPE(S) 

NUMBER [1 OTHER(SPECIFY) 
/ 

10. VOLUME 

DGS 550-4(REVISED 2/87) 

NUMBER 

] FILE DRAWER)S) 
i| MICROFILM REEL (S) 
] COMPUTER TAPE(S) 
1 OTHBR(SPECIFY) 

12. FILE BECOMES INACTIVE AFTER 
J [) MONTH)S) 

NUMBER EAR(S) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
(I YES [tHo" (If Yes, Specify Agency or Office) 

16. AUDIT REQUIREMENTS 
[JxNtNE [] STATE FEDERAL INDEPENDENT 

18. RECOMMENDED R E T E N T I O N - ^ t t> V", 
Review annually and destroy all that 
material n'o longer needed for current 
business. ' 

| 21. DATE'' 
I 

- I - 4-22-93 


