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Retention

This Schedule supersedes Schedule Number
'C481 dated December 19,

1978.

Correspondence and Administrative

arrangement of original incoming

letters, copies of outgoing letters,
memoranda, studies, reports, directives,
policies, and other material related to the
administration of the department.

>

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 department,
retain permanent
for eventual
transfer to the
Md. State
Archives (MSA).

Retain all other
material for a
period of three
(3) years, then
destroy.
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Anne Arundel County C-716
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Records Management Division
2 of 2
tem No. Description Retention
2 Annual Reports
File includes copies of the Commission's Permanent. Transfer
Annual Report which summarizes year-end periodically to the
activities and pamphlets identifying the MD State Archives.
structure of the Human Relations Office. e - - - -
3 Minutes & Special Reports
File includes monthly minutes of Penm%ent.Trmﬁier—
Commission meetings and reports written on periodically to the
special projects. MD State Archives.
4 Complaint Cases T

File contains cases of discrimination
filed by county residents and are
confidential.

Retain for 3
years, then
destroy.




--TYPE OR PRINT A
TE FORM FOR EACH NEW OR
6ED RECORD SERIES, FORWARD
TH RECORDS RETENTION BCHEDWLE
DGS 8B0-1)

PN
DEFARTMENT OF GEMNERAL SERVICES

RECOIRDS MAMACEMENT DIVISION FAGENCY ‘ RECORDS ’lNVENTURY '

7279 WATERLOO ROAD
P.O. BOX 278

PAGE 1. OF A
JESSUP, MARYLAND 20704

‘I!anunwmﬂT/Aczncv
nne Arundel County

2. plvision 5. WNIT

Human Relations

DEF INITION-RECORD SERIES.” ONOUP OF RELATED RECONDS NORMALLY FILEKG AND USED AS A UNIT FOR
ARKFEARNCE AS RELL AS RETENTION AND DISPOSITION PURPOAES

4. RECORD SBERIES TITLE

5. EARLIEST YEAR/LATEST YEAR

General Correspondence and Administrative Files 1975 vo present

e o ae a2 et o
3

¢, ECOHD SERIES DEBCRIPTION 'IRIIFLY DIB'CERSIII THE TYPES OF lN"OMTION/DOCUﬂ!NT!/FORﬂ! FOUND
! ‘N THE SER .

. Files Fontaln general correspondence and policies and procedures, etc.

INCLUDE THE PURPOBE OR PFUNCTION OF THKE IBFIZB'

7. RECORD, SERIES FORMAT(S)

@ LE'!TER‘BIZE O MICROF ILM

0 LEGAL BI1zE 0O COMFUTER TAPE

o BooK O FLOPPY DISK
10 TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD BERIES BEQUENCE $. VOLUME

0 ALPHABETICAL O FILE DRAWER(S |

O MICROF{ILM REEL(S)
B NUMERICAL 15 O coMPUTER TAPE(S)
uUMBE

® CHRONOLOGICAL # OTHER{BPECIFY)
Boxes - Tandem

a OGRAPHI CAL
cE ! 10. ANNUAL ACCUMULAT ION

0 OTHER(SPECIFY) O FILE DRAWER(S)
D MICROFILM REEL(S)

nuﬁ%gg'ﬂ COMPUTER TAPE(S)

Boxes . X oyHFmR(speciev) !

!

(1" ves, c17x LAw{B) & nrauLaTION|S])

G NONE D STATE D FEDERAL 0O INDEPENDENT

FILE 1S USED 12. ¢iLE BECOMES INACTIVE AFTER ;
I YNTR 0 weEKLY Q MONTHLY rodeRy | MONTH(S) T YEAR(S) :
13. CURRENT LOCATION({S) |BLDG,,FLOOR, ROOM) 14. 18 RECORD SERIES DUPL ICATED ELSEWHERE? :
! {tr ven, sreciry roency on orrice)
Arundel Center, 4th Floor, Co. Exec Office's 0 vyEs 0 NO
18. ACCESS RESTRICTIONS a vyes & No 18. AUDIT REQUIREMENTSB

0 YES: 8 NO

|

' N

..o

17, I8 AN . INDEX SYSTEM USED? (tpr vrs.m>PLAIN
‘ BRIRFLY ARND DESCRIBE ANY MRD-ARE/BO"'ARE)

18, RECOMMENDED RETENT ION

Screen Annually, then 3 years

Policies, procedures, etc Permanent.

Jacqueline R, Leviné, Clerk

e ?
u—.‘: AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

(410) 222-1784 7/28/93

DGS 380-4 (REVIEED 2/07)

Fig. 7 -




-=TYPE OR PRINT A
TE FORM FOR EACH NEW OR

SED RECORD SERIES., FORWARD 7278

DEFARTMENT OF CGENERAL SERVICES
RECONMDS MAMAGEMENT DIiVISION
WATERLOO ROAD

PN

FAGENCY RECORDS *INVENTORY -

lqcPARTMENT/AGENCY
nne Arundle County

Human Relatioms

T TH RECORDS RETENTION BCIEDNLE r.0, BOX 273 PAGE 2 or 4
DGS 880-1} JESSUP, MARYLAND 20704
2. DIVIBION 3. WNIT

DEF INIT1ON-RECORD SERIES.® OMOUP OF RELATED RECORDS NORMALLY FILED
RRPFERENCE AS RELL AR RETENTYION AND DISPFOSITION PURFORESR

AND USED AS A UNIT ron

. .

RECORD SERIES TITLE

Annual Reports

8. EARLIEST YEAR/LATEST YEAR
1975 +vo _ present

BRIEFLY AKD DRSCRIBE ANY HARDRARE/BOFTNARK )

18. RECOMMENDED RETENTION

2 years, then destroy.

$. RECORD SERIES DESCRIPTION (BRIXFLY DEBCRIBK THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
) ‘IN THE SERIES. INCLUDR THE PURPOSE OR FUNCTION OF THK SEFIES |
Commiskion's Annual Report which summarizes year-end activities and pamphlets
identifying the structure_of the Human Relations Office.
, 1
]
i
| }
! )
i
; i
7. RECORD SERIES FORMAT(S) 8. RECORD SERIEB BEQUENCE 9. VOLUME
& LETTER S12E D MICROF LM O ALFPHABETICAL R FILE DRAWER(S)
! D MICROFILM REEL(S)
D LEGAL 8IZE O COMFUTER TAPE 0 NUMERICAL 1 D COMPUTER TAFE(S)
RGMBER 0 orper(sPectry
O BOUND BOOK D FLOPPY DISK 3 CHRONOLOGICAL OTHER( ! |
1{-} o [n]
TAPE VIDEO TAPE GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) 0O OTHER(SPECIFY) B FILE DRAWER(S)
' O MICROFILM REEL(S)
O COMPUTER TAPE(S)
D oruERiSPECHEY) !
. riLe 18 usED 12. FiLE BECOMES INACTIVE AFTER ;
! o 1 !
. DAILY O wEEKLY B MorTHLY 0 MONTH(S8) ® YEAR(S) :
RURBER
. . . 1)
13. CURRENT LOCATION(S]) {BLDG,,FLOOR,ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE ! .
i ' , lir yes, sreciey raency on orrice) !
Arundefl Center, 4th Floor, County Exec's Offides 0 YES B NO - l
18, ACCESS RESTRICTIONS OvyEs ¥ no 16, AUDIT REQUIREMENTS . . .- ‘
(1r yea, civx vLaw(s) & rEauLaTiON(S) '
{ . B NOoNE O STATE O FEDERAL D INDEPENDENT '
17. IS AN INDEX SYSTEM USED! {1r yrs,m>rLAIN LA AT

l.ilim!IUE)TITLE OF PREPARER

20,

Jébqheline R. Levine, Clerk

TELEPHONE NUMEER

(410) 222-1784

21. DATE

7/28/93

DGS 350-4 (REVISED 2/87)

Fig. 7 8
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-TYPE OR PRINT A
TE FORM FOR EACH NEW OR *

DEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

FAGENCY RECORDS *INVENTORY -

5ED RECORD SERIES, FORWARD 7278 WATERLOO ROAD ‘
Dcr: l::::?v::,:s RETENT 1ON scm:buu: Jsssu::o' BOX zn"’“ PAGE 3 OF 5

FARTMENT / AGENCY 2. DIVISION s$. wIT :
Q:'te Arundel County Human Relations

DEF IN1T 108 - RECORD SERIEB-A OROUP OF RELATED RECORDSE NORMALLY WFiILRD

ARFERENCE AS RELL AS RETENTION AND DIsFROS

4. RECORD SERIES TITLE

Minutess

& Special Reports

AND USED AS A UNIT FOR
{YION PURrOBES

8. EARLIEST YEAR/LATEST YEAR

—t§25— T° present

Monthl

O L e Te

‘IN THE SERIES.

$. RECORD SERIES DESCRIFPTION ‘IRIIFLY DEBCRIBKE THE TYPES OF INPOMT'ON/DOCMNTS/FOW! FFOUND
) INCLUDK THE PURPOBE OR PFUNCTION OF THK SEFIES )

minutes of Commission meetings and written reports on special projects.

O OTHER(SPECIFY)

7. RECORD SERIES FORMAT{S) 8.

XBc u.-:ﬁ'r-:n'alzx O MiICROFILM

D LEGAL SIZE D COMFUTER TAPE

o pooKk U FLOPPY DISK
10 TAPE 0O VIDEO TAPE

RECORD BERIEB SEQUENCE
O ALPHABETICAL
0O NUMERICAL

CHRONOLOGI CAL,
%

2. VOLUME
R FILE DRAWER(S)

O MICROFILM REEL(S)

] 0O COMPUTER TAFE(S)
umMBeE
O OTHER(BPECIFY)

O GEOGRAFPHICAL
0 OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

B FILE DRAVER(S)
1 O MICROFILM REEL(S)
KRUWERR O COMPUTER TAPE(S)

1. riLE 13 UsED
! O palLy

0 WEEKLY

'l.
G MONTHLY

_RubEER

FILE BECOMES
0 MoNTH(S)

INACTIVE AFTER
2 YEAR(S)

O oywrR(SeECIEY) !

B
]

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

Arundel’ Center, 4th Floor,.Co. Exec Offices

14.

{ir ves,
0 YyEs P NO

1£ ‘RECORD SERIES DUPL ICATED ELSEWHERE?
BFrECIFY rGENCY OR OFrFice)

18, ACCESS RESTRICTIONS

i

" {ir ves, ciTE Law{S) & nnGULArlon(-)

O vyes DNO 16,

AUDIT REQUIREMENTSB

) NONE O STATE 0D FEDERAL O INDEPENDENT

17, 18 AN INDEX SYSTEM USED? (ir yrs.m>PLAIN
BERIRPFLY AND DRESCRIBR ANY HANRDWARE/BOFTWARK)

+

RECOMMENDED RETENT 1ON

0 yes | & No ~Permanent. Transfer periodically?
| to the MD State
: A Archives.
. ‘o s —— I
19, AND TITLE OF PREPAIEZR | 20, TELEPHONE NUMBER “|21. oare
. . i
—lacquline R, Lewine,Clerk (410) 222-1784 2/28/93

DGS 830-4 {REVIEED 2/087)

Fig. 7




--TYPE OR PRINT A
: TE FORM FOR EACH NEW OR
SED RECORD SERIES,

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

P

FAGENCY RECORDS *INVENTORY * |

Anne Aruridel ¢ounty

FORWARD 7278 WATERLOO ROAD ‘
I TH RECORDS RETENTION SCHEDULE P.O. BOX 279
PAGE _4 or _ 4
DGS 880-1) . . JESSUP, MARYLAND 20794
FARTMENT / AGENCY 2. DIVISION 3. wIT

Human Relations

DEF INITION-RECORD SERIES.” SMOVUF

OF RELATRED RECORDS NOMAALLY FILED

REFERENCE AS UWELL A9 RETENTION AND DISPFOS

4. RECORD SERIES TITLE

Complaint Cases

AND UBED AS A UNIT PFOR
'
ITION PURFOAESA .

8. EARLIEST YEAR/LATEST YEAR

973 . TO _present

]

) IN

e e i e Sty e S
2

s, mcom SERIES DESCRIPTION "R|IFLY DESBCRIBE THE TYYPES OF INFOMTION/DOCMNTB/'ORMB FOouUND
INCLUDR TME PURPOBE OR FUNCTION OF THE BEFIES )

THE SERIES.,

Files Lontaln cases of discrimination filed by county residents and are confidential

7. RECORD SERIES FORMAT(S)

a LETTER 811K 0 MICROF ILM

D LEGAL SIZE D COMFUTER TAPE
o pooK U FLOPPY DIBK
10 TAPE O VIDEO TAPE
0 OTHER(|SPECIFY)

8. RECORD BERIES BEQUENCE
€& ALFPHABET ICAL
0 NUMERICAL

O CHRONOLOGICAL,

9. VOLUME

£ FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(BPECIFY)

1
ROWBEN

0 GEOGRAPHICAL

0 OTHER{SPECIFY)

10. ANNUAL ACCUMULAT ION

® FILE DRAWER(S)
l‘Z

O MICROFILM REEL(S)
0O cOMPUTER TAPE(S)

O orveER(seEciEyy !

{sr yes, citx LAW({8) & nrauLATION(S)
{ .

.FILE 1S USED 12. rILE BECOMES INACTIVE AFTER ;
| o paiy & wEEKLY D MONTHLY mml““. D MONTH(S) B YEAR(S) :
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES JDUPL ICATED. ELSEMFE'
i “' nﬂ sSrECIPrY IOBNCY DI O'FICE) ;
Arundek Center, 4th Floor, Co Exec Offices Q yes quo !
15, ACCESS RESTRICTIONS O YEs no 18. AUDIT REQUIREMENTS " ‘
l

AKNONE D STATE D rEpERAL O INDEPENDENT

17, 18 AN INDEX SYSTEM USED? (ir vyes.E)PFLAIN

0OyvyESs{ & NO

‘ BRIRFLY AND DESCRINE ANY HANDRARE/BSOFTWARK)

18, RECOMMENDED RETENTION

3 years, then destroy.

20,

TELEPHONE NUMBER

......

.T.‘: AND TITLE OF PREPARER

Jacqueline R. Levine, Clerk

(410) 222-1784

2t.

DATE

7/28/93 i

DGS 330-4 (REVIBED 2/87)

Fig. 7




