
ANNE 
ARUNDEL 
COUNTY 

M A R Y L A N D 

Anne Arundel County 
OFFICE OF CENTRAL SERVICES 

Records Management Division 

Schedule No. 

C-716 
Page No. 

1 Of 2 
RECORDS RETENTION AND DISPOSAL SCHEDULE 

AGENCY Anne Arundel r.niinfy DIVISION H n m a n P p 1 

litem No. Description Retention 

This Schedule supersedes Schedule Number 
C481 dated December 19, 1978. 

General Correspondence and Administrative 
Files 

Subject 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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Annual Reports 

File includes copies of the Commission's 
Annual Report which summarizes year-end 
activities and pamphlets identifying the 
structure of the Human Relations Office. 

Minutes & Special Reports 

File includes monthly minutes of 
Commission meetings and reports written on 
special projects. 

Complaint Cases 

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

Permanent. Transfer 
per iod ica l l y to the 
MD State Archives. 

Permanent. Transfer 
periodically to the 
MD State Archives. 

Retain for 3 
years, then 
destroy. 



LSJIS.- - T Y P E O R P R INT A 
IfrE FORM FOR EACH NEW OR ' 

RECORD SERIES. FORWARD 
1TH RECORDS RETENTION BQCEDULE 

BBO-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MAMACEMENT DIVISION 

7S71 WATERLOO ROAD 
P.O. BOX 271 

JESSUP, MARYLAND 207B4 

f A G E N C Y R E C O R D S ' I N V E N T O R Y 

P A C E O F 

w 
Ant 

FARTMENT/AGENCY 

nne Arundel County 
2. DIVISION 

Human Relations 
U N I T 

D E F I N I T I O N - R E C O R D SERIE8- A ° * O W R E L A T E D w e o n e i N O H M A U L V riLio A N D V K D AS A U N I T row 
REFERENCE AW »ltlX AW RETENTION AND PIBPOBITtON P U H P B 8 M ; 

4. RECORD SERIES TITLE 
General Correspondence and Administrative Files 

B. EARLIEST YEAR/LATEST YEAR 
1975 T O present 

«. RECORD SERIES DESCRIPTION | B , , , K r l - T DESCRIBE THK TYPEB O R INFORMATION/DOCUMENTB/FORMB f W H D 
I ' -IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OF THK •KrrlCBI 

I 
. Files J:ontain general correspondence and policies and procedures, etc. 

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

I 
O LEGAL SIZE O COMPUTER TAPE 
•^UDUND BOOK O FLOPPY DISK 
C^ R j I O TAPE D VIDEO TAPE 
D OTHER|SPEC IFY) 

B. RECORD SERIES SEQUENCE 
D ALPHABETICAL 
0 NUKCRICAL 
H CHRONOLOGICAL. 
O GEOGRAPHICAL 
a OTHER(SPEC IFY) 

». VOLUME 

15 _ 

D FILE DRAWER(S) 
D MICROFILM REEL(S) 
O COMPUTER TAPE(S) 
•P OTHER( SPECIFY) 

Boxes - Tandem 
10. ANNUAL ACCUMULATION 

O FILE DRAWER(S) 
,. D MICROFILM REEL( S ) 

N U M I E R ° COMPUTER TAPE ( S ) 
Boxes • 3P OTHFBfRPirrirvj 4-

II. riLE IS USED 
O DAILY O WEEKLY 3 MONTHLY 

12. FILE BECOMES INACTIVE AFTER 
O MONTH ( S ) OXYEAR(S) 

IS. CURRENT LOCATION(B) |BLDG.,FLOOR.ROOMI 

Arundel Center, 4th Floor, Co. Exec Office's 

14. IS RECORD SERIES DUPLICATED ELSEWHEREf 
(IF VEi, SPECIFY /.OENCY OR OFFICE) 
O YES rfl NO 

l>. ACCESS RESTRICTIONS D YES S NO 
( I F Y E B , C I T E L A W ( B ) A R E G U L A T I O N ! B ) 
i I • 

16. AUDIT REQUIREMENTS 

NONE D STATE O FEDERAL D INDEPENDENT 

17 • IB AN.INDEX SYSTEM USED t ( fr Y E B . E X P L A I N 
J WniBFLY A K D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

D YES ! B NO 

I*. RECOMMENDED RETENTION 

Screen Annually, then 3 years 
Policies, procedures, etc Permanent. 

I I . T # C A N D T I T L E O F P R E P A R E R 

Jacqueline R. Levine, Clerk 

20. TELEPHONE NUMBER 

(410) 222-1784 

2 t. DATE 

7/28/93 
DCS 5B0-4 (REVISED tfl) 

Fig. 7 



jfifi.IONS--TYPE O R P R I N T A 
j^Efrc F O R M F O R E A C H N E W O R • 

D E P A R T M E N T O F C E N E R A L S E R V I C E S 
R E C O R D S M A M A C E M E N T D I V I S I O N ^AGENCY RECORDS 

f -

INVENTORY 
j6iecx> R E C O R D S E R I E S . F O R W A R D 7 1 7 1 W A T E R L O O R O A D 

jrf,?TH R E C O R D S R E T E N T I O N 
fi[DGS B B 0 • 1 J 

B C H E D U I E r.O. B O X J7B 
J E S S U P , M A R Y L A N D 2 0 7 8 4 P A C E 2 O F 4 

t^BWDEFARTMENT / A G E N C Y X. D I V I S I O N ] . U N I T 

^^nne Aruridle County Human Relations 
DEFINITION-RECORD SERIES-* 8 n O U P °r """-ATKD W C O n B B MOIWAUUV F It-KD A N D V I K D AS A UNIT FOn 

REFERENCE AS •Kt-i. AW RETENTION AMD D U r O B I T C W rUlirOBEg •_ 
4. RECORD SERIES TITLE 

Annual Reports 
B . E A R L I E S T Y E A R / L A T E S T Y E A R 

1975 T O present 

9. RECORD SERIES DESCRIPTION ^ m n , K r i - r DESCRIBE THE TYrWB O r I NFORMAT I ON/DOCUMENTS /rORHI FOUND 
I ' 'IN T H E S E R I E S . INCLUDE THE FURFOSC OR FUNCTION Or THE • K m KB) 
Commission's Annual Report which summarizes year-end activities and pamphlets 
identifying the structure.of the Human Relations Office. 

7 . RECORD (SERIES FORMAT(S) 
6t LETTER SIZE O MICROFILM 

I 
O LEGAL SIZE a COMPUTER TAPE 
D BOUND BOOK a FLOPPY DISK 

IO TAPE D VIDEO TAPE 
D OTHER( SPECIFY J 

8 . RECORD SERIES SEQUENCE 
D ALPHABETICAL 
O NUMERICAL 
jP CHRONOLOGICAL, 
D GEOGRAPHICAL 
D OTHER(SPEC IFY) 

I. VOLUME 

1 
FTDMBEK" 

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

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

Ulifa^&H ° COMPUTER TAPE( S ) 

1 1 * .FILE IS USED 
! D DAILY D WEEKLY # MONTHLY 

**• FILE BECOMES INACTIVE AFTER ! 
1 O MONTH(S) H YEAR(S) 

IS. CURRENT LOCATION(S) (BLDGFLOOR.ROOM) 

Arundejl. Center, 4th Floor, County Exec's 0ffi< 

T 
14. IS RECORD SERIES DUPLICATED ELSEWHERE T 

T 
I IF V E B , B F E C I F Y A O C N C Y OR O F F I C E ) j 

e S D YES B NO 1 
IB. ACCESS RESTRICTIONS • YES 30 NO 

' (IF Y E S , C I T E L A W ( a ) * R E O U L A T I O N ( B ) 
1 ! • 

16. AUDIT REQUIREMENTS , . 

g NONE O STATE D FEDERAL D INDEPENDENT 

17. IB AN.INDEX SYSTEM USEDI ( tr YWO . R>:rt_A 1N 
J • R I R F L T A K D D M C R I B B A N Y H A n D I A R E / S O F T W A R E ) 

O YES j # NO 

!. 1. 

/ , » ' • • 

IB. RECOMMENDED RETENTION j 

2 years, then destroy. 

A N D T I T L E OF P R E P A R E R 

Jacqueline R. Levirie, Clerk 

* 0 . TELEPHONE NUMBER 

(410) 222-1784 

ZI. DATE 

7/28/93 

D C S S B O - 4 ( R E V I S E D 2 / B 7 ) 

Fig. 7 



J / £ ? J Q N S - - T Y P E O R P R I N T A 
j^KVe F O R M FOR E A C H NEW OR • 

j&lBEX} RECORD SERIES. FORWARD 
JjWTH RECORDS RETENTION SCHEDULE 
jflDGS B B 0 • 1 J 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S MANAGEMENT DIVISION 

7X71 WATERLOO ROAD 
P.O. BOX 27B 

JESSUP, MARYLAND 207B4 

^ A G E N C Y R E C O R D S ' I N V E N T O R Y j 

PACE ^ OF U 

^DEPARTMENT / AGENCY 
^^rme Arundel County 

2. DIVISION 
Human Relations 

1. UNIT 

REFERENCE AW •KU1. AW RETENTION AND DISPOSITION PURFOBEB 
| 4. RECORD SERIES TITLE 

Minutess & Special Reports 

1 

B. EARLIEST YEAR/LATEST YEAR j 
.11875- . 7 0 praoont 1 

•. RECORD 
i 
^ 

- Monthly! 
i 

I 
i 

SERIES DESCRIPTION (•',,lt'rl-T DESCRIBE THE TYFEB O F 1NPORMAT1 ON/DOCUMENTSjFORMS FOUND 
'IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BKFriEB) 

minutes of Commission meetings and written reports on special projects. 

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

X I 

D LEGAL SIZE D COMPUTER TAPE 
D B O U N D BOOK D FLOPPY DISK 
•^Br>IO TAPE • VIDEO TAPE 
D OTHER(SPECIFYJ 

' ! 

«. RECORD SERIES SEQUENCE 
D ALPHABETICAL 
O NUKCRICAL 
Q£ OtRONOLOO ICAL 
D GEOGRAPHICAL 
D OTHER(SPEC1FY) 

•. VOLUME 
B F I L E DRAWER( S ) 
D MICROFILM R E E L ( S ) 

1 O COMPUTER TAPE(SI 
N U M B E R D O T H E R , S P E C rv, 

10. A N N U A L ACCUMULATION 
B FILE DRAWER(S) 
D MICROFILM REEL( S ) 

N U M B E R ^»*'**" ' t i r^j c, j a | 

D OfTHTBIfiPFrirVl 
1 1 * .FILE IS USED 

i D DAILY O WEEKLY MONTHLY 
l t ' FILE BECOMES INACTIVE A F T E R ! 

t 
N U M B E R ° M O T F T H ' S I ^ YEAR( S | 

1*. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM| 
; 1 

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

, 1 

14. IS RECORD SERIES DUPLICATED E L S E W H E R E T 
1 

(IF YEB, SPECIFY AWENCY OR OFFICE) j 
O YES p NO J 

IB. ACCESS RESTRICTIONS D YES D. NO 
' ( IF YEB, CITE L A W ( B ) • REOULAT ION ( B) 

• ! • 

16. AUDIT REQUIREMENTS 

30 NONE D STATE O FEDERAL ° INDEPENDENT 

17. IS AN 
! BRII 
1 . 
• YES 

! 

INDEX SYSTEM USED! (IF YES.EXPLAIN 
1FLY AND DESCRIBE ANY HAnDSARE/SOFTWARE) 

* NO 

* i i 
It. RECOMMENDED RETENTION | 

I 

'• Permanent. Transfer periodically^ 
| to the MD State 
Archives. 

iTj^^ AND TITLE OF pnEPAJlEJt 20. TELEPHONE NUMBER 

(410 "> 7 ? ? - 1 7 8 A 

21. DATE 

l 
7 / 7 R / Q - * 

DCS 580-4 (REVISED 2/87) 
Fiq. 7 



/QiNS - - TYPE OR PRINT A 
\TE FORM FOR EACH NEW OR 

RECORD SERIES. FORWARD 
fTH RECORDS RETENTION SCHEDULE 

BBO-lJ 

DEPARTMENT OF CENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727B WATERLOO ROAD 
P.O. BOX 27B 

JESSUP, MARYLAND 20704 

^ A G E N C Y R E C O R D S Y I N V E N T O R Y 

PACE 4 OF 4 

^ D E P A R T M E N T / A C E N C Y 

Anne Arundel bounty 
2. DIVISION 

Human Relations 
UNIT 

DEFINITION-RECORD SERIES-* 0 n ° U * OF M t A T B D RteOnDI NORMALUV FILED AND UBKD AS A UNIT TOH 
REFERENCE At 1BU. AW HBTKNT I ON AND P I T P S I T I ON fUWrOBEB ;_ 

4. RECORD SERIES TITLE 

Complaint Cases 
B. EARLIEST YEAR/LATEST YEAR 

,1^7^ "TO present 
9, RECORD SERIES DESCRIPTION J B B ,* r i- V D E B C R I B E T H E T Y F E B Or IN F O R M A T I O N / D O C U M E N T S / F O W I B F O U N D 

' "IH THE SERIES. I N C L U D E T H E F U R F O B E O R F U N C T I O N O F T H E SBF/IES) 

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

7. RECORD |SERIES FORMAT(S) 
I H LETTER SIZE D MICROFILM 

D LEGAL SIZE O COMPUTER TAPE 
O BOUND BOOK ° FLOPPY DISK 
B^^DIO TAPE O VIDEO TAPE 
D OTHER(SPEC I FY | 

0. RECORD SERIES SEQUENCE 
tfc ALPHABETICAL 
• NUMERICAL 
D CHRONOLOGICAL 
• GEOGRAPHICAL 
0 OTHER(SPECIFY) 

S. VOLUME 
£ FILE DRAWER]S) 
D MICROFILM REEL(S) 
O COMPUTER TAPE(S J 
D OTHER!SPEC I FY) 

I 0. ANNUAL ACCUMULATION 
8 FILE DRAWER(S) 

1/2 ° M , C R O F , l - M REELJS] 
NUUttgH ° COMPUTER TAPE(S) 

• D nTHFB(RPFrlFy) 
11 FILE IS USED 

I 0 DAILY & WEEKLY O MONTHLY 

IB. CURRENT LOCATION(G) (BLDG.,FLOOR, ROOM I 
1 I 
Arundel Center. 4th Floor. Co Exec Offices 

12. FILE BECOMES INACTIVE AFTER 
1_ _ D MONTH(8) B YEAR(8) 

14. IS RECORD SERIES .DUPLICATED- ELSEWHERE! 
I IF YCS f BFECIFY A O E N C Y O R OFF*! CE ) 
Q YES D xNO 

IB. ACCESS RESTRICTIONS • YES t& NO 
(•r m , C I T E L A W ( S ) ft R E G U L A T I O N ! B ) 

IB. AUDIT REQUIREMENTS 

XXNONE D STATE • FEDERAL D INDEPENDENT 

17. 'IS AN,INDEX SYSTEM USED? (|P Y E S . E X F L A I N 
j B R I E F L Y A N D D E S C R I B E A N Y HAnotARc/SOFTWARE ) 

O YES •fc NO 

IB. RECOMMENDED RETENTION 

3 years, then destroy. 

AND TITLE OF PREPARER 

Jacqueline R. Levine, Clerk 

20. TELEPHONE NUMBER 

(410) 222-1784 

2 t . DATE 

7/28/93 

DCS SBO-4 (REVISED 2/87) 
Fig. 7 


