%EL Anne Arundel County
COUNTY OFFICE OF CENTRAL SERVICES

R YL AND Records Management Division

This Schedule supercedes Schedule # C691 dated 7/30/92%"“"'6 No.

C-750

Page No.
1 of 1

RECORDS RETENTION AND DISPOSAL SCHEDULE

AGENCY Anne Arundel County

DIVISION Fac Mgmt

tem No. Description Retention
1 GENERAL FILES
Original incoming and outgoing letters, memoranda and all | Retain five (5) vears,
other materials related to facilities and general then destroy.
correspondence.
2 PAYROLL/TIME AND ATTENDANCE RECORDS
Original time sheets of Facilities employees FLSA Retain three (3) vears,
computer print-outs and leave accrual. then destroy.
-3 INSTALIATION FILES
Files contain information on- renovations, repairs, etc. " Purgécannually. Then
Also includes request for special pronects, and a history “destroy.
of problems or concerns.
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1. DEPARTMENTIAGENCY
Public Works

2 Dvision -

Facilities & Fleet Mgmt

i uar

Facilities Management

weil as retsntion and dlsposition purposes.

4, RECORD SERIES TITLE

‘Installation Files

LDEHNI‘I’!ON - Records Serles - A group of related records normaily flled and used as 2 unit for refsrence as

’

S EARUEST YEAR | LATETEST YEAR
1992 10199

problems or concerns

Files contain informatiuon on renovations, repairs, etc.
Also includes request for special projects, and a history of

& RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documencs/forms found in the Senex.  Inciude the purpose or function of the Senes)

7. RECORD SERIES FORMAT(3)

8. RECORD SEQUENCE

S. YOLUME

& Fie Draweris)
o Letter Sze @ Microfim X Abhabetical O Microfim Res (3)
8 Computer Tape (s)
.augus;ue a Compuer Tzpe G Numenca Q Other(Specty)
O Bound Book 8 Floopy Disk g Chronclogiead Numper
; 10. ANNUAL ACCUMULATION
a Audo Txpe 8 Video Tape O Geographical S Fie Orawer (5
: ; O Microfim Resl (3)
T Other (Speciy) O Other (Specily) D Comtn Tenet
0 Cther (Specily)
Number
11. ALE IS USED 12. FILE BECOMES INACTIVE AFTER
& Day Q Weeky a Monthy _Annually G Moghsy © Years)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Roam) 14. 1S RECORD DUPUICATED ELSEWHERE? (if yes. specily agency of cffice)
2662 Riva Road 4th Floor HOC g Ye & No
15, ACCESS RESTRICTIONS {f yes, cie law(s) & requiation(s) | 18 AUDIT REQUIREMENTS
o Yes X No X Noe g St g Federnl Q  Independent

17. IS AN INDEX SYSTEM USED? (If yes, expian tnefly and
descrbe any haroware/software)

'u Yes ‘ a Ne

18. RECOMMENDED RETENTION

Retain annually, pruge material ho longer needed

19. NAME AND TITLE OF PREFARER
Joan Cowger Clerk IV

20. TELEPHONE NUMBER
410-222-7975

IG5 5504 Revaas U




1 'nmalcr
Public Works

CAh DRIA dd o = JEDOVT, FRFW ) /TR sl &9

2 DVsIoN ..
Facilities & Fleet Mgmt

3 uar

Fa¢ilities Management

DEFINTTION - Records Series - A group of related records normally flled and used as 8 unit for reforence ss well 28 retention and disposition purposes.

4. RECORD SERIES TITLE

Payroll Time & attendance records

5. EARLIEST YEAR [ LATETEST YEAR
1991 15 1994

and leave accural

Original time sheetsnof Facilities

6. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of information/documents/forms found in the Sefies. Inciude the purpose of function of the Senes)

employees FLSA computer print=outs

7. RECORD SERIES FORMAT(S) & RECORD SERIES SEQUENGE & VOLUME om;ts)
& Letter Sze a Microfim G Aphabetica :mﬁ;@&)
O Legal Sze O Campuer Tape E Numencal nom«(smn____.
‘ Bound Bock 8 Fopy Oisk G Chronciogical Numoer
8 Audo Txpe G Video Tape O Geographical 8. ANNUAL Ac:”;'“‘:“;: .
o o oo ot
‘ O Other (Specily)
Numper
1L ALEIS USED 12 FILE BECOMES INACTIVE AFTER
o Day B Weey Q  Monthy 3

a  Moths) X Years)
Number :

13. CURRENT LOCATION(S) (Bidg., Floor, Room)

14, IS RECORD SERIES DUPLICATED ELSEWHERE? (f yes. specify agency or office}

Heftfape Office 2662 Riva Rd a Ye R No
15. ACCESS RESTRICTIONS {If yes, cite iaw(s) & reguiation(s) | 18. AUDIT REQUIREMENTS
o Yea & No Xo None o St O Federnl O  independent
17. IS AN INDEX SYSTEH USED? (if yes, expiain befly and 18, RECOMMENDED RETEHTION
- _ ' Retain 3 years then .destroy
!: Yes___ a Neo
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Joan Cowger Clerk IV 410-222-7975 10-01-94

753 S50-4 Mevand VIN



1. DEPARTMENTIAGENCY
Public Works

i dd 3 T CILAAS TR

2 DIvisIoON - : 1 umT

Facilities &.Fleet Mgmt Facilities Management

l DEFINTTION - Records Serles - A group of related records normally flled and used as a unit for refsrence as well as retsntion and disposition purposes.

4 RECORD SERIES TITLE

" General Files

& EARLIEST YEAR / LATETEST YEAR
1989 o 19%

€ RECORD SERIES OESCRIPTION ( Briefly describe the types of infarmation/documentsrforms found in the Sefies. Inciude the purpose of function of the Senes)

Original incoming and outgoing letters, memoranda and all other
materials related to facilities and general correspondence

7. RECORD SERIES FORMAT(S) L. RECORD SERIES SEQUENGE L VoLME mq:m;(s)
Q Lener Sze 8 Micofim Xa Apraetica | : o mﬁ:(z)
8 Legal Sge o Computer Tape o Numerca ' Q Other (Specty) __
Q Bound Bock O Fogpy Disk o Chvoncogical T Numoer .
a Audo Tpe 8 Video Tape O Geographical 18. ANNUAL Ac:“g’-;::: o
O Other (Specty) a Other (Specily) - : mi:g '
G Cther (Specify)
Numoer
11. ALE IS USED 12 FILE BECOMES INAGTIVE AFTER
B Dayy Q. Weexy. a Montly I B O Mouns) B Years)

Numper

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

Heritage Office 2662 Riva Rd
4th’ floor

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency or office)

a Ye &No

15. ACCESS RESTRICTIONS (If yes, cite iaw(s) & reguiation(s)

O Y Q(No

1€ AUDIT REQUIREMENTS

X None a Sae Q Federsl O Independent

17. IS AN INDEX SYSTEM USED? (If yes. expiain bnefly and
descrbe any haroware/software)

iy; . g No

18, RECOMMENDED RETENTION

Retain 5 years then destroy

15. NAME AND TITLE OF PREPARER
Joan Cowger Clerk IV

20, TELEPHONE KUMBER 7. DATE
410-222-~7975 10-01-94




