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RECORDS RETENTION AND DISPOSAL SCHEDULE 

A G E N C Y Anne Arundel County DIVISION Fac Mgmt 
litem No Description Retention 

GENERAL FILES 

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

PAYROLL/TIME AND ATTENDANCE RECORDS 

Original time sheets of Facilities employees FLSA 
computer print-outs and leave accrual. 

INSTALLATION FILES 

Files contain information on renovations, repairs, etc. 
Also includes request for special pronects, and a history 
of problems or concerns. 

Retain five (5) years, 
then destroy. 

Retain three (3) years, 
then destroy. 

Purge..-annually. 
-destroy. 

Then 
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1. DEPARTMEHTZAGENCY 

Public Works 
2. DMSON 

Facilities & Fleet Mgmt 
1 UJBT 

Facilities Management 
DEFINITION • Recardi Suit*. A group of related record! norratlry (Dad ud need aa a aaJtfor referaaea aa « M i aa ritantloa and dJaooahloa porpotes. 

4. RECORD SERIES TITLE 

'Installation Files 
1 EARLIEST YEAR / LATETEST YEAR 

1992 TO 1994 

i RECORD SERIES DESCRIPTION (Briefly desert* the types of urfuinaliottfdoamcflBrfotnB found in the Series. Indude the purpose or function of the Senes) 

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

7. RECORD SERIES FORMAT(S) 

cKLeaerSize • Miaoffln 

^ B * £ Legal Size a Computer Tape 

Bound Book 0 Floppy Disk 

a Aucto Tape 0 Video Tape 

D Other fSneetfvl 

t. RECORD SERIES SEQUENCE 

£ Afchabencat 

D Numeral 

O Crtfonotaocil 

a. VOLUME 
O F3t Drawerts) 
O Mjcroftn Reel (s) 
O Computer Tape (s) 
D Other (Speafy) 

Nuuioer 

10. ANNUAL ACCUMULATION 
a F3a0fimer(s) 
a Microfilm Reel (s) 
• Computer Tape(s) 
a Other fSneafv) 

Num&er 

11. HLEISUSES 

^ Daily • Weekly a Monthly 

T2. RLE BECOMES INACTIVE AFTER 

A n n u a l l y • MontMs) a Year(s) 
Nusber 

1X CURRENT LOCATIONS (BWa, ROOT. Room) 

2662 Riva Road 4th Floor HOC 
14 IS RECORD SERIES DUPLICATED ELSEWHERE? flf yes. specify agency or office) 

n YKI 61 NO 

11 ACCESS RESTRICTIONS (If yes. cite law<s) & regulators) 

D Yea cX Ma 

11. AUDIT REQUIREMENTS 

J& None a State o Federal a Independent 

17. IS AN INDEX SYSTEM USED7 (If yes. explain crafty and 
flffmije any haroware/sornvvre) 

• Ma 

1I_ RECOMMENDED RETENTION 

Retain annually, pruge material no longer needed 

1S. NAME AND TITLE OF PREPARER 

Joan Cowger Clerk IV 
20. TELEPHONE NUMBER 

410-222-7975 
21. DATE 

10-01-94 
"•G3 H0-« nnud V331 



t. DEPARTMEHTZAGENCY 

Public Works 
2. DIVISION 

Facilities & Fleet Mgmt 
X WOT 

Facilities Management 
DEFINITION • Records S*ri*s • A group of rtiatad records aormiUy fDtd tad ui*d u • unit for rafonaca n wati u retention aad dispoahloa parpoin. 

4. RECORD SERIES TITLE 

Payroll Time & attendance records 
1 EARLIEST YEAR / LATETEST YEAR 

1991 TO 1994 

L RECORD SERIES DESCRIPTION (Briefly describe the types of infomulion/doeumenarfema found in me Series. Induds the purpose or function of the Series) 

Original time sheets."of Facilities employees FLSA computer print-outs and leave accural 

7. RECORD SERIES FORMAT(S) 

£ Letter Size Q McrofSm 

Legal See • Computer Tape 

Bound Book a Floppy Oisk 

a AudoTJoe a Video Tape 

• Other (SoecrfYl 

L RECORD SERES SEQUENCE 

O Afcrabeucsl 

fi Numerics) 

a Chranctoacsi 

u usogapnai 

1 VOLUME 
O^FSa Orawisfs) 
a Microfim Red (s) 
a Computer Tape (s) 
n Other fSneafr) 

Numoer 

10. ANNUAL ACCUMULATION 
a FBeOamrfs) 
a Utooftn Reel (s) 
a Computer Tapeis) 
a Other (SneeSrt 

Numoer 

TL FILE IS USED 

a Oaty X Weekly a UantMy 

12. RLE BECOMES INACTIVE AFTER 

^ a Uonthfsl %a Yeans) 
Number 

13. CURRENT LO CATION (S) (BIdg, Floor. Room) 

Heri||geF<j)ffice 2662 Riva Rd 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? fjf yes. specify agency or office) 

n Y H M Ha 

15. ACCESS RESTRICTIONS (If yes, cite law{s) & regutabon(s) 

• Yes S Ma 

1L AUDIT REQUIREMENTS 

Xp None a State a Federal a Independent 

17. IS AN INDEX SYSTEM USED? (ir yes. exptai fcnefly and 
oemLa any naidarare/soAware) 

Yes a No 

18. RECOMUEHDED RETEHTION 

Retain 3 years then destroy 

11. NAME AND TITLE OF PREPARER 

Joan Cowger Clerk IV 
20. TELEPHONE NUMBER 

410-222-7975 
21. DATE 

10-01-94 
/Go 33-» D M U I V331 
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L DEPARTMENT/AGENCY 

Public Works 
2, DIVISION 

Facilities & Fleet Mgmt 
X UMT 

Facilities Management 
DEFINITION - Recorda Strlea • A group of ralatad recorda norm ally filed and used aa a nsit for reference at mil u retention and diaposraoa parpoaaa. 

4. RECORD SERIES TITLE 

' General Files 
5. EARLIEST YEAR / LATETEST YEAR 

1989 TO 1994 

L RECORD SERIES DESCRIPTION (Briefly describe the types of JnfonratkrfdKumere/forms found in the Series. Indude the purpose or function of the Series) 

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

7. RECORD SERIES FORUAT(S) 

a Letter Size a Miooflm 

Legal Size a Computer Tape 

Bound Book • Floppy Oisk 

a AuctoTape a Video Tape 

Q Other tSoedff 1 

L RECORD SERIES SEQUENCE 

• Numerical 

o Chronoloaczi 

• Geocjraprscsi 

1 VOLUME 
so File Orawerts) 

• Microffni Reel (s) 

a Computer Tape (s) 
a Other (Sneafrt 

NlBUDGT 

10. ANNUAL ACCUMULATION 
a F3a Orawer (s) 
O MicroAn Reel (s) 
O Computer Tape(s) 
• Other (Soeetfvl 

Numaer 

11. FILE IS USED 

B DaHy • Weekly • Monthly 

12. FILE BECOMES INACTIVE AFTER 

5 a MontMs) 8 Yearts) 
Number 

13. CURRENT LOCATIONS (Blog.. Floor. Room) 

Heritage Office 2662 Riva Rd 
4th" floor 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. speary agency or office) 

• Yes S Na 

IS. ACCESS RESTRICTIONS (If yes. cite lawls) & regulators) 

• Yes e£ Mo 

I t AUDIT REQUIREMENTS 

& None a State • Federal • Irtdepenoem 

17. IS AN INOEX SYSTEM USED7 (II explain bnefly and 
desenbe any rarcwe/software) 

Y«a a No 

1L RECOMMENDED RETENTION 

Retain 5 years then destroy 

19. NAME AND TTTLE OF PREPARER 

• Joan Cowger Clerk IV 
20. TELEPHONE NUMBER 

410-222-7975 
21. DATE 

10-01-94 
•3 550-t fR«Hud 


