MARYLAND

Anne Arundel County

OFFICE OF CENTRAL SERVICES
Records Management Division

Schedule No.

C-753

Page No.
1 of 4

RECORDS RETENTION AND DISPOSAL SCHEDULE

AGENCY Planning and Code Enforcement

DIVISION Animal Control

Item No. Description Retention
1 RABIES CERTIFICATES (SPAY/NEUTER CLINIC)
Rabies certificates serve as proof of rabies vaccination Retain in office five
and contain the name, address and phone number of the . years, then destroy.
owner as well as a description of the animal. The vaccine
type, serial number and rabies tag number is recorded. The
certificate is signed by the veterinarian giving the vaccine.
2 ADOPTION CONTRACTS
Contract signed by animal adopter agreeing to comply to Retain in office
certain requirements of the Agency and County law. three years, then
Adoption contracts are filled out containing name, address, destroy.
phone number of adopter. The contract also includes social
security number and drivers license number. The adoption
contract lists all dates of vaccinations and date of surgery
to spay or neuter.
-3 EUTHANASIA LOG/DRUG RECORD
Logbook containing records of each animal euthanized by Retain in office
Animal Control. The record contains date, the pickup slip three years, then
or ADS number, approximate weight of animal and number destroy.
of CC’s of sodium pentobarbital used.
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item No. Description Retention
4 ANIMAL DATA SHEET
All information regarding any animal turned over to the Retain in office for
facility. It includes the date, time, and location of impound, five years, then
a complete desctiption of the animal, owner or adopter destroy.
information as well as final disposition of the animal.
5 ANIMAL BITE REPORTS
An official record of each animal bite including all Retain in office for
pertinent information on the animal, animal owner five years, then
and the victim. It includes instructions to the animal destroy.
owner reference quarantine dates and conditions. It
requires the owner and officer’s signature as proof of
service.
6 RABIES EXAMINATION FORM

This form accompanies each animal specimen submitted
to Baltimore City Health Department for rabies testing
The form contains all pertinent information on the sub-
mitting agency, the animal, the victim, if any, and results
of the test.

COMPLAINT CARDS

This card acts as a record of incoming complaints and
contains information including name, address, phone
number of complainant and suspect animal owner;
type of complaint, type of animal involved; officer
responding to call; date and times and outcome of
call.

Retain in office for
three years, then
destroy.

Retain in office for
two years, then
destroy.




ANNE Schedule No.
ARUNDEL Anne Arundel County C-753
e ) [JNTY OFFICE OF CENTRAL SERVICES Page No.
MARYLAND Records Management Division 3 of 4
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8 KENNEL LICENSES
Files on dog fancier, cat fancier, commercial Retain active files
kennels, pet shops, grooming parlors, petting zoos, indefinitely. Retain
exotic animals. Include yearly renewal applications, inactive files three
cash receipts proving payment of fees, copy of years, then destroy.
actual license issued, notes from inspector.
9 SHELTER REPORT
Inhouse report form to record activity of shelter . Retain in office for
three years, then
destroy.
10 ANIMAL COMMISSION

11

12

Audio recording and written transcript (minutes) of
all hearings and meetings conducted by Animal
Commission and correspondence pertaining to
findings on hearings and Director’s decisions.

AFFIDAVITS

A sworn and notarized statement of violation of
the County animal ordinance made by one citizen
against another. Criminal civil citation issued on
basis of this document. Related evidence attached.

SUMMONS

Criminal civil citation issued to a citizen for
noncompliance with Animal Control laws by
Animal Control Officer or authorized repre-
sentative of an Animal Control Officer.

Retain in office for
five years, then
destroy.

Retain in office for
three years, then
destroy.

Retain in office for
three years, then
destroy.
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13 NOTICE OF VIOLATION
Citation issued to citizens in violation of the Retain in office three
animal ordinance law when they agree to pay years, then destroy.
fine at Shelter and no court is involved.
14 NOTICE OF COMPLIANCE _
Notice issued to citizen that they are in violation Retain in office three
of an animal law which states a specific date by years, then destroy.
which they are to comply.
15 WARNINGS
Notice issued to citizen giving them a documented, Retain in office three
official warning that they are in violation of an animal years, then destroy.
law. '
16 DISTRICT COURT
Daily transmittal of uniform criminal/civil citations Retain in office three

of . .. District Court - Lists civil citations in which
Recipient has failed to file notice of intention to

stand trial for the offense. Also, record of fines paid at
District Court - copy of receipt from District Court
for fines/costs collected for Animal Control

Citations.

years, then destroy.
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SOEDUE PGE %0 - 7275 WATERLOO ROAD 1 17
' . . P.O. BOX 275 - JESSUP, MARYLAND 20794 Page o
1. DEPARTKENTIAGENCY 2 DIVISION 3. uNIT
PACE Licensing & Enforcement Animal Control

DEFINITION - Records Sertes - A group of refated rec

ords normally filed and used v a unit for reference as well 19 retsntion and dlsposition purpores.

4. RECORD SERIES NTLE

5. EARUEST YEAR / LATETEST YEAR

Rabies Certificates (Spay/Neuter Clinic) 7/93 10 Present

the name, address and pho

date vaccinated, expirati

Certificates are cross re

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsforms found in the Senes. Include the purpose or function of the Senes)

Rabies certificates serve as proof of vaccination against rabies and contain

ne number of adopter or owner redeeming their pet.

A description of the animal including breed, sex, color, size and name as
well as serial number of vaccine is on the certificate. Certificate contains

on date and veterinarian's signature.

ferenced with owners name to enable location of

owner by name or tag number.

7. RECORD SERIES FORMAI(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X File Drawer(s)
O Lefier Sgze o Microfim 0 Aphabelical O Microfilm Reef (s)
QO Computer Tape (s)
D legal Skze O Computer Tape R Numencal 1 O Other (Specdy)
O Bound Book 0 Floppy Disk o Chronological Number
a Audo Tape QO Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
X File Orawer (s)
3" X 5" paper O Other (Speci O Microfitm Reel (s)
R ) ( ) 0 Computer Tape(s)
1 O Other (Specily)
Number
1. ALE IS USED 12 FILE BECOMES INACTIVE AFTER
Q Daky ‘D Weekly o Mogthly S O Monhs) X Year(s)

Number

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

7409A Baltimore & Annapolis Blvd
Glen Burnie, MD 21061

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

o Yes : ¥ N

1S. ACCESS RESTRICTIONS (If yes, cile kaw(s) & regutation(s)

o Yes H No

18. AUDIT REQUIREMENTS

» None o Slate O Federal 0 Independent

17. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and
desorbe any hardware/software)
# coordinated to
M Yspame of owner to o No
low cross reference by name or td4

18. RECOMMENDED RETENTION

State law requires 5 year retention then

AME AND TITLE OF PREPARER

o # deqtrny
20. TELEPHONE NUMBER 21. DATE

Stephanie Smith, Shelter Supervisoxi

410-222-6690

GS 5504 Revisad 153)
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1. DEPARTMENT/AGENCY

PACE

2 DIVISION

Licensing & Enforcement

3. UNIT
Animal Control

-

DEFINITION - Records Serfes - A group of related records normally filed and used se o unit for reference ae

well a3 retantion and disposition purposes,

4. RECORD SERIES TITLE

Adoption Contracts

§. EARLIEST YEAR / LATETEST YEAR

89 10 Present

the Agency and County law.

€. RECORD SERIES DESCRIPTION { Briefly descrbe the types of information/documentsforms found in the Senes  Include the purpose of function of the Senes)

Contract signed by animal adopter agreeing to comply to certain requirements of

Adoption contracts are filled out containing name, address, phone number of adopter.
The contract also includes social security number and drivers license number.
adoption contract lists all dates of vaccinations and date of surgery to spay or neuter.

The

L
]
i
!

|
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X File Orawer(s)
N Lenter Sze 0 Microfém N Aphabetical O Microfim Resl (s)
0 Computer Tape (s)
O Llegal Sze a Compuer Tape 0 Numerical 0 Other (Specify)
Bound Book 0 Flppy Disk o Chronological Number
0 Audo Tape 0 Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
X File Drawer (s)
\ © Other (Specify) O Other {Specify) O Microftm Reel (s)
0 Compuier Tapa(s)
0 Other (Specdy)
Number
11. ALE IS USED 12. FILE BECOMES INACTIVE AFTER
% Day O Weekly 0 Monthly -3 O  Monthis) N Years)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) + | 14. 1S RECORD sE\Rr:)as Duiuc&rm ELSEWHERE? (If yes. specity agency or office)
ima ntro
7409A Baltimore & Annapolis Blvd £ Yes Computer o No
Glen Burnie, MD 21061
18. ACCESS RESTRICTIONS (i yes, cile law(s) 8 reguiation(s) | 16. AUDIT REQUIREMENTS
) ) ¢ None o State O Federal O Independent

0 Yes

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

computer program to allow search
B Yes S 0 No

18. RECOMMENDED RETENTION

2 years paper copy.
destroy. ‘

3 years computer copy then

adoption contract #
1 E AND TITLE OF PREPARER

Stephanie Smith, Shélter Supervisg

r

20. TELEPHONE NUMBER

410-222-6650

21. DATE

$ %04 (Revand V)
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| 1. DEPARTMENT/AGENCY

PACE

3. uNIT
Animal Control

2 DIVISION
Licensing & Enforcement

DEFINITION - Records Serles - A group of related tecords normally filed and used as 2 unit for reference as well as retantion and disposition purposes.

4. RECORD SERIES TITLE

Euthanasia Leg/Drug Record

5. EARLEST YEAR / LATETEST YEAR
1984 ;5 Present

Agriculture.

Log book containing records of each animal euthanized by Animal Control.
contains date of pickup slip or ADS number, approximate weight of animal and how
many cc's of sodium pentobarbitol used.
day and recorded on a monthly report which is sent to the Maryland Department of

i 6. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of information/documents/Aforms found in the Series. Include the purpose or function of the Senes)

Record

Figures are totalled at the end of the

7. RECORD SERIES FORMAT(S) 8. RECORD SERJES SEQUENCE 9. VOLUME
N File Drawer(s)
O letter Sze O Microfim a Abhabetical 0 Microfim Reed (3)
O Computer Tape (s)
0 Legal Size a Computer Tape 0 Numencal i O Other (Specdy)
Bound Bock O Floppy Disk & Chronological Number
0 Audo Tape O Video Tape D Geographical 10. ANNUAL ACCUMULATION
O File Drawes (s)
O Other (Specily) a Other (Specty) O Microfim Reel (s)
! 0 Computer Tape(s)
& Other (Specity) 1_book
Numbes
11. ALE IS USED 12. FILE BECOMES INACTIVE AFTER
X Oaly 0 Weekly O Monthly 1 0  Months) X Year(s)

Number

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

7409A Baltimore & Annapolis Blvd
Glen Burnie, MD 21061

14. IS RECORD SERIES DUPUICATED ELSEWHERE? (i yes. specify agency of office)

g ves Dept of Agriculture o No

18. ACCESS RESTRICTIONS (If yes, cile taw(s) & reguiation{s)

R No

! QO Yes

16. AUDIT REQUIREMENTS

O None )} Slate 0 Federd 0 Independent

Dept of Agriculture

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

i No

16. RECOMMENDED RETENTION

State law requires three year retention then destroy.

O Yes
AI.AIE AND TITLE OF PREPARER

Stephanie Smith, Shelter Supervisg

20. TELEPHONE NUMBER 21. DATE

r  410-222-6690

38 5504 (Revaad 150)
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-
1. DEPARTMENT/AGENCY 2. DIVISION 3 UNIT
PACE ' Licensing & Enforcement Animal Contiol
DEFINITION - Records Serfes - A group of related records normally filed and used as & unil for reference as well as retention and disposition purposes.
4. RECORD SERIES TITLE §. EARLIEST YEAR / LATETEST YEAR
Animal Data Sheet 1985 1o Present

€. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of information/documentsfforms found in (he Series. Include the purpose or function of the Senes)

ADS sheets contain all information regarding an animal turned over to the facility.

It includes the date and time of impoundment at well as where the animal was picked

up from. It contains a complete description of the animal as well as its disposition.
If adopted - the adopters information is recorded, if redeemed the owners information
is recorded. The ADS form also contains space for any medical problems or vaccinations

given.
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
K File Drawer(s)
B Letter Size o Microfim O Aphabetical O Micsofim Reel {s)
0 Computer Tape (s)
O legal Sze O Compuler Tape O Numencal 1 O Other {Spectly)
O Bound Bock O Floppy Disk # Chronological Number
0 Audo Tape 0 Video Tape O Geographical 10. ANNUAL ACCUMULATION
K File Drawer (s)
O Other (Specdy] O Other (Specdy) O Microfilm Reel (s)
! (Specty O Computes Tape(s)
O Other (Specily)
Number
11. FILE IS USED 12 FILE BECOMES INACTIVE AFTER
& Daly O Weekly 0 Monthly _ S O  Monihis) & Yearfs)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
. . Animal Control
7409A Baltimore & Annapolis Blvd X ves Computer o No
Glen Burnie, MD 21061
15. ACCESS RESTRICTIONS (I yes, cle law(s) & reguiations) | 16. AUDIT REQUIREMENTS
o Yes f No R None 0 State 0 Federal O Independent
7. IS AN INDEX SYSTEM USED? (I yes, explain brefly and 18. RECOMMENDED RETENTION
descbe any hardware/software)
ConPuter system to Retain 5 years then destroy.
o Yes ™
allow search by ADS #
.;lule AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Stephanie Smith, Shelter Supervis%r 410-222-6690

GS 5504 (Revisad VI3)



REVISED RECORD SERIES, FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT OMISION o
SOLOUE PGS 80N T715 WATERLOO ROAD 5 17
' ’ PO. BOX 278 - JESSUP, MARYLAND 20794 Page o -
R —
1. DEPARTMENTIAGENCY 2 DIVISION 2. UMt
PACE Licensing & Enforcement Animal Control

DERINITION - Records Serles . A group of olated rocords normaily Aled and used 20 & unlt for reference as well as 1elention and disposition purpores.

4. RECORD SERIES TITLE S. EARLIEST YEAR / LATETEST YEAR
Animal Bit2 Reports 1989 ,, Present

An Animal Bite Report is an official record of an animal bite including all pertinent
information on the animal, -the animal owner and the victim It includes instructions

" to the animal owner reference quarauntine dates and conditions. It requires the owner
and officer's signature as proof of service.

’ §. RECORD SERIES DESCRIPTION ( Briefly descrbe (he types of information/documentsforms found i the Series Include the purpose or function of the Senss)

" 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
K Fie Drawes(s)
O Letier Szze 0 Microfim O Abhabetical O Miciofim Res (s)
O Computes Taps (s}
‘ Legd Size O Compufer Tape & Numencal ' 1 O Other (Specty)
Bound Book a Floppy Disk 0 Chionological Number
D Audo Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
K File Drawer (s)
O Other (Specily) O Other {Specity) 0 Microfdm Reel {s)
0 Computer Tapa{s)
2 O Other (Specily)
Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Oaly D Weekly O Monthly S O MoniNs) B Year(s)
Numbes )
13. CURRENT LOCATION(S} (Bidg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specify agency or office)
7409A Baltimore & Annapolis Blvd . ) ) )
Glen Burnie, MD 21061 H Y e Dept ersville o % (copies)
H

Health Dept/Harry S. Truman Pkwy, Annapolis
15, ACCESS RESTRICTIONS (f yes, che law(s) 8 reguiation(s) | 16. AUDIT REQUIREMENTS

o Yes X No & None a Slate O Federd O Independent

7. 1S AN IHOEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

descrbe any hardware/software) .
Retain 5 years, then microfilm. Destroy paper files.
O Yes & No S oo )
% case # onlyl ~ :
. WAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
NDan Strickland, Field Supervisor 410-222-6690

504 (Reveed V)
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REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

RECORDS MANAGEMENT DIVISION

UEPARTMENT UF GENRERAL SERVICTES ROCIVCT MCCUNTT TV VT OURT

SCHEDULE (0GS 550-1) . ° 7275 WATERLOO ROAD

. . P.O. BOX 273 - JESSUP, MARYLAND 20754 Page_6 o ___ 17
1. DEPARTMENT/AGENCY 2 DIVISION 3. UNIT

' PACE Licensing & Enforcement Animal Control

DEFINITION - Rocords Serles - A group of rslated records normally filed and used a0 o unit for reforence as

4. RECORD SERJES TITLE
Rabies Exam Form

1990 1o Present

8. RECORD SERIES bESCRlPﬂON ( Briefly describe the types of informationdocuments/forms found in the Senes. Include the purpose or funclion of the Senes)

This form accompanies each animal specimen submitted to Baltimore City Health

Department for rabies testing

The form contains all pertinent information on

the submitting agency, the animal, the victim if any, and results of the test.

well 39 retantion and disposition purpoves.

§. EARLIEST YEAR / LATETEST YEAR

7. RECORD SERJES FORMAT(S) 3. RECORD SERIES SEQUENCE 3. VOLUME
File Drawer(s)
O Lefier Sze O Microfim O Aphabetical O Microfim Reel (s)
O Computer Tape (s
O Legal Size O Compuer Tape & Numesical 1 O Other (Specy) LOmputer
O Bound Bock @ Floppy Disk 0 Chronological Number
0 Audo Tape 0 Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
‘ O File Drawer (s)
Xother (Specty) 5'' X 9" form O Other (Specty) O Microfim Reel (s)
. o Computer Tape(s)
1 O Other (Specty)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
% Oy a Weekly o Monthly 3 O Monns) K Years)

Number

13. CURRENT LOCATION(S) (Bldg., Fioor, Room)
7409A Baltimore & Annapolis Blvd
Glen Burnie, MD 21061

14, 1S RECORD SERJES DUPLICATED ELSEWHERE? (I yes. specify agency of office)
X ves Health Dept/Baltimore City o Mo

15. ACCESS RESTRICTIONS {If yes, cile law(s) & reguiation(s)

0 Ye H No

16. AUDIT REQUIREMENTS

X None o State 0 Federd O Independent

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

18. RECOMMENOED RETENTION

¥ vysenumerical = o N Retain 3 yeais - then destroy all files.
‘ue AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

Dan Strickland, Field Supervisor

410-222-6690

GS 5504 (Revised VS




REVISEQ RECORD SERIES. FORWARD WITH RECORDS RETENTION
SOEDULE (OGS 550.1)

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O BOX 275 - JESSUP. MARYUAND 20794

Page 7 17

1. DEPARTMENT/AGENCY
PACE

2 DIVISION
Licensing & Enforcement

) 3. UNIT :

Animal Control

DEFINITION - Records Serfes - A group of relsted records normally filed and used as a uait for reference as

well as retantion and dlsposition purposes.

4. RECORD SERIES TITLE
Complaint Cards

EARUIEST YEAR / LATETEST YEAR
1990 1o Present

8. RECORD SERIES DESCRIPTION { Brefly descride the types of information/documentsforms found in the Series. Include the purpose or function of the Senes)

Card acts as record of Irncoming complaints and contains information that may include

and outcome of call.

complaining party and owner of animal's name, address, and phone number; type of
complaint; type of animels involved, officer responding to call; dates and times;

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
K File Orawer(s)
O Lefier Sze 0 Microfim DO Aphabetical O Micofim Reel (s)
0 Computer Tape (s}
O Llegal Size 0 Computer Tape & Numencal O Other (Spectfy) .Computer_
boxes
Bound Book O Floppy Disk O Chionological Number
0 Audo Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
a File Orawer (s)
O Other (Specty) _ 3" X 7 1/2' card O Other (Specty) O Microfim Reel (s)
O Computer Tape!s)
O Other (Specdy)
12 boxes
Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
R Oay 0 Weekly 0 Monthy 2 0 Monhs) X Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14, 1S RECORD SERJES DUPLICATED ELSEWHERE? (If yes. speciy agency or office)
7409A Baltimore & Annapolis Blvd
. 0O Yes X No
Glen Burnie, MD 21061
15. ACCESS RESTRICTIONS (I yes, cile taw(s) & reguiations) | 16. AUDIT REQUIREMENTS
o Yes & Mo X None 0 State O Federal O Independent
17. 1S AN INDEX SYSTEM USED? (I yes, explain briefly and 18. RECOMMENDED RETENTION
desobe any hardware/software)
¥ ves_Case numbers o No Retain 2 years - then destroy records.
(ie 94-0315)
1 € AND TITLE OF PREPARER 20. TELEPHONE NUMBER 2. DATE

Dan Strickland, Field Supervisor

410-222-6690

3 5504 Revead V90)
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.

1. DEPARTMENT/AGENCY 3 UNIT

Animal Control

2 DIVISION

PACE Licensing & Enforcement

well 33 retantion and disposition purposes.

DEFINITION - Records Serles - A group of refated records normally filed and used a0 a unit for reference as

S. EARLIEST YEAR / LATETEST YEAR
Initial

Applicatign Present

4. RECORD SERJES TITLE

Kennel Licenses

€. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documentsffoms found in the Senes  Include the purpose of function of the Senes)

Files on dog fancier, cat fancier, commercial kennels, pet shops,
grooming parlors, petting zoos, exotic animals. Include yearly
renewal applications, cash receipts proving payment of fees, copy
of actual license issued, notes from inspector.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. YOLUME
{{ File Drawer(s)
& Lener Sze O Micofim X Aphabelical O Microfim Reel (s)
0 Computer Tape {s)
Qlegal Size o Compuler Tape 0 Numencal 2 0 Other (Specefy)
Bound Book 0 Floppy Disk 0 Chronological Number
o Audo 14,,- O Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
¥ Fle Orawer (s)
O Other (Specify) & Other (Specty) __by type O Microfim Ree! (s)
, 0 Computer Tapels)
i O Other (Specdy)
0
Number
11. ALE IS USED 12, FILE BECOMES INACTIVE AFTER
O ODaly X Weeky a Moty on going O Monihs) O Years)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency of office)
7409A Baltimore & Annapolis Blvd o Yes M No
15. ACCESS RESTRICTIONS (i yes, cile law(s) 8 reputation(s) | 16. AUDIT REQUIREMENTS
O Slate D Federd O Independent

N Mo

D Yes

X None

17. IS AN INDEX SYSTEM USED? ({if yes, explain briefly and
descrbe any hardware/software)

& No

O Yes

18,

RECOMMENDED RETENTION

As long as currently active.

years then destroy.

If closed, three

;.Qz AND TTLE OF PREPARER

Vickie B. Hamilton

TELEPHONE NUMBER
410-222-6690

21. DATE

S 5504 (Revead US3)
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RECORDS MANAGEMENT DIVISION

7275 WATERLOQ ROAD 9

PO BOX 27S - JESSUP, MARYLAND 20794 Page

1. DEPARTMENT/AGENCY
PACE

2. UNIT
Animal Control

2 DIVISION
Licensing & Enforcement

DEFINITION - Recorde Serfes - A group of relsted records normally flled and uesd ae 2 unit for teference 13

well as retention and disposition purpoves.

4. RECORD SERJES TITLE
Shelter Report

1991 ;o Present

. EARLIEST YEAR / LATETEST YEAR

8. RECORD SERIES DESCRIPTION ( Briefly descrbe the fypes of informationVdocumentsfiorms found in the Senes. Include the purpose or function of the Senes}

TInhouse report form to record activity of shelter daily.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
& File Drawer(s)
X Lenter Size 0 Microfim O Aphabetica O Microfim Reel {s)
O Computer Tape (s)
X Legal Sze o Compuler Tape ‘0 Numerical 4 O Other (Spectly)
O Bound Bock O Floppy Disk X Chronological Number
O Audo Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
& File Drawer (s)
O Other (Specity) O Othes (Speciy) O Microfim Reel {s)
o Computer Tape(s)
Recently changed from legal to ‘ : D Other (Specity)
letter. S S
Number
I 11. FILE IS USED 12 hI.E BECOMES INACTIVE AFTER
O Dady O Weekly X Monthly -1 X Monihs) O  Year(s)
Number

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

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

i 7409A Baltimore & Annapolis Blvd 0 Ye N No
15. ACCESS RESTRICTIONS (f yes, ciie law(s) 8 regulation{s) 16. AUDIT REQUIREMENTS
O Yes X No & None 0 State O Fedesal O Independent

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

K No

O Yes

18. RECOMMENDED RETENTION

Retain in office three years and destroy.

’.nus AND TITLE OF PREPARER
Vickie B. Hamilton

20. TELEPHONE NUMBER 21. DATE

410-222-6690

GS$ 5504 Revissd 193]
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Page . 10 o
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1. DEPARTMENT/AGENCY
PACE

3. UNIT
Animal Control

2 DIVISION
Licensing & Enforcement

DEFINITION - Records Serfes - A group of refated records nomally filed and used 29 0 unit for reference as

well a8 retsntion and disposition purposes.

4. RECORD SERJES TITLE
Animal Commission

86 Present

10

5. EARUEST YEAR / LATETEST YEAR

€. RECORD SERIES DESCRIPTION { Brielly descrbe the types of information/documentsforms found in the Senes. include the purpose or funclion of the Senes)

Animal Commission

A. Audio recording and written transcript (minutes) of all hearings and
meetings conducted by Animal Cormission.

B. Correspondence pertaining to findings on hearings and Director's decisions.

7. RECORD SERIES rdmms; 8. RECORD SERIES SEQUENCE 9. VOLUME
K Fie Drawer(s)
O Letier Sze O Microfim & Aphabefical G Microfim Reel (s)
0O Computer Tape (s)
.o Legal Size o Computer Tape 0 Numencal 3 0 Other {Spectly)
0 Bound Bock 0 Floppy Disk & Chiondkogical(Tapes ) Number
0 Audo Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
. K File Drawer (s)
| ©Oter (Specy) O Other (Specily) O Microfiim Reel {s)
o Computer Tape(s)
O Other (Specty)
1/2
; Number
11. ALE IS USED 12. FILE BECOMES INACTIVE AFTER
. 0 Daky & Weekly 0 Monthly 3 ‘0 Monns) X Year(s)
| Number

i

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specily agency or office)

7409A Baltimore & Annapolis Blvd o Yes & No
| 15, ACCESS RESTRICTIONS (I yes, cle law{s) & reguiations) | 16. AUDIT REQUIREMENTS
dX Yes o No @ None a Stale 0 Federal O Independent

AA Co Code Article 12 Sect 3-111

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

X No

O Yes

18. RECOMMENDED RETENTION

Retain in office five years and destroy.

'us AND TITLE OF PREPARER
Vickie B. Hamilton

20. TELEPHONE NUMBER 21. DATE

410-222-6690

3§ 5504 Revaad 199




1. DEPARTMENTIAGENCY
PACE

Licensing & Enforcement

INIBVCTRONS - TYPE OR ARATE FORM FOR EATH NEW UETRARTMERT UF GENERAL SERVICES ROCUIVC T MCC OO IV Y TONRT
REVISED chono 'SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SC'HEDULE G830 . 7275 WATERLOO ROAD 11 17
. . P.O. BOX 275 - JESSUP, MARYLAND 20794 Page o
2. DIVISION 1 UNIT

»Animal Control

DEFINITION . Records Serdes - A group of refated recor

de normally filed snd used as 2 unit for reference as

wall 30 retantion snd disposition purposes.

| « RECORD SERIES TITLE
Affidavits

5. EARUEST YEAR / LATETEST YEAR

89 _10_Present

Affidavits

citation issued on

basis of this document

| ¢. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of informatio/documents/foms found in the Senes. Include the pupose of function of the Senes)

A sworn and notarized statement of violation of the County animal
ordinance made by one citizen against another. Criminal civil

Related evidence attached

| 7. RECORD SERJES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
; ). N Drawer(s)
E teter Sze o Microfim X Aphabetical O Miciofilm Reel (s)
a Computer Tape (s)
O legal Sze o Computes Tape G Numerical 1 O Other (Specty)
O Bound Book 0 Floppy Disk D Chionological Number
K Fie Drawe (s)
@ Other (Specdy) O Qiher (Specty) O Microfim Reel (s)
o Computer Tape(s)
1/ ° Other (Specily)
Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Ol X Weeky o Monthly 3 0 Morns) X% Year(s)
Number

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

14. 1S RECORD SERIES DUPUICATED ELSEWHERE?

01 yes. specify agency or office)

7409A Baltimore & Annapolis Blvd 0 Yes R Mo
15. ACCESS RESTRICTIONS (I yes, clle taw(s) & reguiation(s) | 16. AUDIT REQUIREMENTS
X Yes a No M None a State O Federal O Independent
AA Co Code Article 12 Sect 3-111
17. IS AN INDEX SYSTEM USED? (1 yes, explain briefly and | 18. RECOMMENDED RETENTION
descrbe any hardware/software)
K Mo Retain in office Hwee years and destroy.

a Yes
‘AIE AND MTLE OF PREPARER

Vickie B. Hamilton

20. TELEPHONE NUMBER
410-222-6690

21. DATE




- PR PARKTMENT Ur GEREKAL SERVILEDS ALGENUT RELURVO TIWWEVTURT
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE lDGS 309 . TS WATERLOO ROAD 12 17
. ‘ PO BOX 275 - JESSUP, MARYLAND 2074 Page of

. DEPARTMENT/AGENCY 2 DIVISION 3. UNIT
PACE Licensing & Enforcement Animal Control
DEFINITION - Records Serles . A group of related records normally filed and used as 2 unit for reference as well as retention and disposition purposss.

Animal Control laws by Animal Control Officer or authorized representative

. RECORD SERIES TITLE S. EARLIEST YEAR / LATETEST YEAR
Summons
- 89 10_Present
8. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of information/documents/forms found i the Series. Include the pumpose of funclion of he Senes)
Summons . .
Criminal civil citation issued to a citizen for noncompliance with

of an Animal Control Officer.

. RECORD SERIES FORMAI(S) 8. RECORD SERJES SEQUENCE 9. VOLUME
X File Orawer(s)
O Letier Szze 0 Microfim O Abphabelical O Microfim Reel {s)
_ 0O Computer Tape (s)
O Legal Skze a Compuler Tape K Numencal 1 0O Other (Specify)
O Bound Book 0 Floppy Disk 0 Chionological Number
O Audo Tape 0 Video Tape O Geographical 10. ANNUAL ACCUMULATION
X File Orawer (s)
¥ Other (Specty)_ 0 1/2'"' X 9 1/2" O Other (Specy) O Microfim Ree! {s)
O Computer Tape(s)
O Other (Specily)
/6
Number
11. FILE IS USED 12 FILE BECOMES INACTIVE AFTER
N Daly O Weeky o Monthy 3 0  Monhs) ¢ Year(s)
Number
93. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency or office)
7409A Baltimore & Annapolis Blvd 0 Ye K No
18. ACCESS RESTRICTIONS {if yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
X Yes 0 No X Nore o State 0 Federa O independent

| AA Co Code Article 12 Sect 2-111

17. IS AN INDEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED RETENTION

descrbe any hardware/software)
R No Retain in office three years and destroy.
‘uz AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Vickie B. Hamilton 410-222-6690

38 5504 (Revsed 130}




| SCHEDWLE (0GS 550-1)

1. DEPARTMENT/AGENCY

n ] = ATFE VR PFRINE A JLFAMALE FURM FURN LAWY MW AN ITIVIL I Wi DLt vme LAY v w PN VW T e m = e e a s
] ] REVISED RECORD 'SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
1778 WATERLOO ROAD 13 17
PO. BOX 275 - JESSUP, MARYLAND 20794 Page of
2 DIVISION 3 UMIT
PACE Licensing & Enforcement Animal Control

DEFINITION - Records Serdes - A group of related records normally filed and used as ¢ unit for reference as well a3 retantion and dlsposition purposes.

4. RECORD SERIES TITLE

S. EARUIEST YEAR / LATETEST YEAR

Notice of Violation : 89 o Present

L

€. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsAorms found in the Senes. Include the purpose of function of the Senes)

Notice of Violation

Citation issued to citizen in violation of the animal ordinance
law when they agree to pay fine at Shelter and no Court is involved.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X File Drawer(s)
O Letler Sze 0 Microfim O Aphabelical O Micofim Reel {s)
O Computer Tape (s)
q Legal Size o Compules Tape K Numerical 1 O Other (Specty)
Bound Bock ' O Floppy Oisk o Chionological Number
0 Audo Tape O Video Tape D Geographical 10. ANNUAL ACCUMULATION
& File Orawer (s)
KOs (Specity) 4 1/2" X 8 1/2" D Other {Specily) O Microfim Reel (s)
a Computer Tape(s)
1/4 D Other (Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
K Daty 0 Weeky 0 Monihy 3 ‘0 Mouhs) b Years)

Number

13, CURRENT LOCATION(S) (Bidy., Floor, Room)
7409A Baltimore & Annapolis Blwd

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

o Yes % No

15. ACCESS RESTRICTIONS (I yes, cie law(s) & reguiation(s)

X Yes D No
AA Co Code Article 12 Sect 3-111

16. AUDIT REQUIREMENTS

X Nore 0 State 0 Federa O  Independent

17. IS AX INDEX SYSTEM USED? (f yes, explain brefly and
desabe any hardware/software)

O Yes X No

18. RECOMMENDED RETENTION

Retain in office threeyears and destroy.

_1-.‘.5 AND NTLE OF PREPARER

Vickie B. Hamilton

20. TELEPHONE KUMBER 21. DATE
410-222-6690

GS 5504 (Revised 150)
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RECORDS MANAGEMENT DIVISION
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Page o

1. DEPARTMENT/AGENCY
PACE

2 DIVISION
Licensing & Enforcement

3. UNIT
Animal Control

DEFINITION - Records Serles - A group of related records nommally flled and vaed as a unit for reference as

well as ietention and dlsposiion puipores.

4 RECORD SERIES TITLE
Notice to Comply

5. EARLIEST YEAR / LATETEST YEAR
89 ;o Present

Notice to Comply

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documenisforms found i the Senies. Include (he purpose or function of the Senes)

Notice issued to citizen that they are in violation of an animal
law which states a specific date by which they are to comply.

7. RECORD SERJES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME
R File Drawer(s)

O Letter Se O Microfim 0 Abhabelical O Microfim Reef (s)
Q Computer Tape (s)
O Legal Size O Computes Tape N Numencal 1 0 Other {Speciy)
O Bound Book O Floppy Disk 0 Chronological Number
0 Audo Tape | Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
B File Orawer {s)
& Other (Specty) _4 1/2" X 8 1/2" O Other (Specity) O Microfiim Reel (s)
0 Computer Tape(s)
1/4 O Other (Specily)
Number
I 11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
& Daiy D Weekly O Monthy 3 ‘0 Morhis) X Years)
Number

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

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

7409A Baltimore & Annapolis Blvd 0 Yes % N
15. ACCESS RESTRICTIONS (f yes, cle aw(s) 8 reguiation(s) | 15. AUDIT REQUIREMENTS
0 No R None o State O Federal Q  Independent

X Yes

AA_Co Code Article 12 Sect 3-111

17. IS AN INDEX SYSTEM USED? (if yes, elain bnefly and

descrbe any hardware/software)

o Yes R Mo

18. RECOMMENDED RETENTION

Retain in office three years and destroy.

NAME AND TITLE OF PREPARER
Vickie B. Hamilton

20. TELEPHONE NUMBER
410-222-6690

21. DATE

GS 5504 [Reveed V)




SCHEDWE (DGS 550-1)

INSTRUCTIQNS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD $ERIES. FORWARD WITH RECORDS RETENTION

RECORDS MANAGEMENT DIVISION
775 WATERLOO ROAD
P.O BOX 2I% - JESSUP. MARYLAND 20794

DEPARTMENT OF GENEKAL SERVICES

AGLNU T MCLUNWI HYvY L v ot —

e 15 o __17

1. DEPARTMENT/AGENCY
PACE

2 DIVISION
Licensing & Enforcement

3. UNIT :
Animal Control

DEFINITION - Records Serfes - A group of related tecords normally filed and used as 2 unit for reference s

well 35 retan8on and disposition purposes.

4. RECORD SERIES TITLE
Warnings

5. EARUEST YEAR / LATETEST YEAR

89 10 Present

8. RECORD SERIES DESCRIPTION ( Briefly descrbe the types of information/documents/forms found in the Senes. Include (he purpose of function of the Senes)

Warnings

Notice issued to citizen giving them a documented, offical warning
that they are in violation of an animal law.

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. YOLURE
K Fie Drawer(s)

O Lefter Sze O Microfim O Aphabetical O Micofim Reel (s)
0 Computer Tape (s)
Legal Sze O Compuler Tape & Numencal 1 O Other (Spectty)
0 Bound Boock Q Floppy Disk 0 Chronological Number
0 Audo Tape O Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
K Fie Drawer (s)
& Omer (Specty) _4 1/2"' X 8 1/2" D Other (Speciy) O Microfm Ree (5)
o0 Computer Tape(s)
1/4 O Other (Speciy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X Daly O Weekly o  Monihly 3 O Monhs) X Yeas)
Numbers

13. CURRENT LOCATION(S) (Bidg., Floor, Room)
7409A Baltimore & Annapolis Blvd

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specdy agency or office)

o Yes

B N

1 45. ACCESS RESTRICTIONS (I yes, cile law(s) & reguiation(s)

txYes 0 No

16. AUDIT REQUIREMENTS

RNW

a State o]

H
i 17. IS AN INDEX SYSTEM USED? (¥ yes, explain briefly and
desabe any hardware/soltware)

] No

18. RECOMMENDED RETENTION

Retain in office three years and destroy.

a Yes
1I. NANME AND TITLE OF PREPARER

Vickie B. Hamilton

20. TELEPHONE NUMBER
410-222-6690

21. DATE

35S 5504 {Revised V53)




REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDWRE (DGS 550-1)

- 4 4

RECORDS MANAGEMENT DIVISION
T75 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

DEPARTMENT OF GERERAL SERVICES

ROLNC TR UURU T TV TORT

16 17

Page of

——

1. DEPARTMENT/AGENCY
PACE

2 DIVISION
Licensing & Enforcement

3. UNIT
Animal Control

DEFINITION - Records Serfes - A group of related records normally flled and used as 2 unit for reference as

well a3 retention and disposition purposes.

4. RECORD SERJES TITLE

District Court (A)

5. EARLIEST YEAR / LATETEST YEAR

89 10_Present

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/fonns found in the Senes. include the purpose of funclion of the Senes)

Daily Transmittal of uniform criminal/civil citations of . . . . .
District Court - Lists civil citations in which recepient has failed
to file notice of intention to stand trial for the offense.

Number

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
& File Drawer(s)
o( Leier Size 0 Microfim O Aphabetical O Miciofim Reel (s)
O Computer Tape (s)
O legal Sae a Computer Tape O Numencal 1 O Other {Speciy)
O Bound Book 0 Floppy Disk X Chronological Number
0 Audo Tape O Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
L ¢ File Drawer (s)
O Other (Specily) O Other (Specily) O Microfim Reel (s)
0 Computer Tape(s)
O Other (Specily)
1 Folder
Number
1. ALE IS USED 12. FILE BECOMES INACTIVE AFTER
O Day O Weekly ¢ Monthy 3 O Monthis)  (( Year(s)

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

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

N Yes
AA Co Code Article 12 Sect 3-111

7409A Baltimore & Annapolis Blvd o Yes & %o
15. ACCESS RESTRICTIONS (f yes, cite law(s) & regulation{s) | 16. AUDIT REQUIREMENTS
o No X None o Slate Federal O Independent

17. IS AN INDEX SYSTEM USED? ({if yes, explain briefly and
descrbe any hardware/software)

¥ N

0 Yes

18. RECOMMENDED RETENTION

Retain in office three years and destroy.

¥ NAME AND TITLE OF PREPARER
Vickie B. Hamilton

20. TELEPHONE NUMBER
410-222-6690

. DATE

PGS $504 (Reveed 150)




INSTRUCTIONS - TYPE OR PRINT X
J| REVISEL. RECORO SERIES. FORWARD WITH RECORDS RETENTION
[l sosvue pos-ssoy). -

%

VLT ARTMOCN T VT ormeTme oy

RECORDS MANAGEMENT DIVISION

1275 WATERLOO ROAD
PO BOX 275 . JESSUP, MARYUAND 20794

17 17

Page

1. DEPARTMENT/AGENCY
PACE

2 DIVISION 3. UNIT

Licensing & Enforcement Animal Control

DEFINITION - Records Sertes - A group of related records normally fled and vaed sv 2 unlt for 1eference a3

well as 1stention and dlsponition puipores,

4. RECORD SERJES NITLE

District Court (B)

5. EARUEST YEAR / LATETEST YEAR

89 ;o Present

§. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/documents/forms found in the Sesies. Include the purpose of funclion of the Senes)

Record of fines paid at District Court - Copy of receipt from
District Court for fines/costs collected for Animal Control Citations.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
H Fie Drawet(s)
8 Letter Size 0 Microfim 0 Aphabetical a Micofim Reel (s)
0 Computer Tape (s)
O legal Saze a Computer Tape 0 Numencal 1 O Other (Specty)
O Bound Bock Q Floppy Disk ) Chronological Number
0 Audo Tape O Video Tape 0 Geographical 10. ANNUVAL ACCUMULATION
X Fie Orawer (s)
0 Other (Specily) a Other (Specty) O Microfilm Ree! {s)
a Computer Tape(s)
O Other (Specdy)
1 Folder
Numbert
11. ALE IS USED 12. FILE BECOMES INACTIVE AFTER
i O Daly O Weekly & Monthly 3 0 Mons) K Years)

Number

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

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

X Yes
AA _Co Code Article 12 Sect 3-111

| 7409A Baltimore & Annapolis Blvd 0 Yes R Mo
5. ACCESS RESTRICTIONS {if yes, cile taw(s! & regulaion(s) | 16. AUDIT REQUIREMENTS
o No N None 0 State 0 Federd O  Independent

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

R No

O Yes

18. RECOMMENDED RETENTION

Retain in office three years and destroy.

! ll NAME AND TITLE OF PREPARER

Vickie B Hamilton

20. TELEPHONE NUMBER 21. DATE

410-222-6690

GS 5504 (Reveed V50




