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Records Managem
MARTYLANTD O ent Division lof;
RECORDS RETENTION AND DISPOSAL SCHEDULE
AGENCY Department of Public Works pivisioN §3550TSE. pid
tem No. Description Retention
1. Customer Relations

A. Service Request Forms - These files includs Retain until
requests from citizens, elected officials, request is
etc. for work to be done on roads, etc. completed, then

' destroyed.

B. Daily Audit Trails - These files consist Retain six (6)
of information pertaining to daily changes months, then
made to the Citizen Response Center com- destroyed.
puter file, (i.e., additions, deletions
and updates.)

C. Management Reports and Citizen Survey Retain 5 years,
Reports - these files consist of quarterly then destroyed.
and annual analysis of the departments'
performance as it pertains to customer
service.

2. Customer Relations: General Correspondence

General correspondence‘and reports relative to Recommendation:

Customer Relations. Contains files from 1986 Retain 5 years,

to present. then destroved.

2. Customer Booklets

Contains Customer Hand-Out Booklets: For Recommendatioﬁ:

example: 25 ways to Prevent Water Waste, Retain supply

Water Conservation at Home : until depleted,

Retain one copy
of each perma-
nently for
historical ref.
Periodically transfer
to Maryland State
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INSTRUGTVONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED R:CORD SERIES. FORWARD WITH RECCRDS RETENTION
SCHEDULE (DGS 550-1)

. B
:

1. DEPARTHMENT/AGENCY
Public Works

DEPARTMENT OF GENERAL 3ERVICES
RECORDS MANAGEZ!ENT DIVISICON

AGENCY RELURUD iNvEN 1 URT

7275 WATERLOQ RCAD

P.O. BOX 275 - JESSUP, MARYLAND 20734 Page 1 ot o)

2 DIVISION 1. UNIT

Customer Relations

DEFINITION - Records Saries - A group of reiated records normally filed and used as 2 unit for reference as well as retention and dispositon purposes.

4. RECORD SERIES TITLE

Customer Complaints,

Service Request Forms

S. EARLIEST YEAR / LATETEST YEAR

86 t0__94

6. RECORD SERIES DESCRIPTION ( Briefly descrive the types of infarmation/documemssAorms founa in the Senes. Include the purpose or function of the Senes)

The customer relations division handles customers who wish to
request service, voice a complaint,

a billing adjustment or who need general information regarding
the Department of Public Works services.

appeal a decision, request

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME :
XM File Orawer(s)
XX Lenter Sze O Microfim XN Aphavencal O Microfim Reel (s)
O Computer Tape (s)
O legal Sze O Computer Tape O Numencal a Other (Specty)
O Bound Book 0 Floopy Disk 8 Chronoiogical Number
o Audo Tape O Video Tape O Geograpnical 10. ANNUAL ACCUMULATION
a File Drawer (s)
X&{Other (Specfy) __DArd disk O Other (Specty) O Microfim Reet (s)
O Computer Tape(s)
O Other (Specfy) ______
Number
11. FILE iS USED 12. FILE BECCMES INACTIVE AFTER
XX Daty O Wesekly o Monthly complete G Month(s) o Year(s)
Numoer

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

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

2662 Riva Road Q Yes XK No
15. ACCESS RESTRICTIONS (if yes, cite iaw(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes XX No X0 None g Stae O Federal a independent
17. 1S AN INDEX SYSTEM USED? (i yes, explain brefly and 18. RECOMMENDED RETENTION
descrive any haroware/software)
o Yes XE No Until complete
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
E. Faye Scheibe, Manager 222-7582 May 23, 1994

NG5 2504 Ravesad U0




INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERJES. FORWARD WITH RECORDS RETENTION
STHEDULE (DGS 550-1)

~

1. DEPARTMENTIAGENCY
Public Works

DEPARTMENT OF GENERAL 3ERVICES
RECORDS MANAGEMENT DIVISION
7775 WATERLOC RCAD
PO. BOX S - JESSUP. MARYLAND 20734

2 DVISION

Customer Relations

AGENCY RELURUS INVEN UK T

Page 2 o 5

1 UNIT

DEFINITION - Records Series - A greup of reiatsd records normally flled snd used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

Daily Audit Trails

S. EARLEST YEAR / LATETEST YEAR
86 19 94

6. RECORD SERIES DESCRIPTION ( Briefly cescripe the types of information/oocumemsiAomms founa in the Senes. Inciuce the purpase of function of the Senes)

These files consist of information pertaining to daily changes
made to the computer service order system.

7. RECORD SERIES FORMAT(S)

Number

8. RECORD SERIES SEQUENCE 9. VOLUME
a File Drawerts)
Q Lefter Sze Q Microfim Q Aphabeucal O Microfim Reed (s)
0 Comouter Tape (s)
O Leg Sze 0 Computer Tape XX Numencal QO Other (Spectty)
O Bound Book O Floppy Disk 0 Chronoiogical Numbper
9 Audo Tape O Video Tape O Geograpnical 10. ANNUAL ACCUMULATION
o File Orawer (s)
O Other (Specty) _COMputer printout Q Other (Specty) O Microfim Ree! (s)
a Comouter Tape(s)
O Other (Specty)
Numoer
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
XX Daty Q Weekly Q  Monthly XK Montn(s) g Yeans)

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

2662 Riva Road

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specdy agency or office)

g Yes XH No

15. ACCESS RESTRICTIONS (If yes, cte law(s) & tegutation(s) 16. AUDIT REQUIREMENTS

o Yes X® No XRB None g Stae O Feoceral Q Indeoencent
17. 1S AN INDEX SYSTEM USED? (if yes. exptain bnefly and 18. RECOMMENDED RETENTION

cescroe any harowaressoitware)

6 months

a Yes X& No

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
E. Faye Scheibe, 'Manager 222-7582 May 23, 1994

35 2504 Ravsag VTN




INSTRUGTRONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REWNSED, RECORD SERIES. FORWARD WITH RECORDS RETENTION
STHEDULE (DGS 550-1)

1. DEPARTMENT/IAGENCY
Public Works

DEPARTMENT OF GENERAL 3ERVICES
RECORDS MANAGZMENT DIVISION
TZ7S WATERLOC RCAD

2 OMSION

Customer Relations

AGENCY KELURUS invENIURS

l . ’ P.O. BOX 275 - SESSUP. MARYLAND 20734 Page __3 o _5

1 UNIT

DEFINITION - Records Series - A group of related records normaily filed and used as a unit for reference as

well a8 retention and disposition purposes.

4. RECORD SERIES TITLE

Customer Relations Management Reports

S. EARUEST YEAR / LATETEST YEAR

86 t0__94

§. RECORD SERIES DESCRIPTION ( Briefly cescribe the types of information/aocumemssorms foung in the Senes. inctuge the purpase o function of the Senes)

The Customer Relations Division produces Management Reports and
satisfaction surveys on a quarterly and annual basis.

7. RECORD SERIES FORMAT(S)

XK Lexter See 0 Microfim

O legal Sqe o Computer Tape
O Bound Book a Fleopy Disk
QO Audo Tape Q Video Tape

8 Other (Specty) hard disk

8. RECORD SERIES SEQUENCE
O Aphabeucai
XM Numencal
0 Chronoloqcal
O Geographical

Q Other (Spectfy)

9. VOLURE :
X& File Orawers)
a Microfim Reel (3)
Q Computer Tape (S)
O Other {Specty)
Numoer

10. ANNUAL ACCUMULATION
XK Fie Orawer (s)
O Microfiim Reet ()
O Computer Tape(s)

2662 Riva Road

S Other (Specty)
Numoer
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daty O Weekly XB Monthty a  Monins) XR  Years)
Numper
13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(if yes. specdy agency or office)

a  Yes X No

15. ACCESS RESTRICTIONS {If yes, cite lawis) & reguiation(s) 16. AUDIT REQUIREMENTS

O Yes X® No XXR None a Stae Q Federal QO  Indeoencent
17. IS AN INDEX SYSTEM USED? (If yes. exptan brefly and 18. RECOMMENDED RETENTION

Qesrde any harawaressoftware)

5 years then destroyed

O Yes XX No

19. NAME AND MITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
. e 222-7582 3 4

E. Faye Scheike, Manager May 23, 199

“RG S504 Ravewt LS




INSTRUGTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
PEVISED RECORD SERIES. FORWARD WITH RECCRDS RETENTION
STHEDULE (DGS 550-1)

1. ODEPARTHMENT/AGENCY
Public Works

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGZMENT DIVISION
T27S WATERLOO RCAD
P.0. BOX 275 - JESSUP. WARYLAND 20734

2 DMVISION

Customer Relations

AGENCY RELURUDS iNnvErIURT

Page _< o __Z

1 UNIT

DEFINITION - Records Series - A group of reiated records normally flled and used as a unit for reference as

well s retantion and disposition purposes.

4. RECORD SERIES TITLE

Customer Relations General Correspondence

5. EARUEST YEAR / LATETEST YEAR

86 1094

6. RECORD SERIES DESCRIPTION ( Briefly cescribe the types of information/documentsiforms found in the Seftes. Inciude the purpase or function of the Senes)

Customer Relations reports and general correspondences

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. YOLUME
X3 File Orawer(s)

XR Lener Sge O Microfim X306 Aphabeucai Q Microfiim Reet (s)
G Computer Tape (s)
O Legal Sze Q Computer Tape O Numencai 6 Q Other (Specty)
G Baund Book O Floppy Disk a Chronoiogical Numbper
g Audic Tape a Video T: Q@ Geograomaal 10. ANNUAL ACCUMULATION
b XX Fie Orawer (s)
O Other (Specdy Q Other (Specty) a Micofim Reet (s)
( , ( o Comouter Tape(s)
> Q Other (Spectfy)
Numper
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
X% Day G Weekly a Monthly 5 g  Monthis) X& Yeans)
Numoer

13. CURRENT LOCATION(S) (Blag., Floor, Room)
2662 Riva Road

14. IS RECORD SERIES OUPLICATED ELSEWHERE? (If yes. specdy agency or office)

o Yes XX No
15. ACCESS RESTRICTIONS {If yes, cte law(s) & requiabion(s) | 16. AUOIT REQUIREMENTS

G Yes XX No KR None QG Stae Q Federal Q  Indegencent
17. 1S AN INDEX SYSTEM USED? (If yes. expiam bnefly and 18. RECOMMENDED RETENTION

descrbe any harowaresscitware)

5 years then destroyed

o Yes XX No

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
E. Faye Scheihe, Manager 222-7582 May 22, 1904

. NGRY 5504 Mavesan V3N




INSTRUGTIC"'S - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
RZV'SED RECORD SERIES. FORWARD wiTH RECORDS RETENTION
SCHEDWLE (DGS 550-1)

l'd .

1. DEPARTMENTIAGENCY
Public Works

DEPARTMENT OF GENERAL 3ERVICES
RECORDS MANAGZMENT DIVISION

AGENCY RELURUD invENIURS

TITS WATERLOC RCAD
PO. BOX 275 - JSSUP. MARYLAND 20734

Page 5 o _5

2 DMWISION 3 UNIT

Customer Relations

DEFINITION - Records Series - A group of reiated records ncrmally flled and used as 2 unit for reference as

well a8 retention and disposition purposes.

4. RECORD SERIES TITLE

Customer Booklets and Public Information

S. EARUEST YEAR / LATETEST YEAR
86 10 94

For example:
in the Home.

6. RECORD SERIES DESCRIPTION ( Briefly cescribe the types of information/oocumentsorms founa in the Senes. inciuce the purpase of function of the Senes)

Contains customer handout booklets and general public information
25 ways to Prevent Water Waste,

Water Conservation

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 3. VOLUME
X File Orawer(s)
O Letter Sze O Micofim G Abhabeucal O Microfilm Resd (s)
O Computer Tape (s)
O Legal Sge 0 Computer Tape O Numencsi 2 O Other (Specty)
O Bound Book o Floopy Disk g Chronciogical Numper
Q Audo Tape O Video Tape O Geograonicai 10. ANNUAL ACCUMULATION
XM Fie Orawer (s)
T Other (Specty) _bOOKlets, O Other (Specty) _titles O Micofim Reel (s)
brochures, etc. 0 Comouer Tape(s)
2 O Other (Specty)
Numoper
11. FILE IS USED 12 FILE BECOMES INACTIVE AFTER
XX Daty Q Weeky Q Monny depletion QO Momns) O Yeans)
Numboer

13. CURRENT LOCATION(S) (Bldg., Floor. Room)
2662 Riva Road

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specty agency or office)

a Yes X& No
15. ACCESS RESTRICTIONS (If yes, cte law(s) & requianonis) | 16. AUDIT REQUIREMENTS
a Yes XX No XH None g Stae G Federat O  Indeoencent

17. IS AN INDEX SYSTEM USED? (if yes, expiamn bnefly ang
descrioe any haroware/scitware)

O Yes

XX No

18. RECOMMENDED RETENTION

until depleted or outdated, then destroyed

19. NAME AND TITLE OF PREPARER
E. Faye Scheibe, Manager

20. TELEPHONE NUMBER
222-7582

21. DATE

May 23, 1994

GG 504 Mavesat VST




