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RECORDS RETENTION AND DISPOSAL SCHEDULE 

AGENCY Department of Public Works DIVISION Traffic . na 
item No. Description Retention 

3ridges 

Files include information pertaining to all County 
maintained bridges with current weight restrictions 
and signing plan. 

Fire Lanes 

Files include information pertaining to all marked 
fire lanes as ordered by the Fire Department. 
Includes, sketches, signing plans and Notices 
of Traffic Control and used for upgrades, 
repainting, etc. 

Schools 

Files include correspondence pertaining to- work 
conducted on individual schools. 

Signa'l Studies 

Files include correspondence pertaining to- signal 
studies conducted on individual intersections. 

Capital Improvement Projects 

A. Active files contain copies of capital 
improvement projects from other agencies. 

Retain for life of 
bridge plus 1 0 years. 
Then destroy. 

Retain until structure 
is abolished. 
Then destroy. 

Retain for life of 
school plus 5 years. 
Then destroy. 

Purge annually. 
Destroy materia1, no 
longer needed for 
current business. 

Retain while project is 
active plus 1 0 years 
past construction. 
Then destroy. 

Schedule Approved by 
Records Management Officer 

Date 

Schedule Approved by 
Chief Administrative Officer 

Date Signature 

Schedule Approved by 
Agency, or Division Representativ* 

Date 

Schedule Approved by 
State Archvist 

DEC 2 o 199, 

Sianature Date Sianature 
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Item No. Descriotion Retention 

B. Inactive project files contain information 
pertaining to projects that have been designed 
but are awaiting construction. 

Highway Safety Improvement Program 

Files contain requests and plans for Highway Safety 
Improvement Projects. 

Maintenance Work Order and Notice of Traffic Control 

Purge annually. Destroy 
materials not needed 
for current business. 

Retain five years after 
construction or until 
dropped from consider­
ation. Purge annually. 

Files include records to install non-regulatory signs or 
pavement markings, to repair/replace existing signs, and 
to install/remove regulatory signs. 

Retained until 
rescinded. 
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I. 0EPARTHEKT7ACHHCT 

Anne Arundel County 

1 DIVISION 

Dept. of Public Works 
1 UNIT 

Highways/Traffic Engineering 
0EF1MTIQN - Racsrdi S W I M - A gratis of rMitid rteorei normal* ffltd ud uiM » a unit for riftrtnei ai w«l it rtundon and dlicoarfoa aureoiaa. i 

4. RECORD SERIES TITLE 

Bridges 

5. EARLIEST TEAR / LATETEST TEAR 

TQ 1 Q Q 4 

l RECORD SERIES DESCRIPTION ( Briefly oescrae the types 01 IrtorrnaueruoocaienBrtorms (ouna in me Series, irtcuoe me surccse or funcson ol ;ne Senesi ! 

Information pertaining to all County maintained bridges with current weight 
restrictions and signing plan. 

7. RECORD SERIES FORMATS) 

O^LenerSae 0 UUmiilin 

• Legal Size a Comouier Taoe 

a Bound SOCK a fioccr Oisk 

a Auaa Tax a Video Taoe 

' • Otner (Soearvl 

1 RECORD SERIES SEQUENCE 

8 Atonaoeuot 

• Nunenca 

0 Onroaqsa 

a Geoaracrat 

9. VOLUME 
# fleOrawens) 
a Miaoriha Red (s) 
• Camouer face Is) 
• Otter iSoeoTl 

1 
Numoer 

10. ANNUAL ACCD1IULATI0N 
a Kt Drawer (3| 
a Uictrin Reel <s> 
a Camouer rasas) 
a CSler (Soerivl 

NA 
Numoer 

11. FILE IS USED 

a Oaay • Weocrf Cfc Moranly 

12. FILE 3ECCJIES INACTIVE AFTER 

• Uorsmsl • Yearai 
Mincer 

1X CJRREHT LOCATION(S) (Bias, Foot. Room! 

Public Works - Truman Parkway 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? [If yes. aecry saencr or office! 

a Y« or NO 

15. ACCESS RESTRICTIONS (II yes. ae laws) & reguauoras) 

a Yea fl No 

11 AUDIT REQUIREMENTS | 

CX None a Slate a Feoerat • Inoeoenoem 

17. IS AN INDEX SYSTEM USED? (It yes. etsam onaly ana 
>I*VIJ 1 if anr narOMrarersortwarei 

a Yes x No 

18. RECOHHEHQED RETENTTON | 

Retain tor life of bridge plus 1 0 years. i 
1 Then destroy. j 

; 19. MAiiE ANO TITLE OF PREPARES 

3onni2 Thcmas 
23. TELEPHONE NUMBER 

2 2 2 - 7 3 3 1 

DATE 

5 / 1 2 / 9 4 
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L DEPART1IEHT7AGEHCY 

Anne Arundel County 
2. DIVISION 

Dept. of Public Works 
1 UNIT 

Highways/Traffic Engineering 
OEFIHTTION - Racord* S W I M . A gratia of r*UtM racoraa normally fled tad uaed u a unit far retferenca *a wad u reunden tad altaasntaa oareoaee. | 

4. RECORD SERIES TITLE 

Fire Lanes 

5. EARLIEST TEAR / LATcTEST TEAR 

TO 

t RECORD SERIES DESCRIPTION ( Bnerty aescse the types at imotmaaowoaaaBMafloniB louna in ine Series. Incuoe ins curose or funeral at Se Senesi 

Information pertaining to all marked fire lanes as ordered by the Fire Department. 
Includes sketches, signing plans and Notices of Traffic Control and used for upgrades, 
repainting, etc. 

7. RECORD SERIES FORMATS) 

Cx Later Size • Viountn 

a Legal Size a Camouer face 

a Soma BOOK a BOOST abac 

a Auaa face a VkJeo facM 

a Otfter <SneeJ»> 

L RECORD SERIES SEQUENCE 

o Atraoeaea 

Q NusencS 

a Cinii«i|i..tf 

O Otter iSaail 

1 VOLUME 
£ FSeQimcnst 
0 Mianftn Reel (s) 
0 CfiDMcr rase (s) 
O Otter (SoeeM 

Numoer 

id ANNUAL Accaiuunoj i 
a Pua Oram (s) 
a Mianfta Hot (s) 
a Conffiirr ratws) 
Q OmerlSoerfrt 

NA 
Nuinocr l 

11. HLE !S USES 

•a Qad* a Wead* Qc Manttfr 

12. HLE 3ECSKES INACTIVE AFTER 
i 

M A a Mams! a Tests) j 
Eajfnocf ' 

tt. CURRENT LQCATION(S) (3IO}, noar. Room* 

Public Works - Truman Parkway 

14. S RECORD SERIES DUPLICATED ELSEWHERE? (« Yes soeaff stjenqr or ate) j 

a Yes a. No | 

19. ACCESS RESTRICTIONS (H yes. e s isms) & reguanoras) 

Q Yea CSC No 

1L AUDIT REQUIREMENTS 
- i 

K Mm a Stxw a Fecem a Inueuauen J 
i 

17. IS AN INDEX SYSTEM USE07 (S yet. ecoon Oned* and 

a res a No 

i 

11. RECOVHENOEO RETENTION | 

Retain until structure is abolished. j 

Then destroy. 

:3. HAME ANO TTTLS OF PREPARER 

3onnie Thomas 
3 . TELEPHONE MUU8E3 

222--231 

n. 3ATE 
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1. DEPAJmiEHTTAGEHCr 

Anne Arundel County 
2. DtvistON 

Dept. of Public Works 
1 UNIT 1 

Highways/Traffic Engineering 
DEFINITION - RKarrli $*nm • A arena of related records nermair filid tad U M a t unit for reference »» <«mi it rrannon tad dfteoasoa guraaue. | 

4, RECORD SERIES TITLE 

Schools 

3. EARLIEST YEAR / LATETEST YEAR 

t RECORD SERIES DESCRIPTION (Enerty osserba ins types of imuiiiuuavaxuBBrcrtaniB founa in tne Series. Ineaioe tne curccse cr njncan of :na Sswi ' 

Correspondence pertaining to work conducted on individual schools. 

7. RECORD SERIES FORMATS} 

Qt Later Size 0 Uierailm 

a Leoat Size a Canouter Taos 

a Bound BOOK a Roccy Ofc* 
a Aude Taoe a Video Taos 

o Ctnsr <SOB=T»> 

L RECORD SERIES SEQUENCE 

OXAferaDeoat 

Q Nuiaut 

0 CJUUMJIetf 

QCGtVQCeBnS 

1 VOLUME 
X3 FSeOrawerrat 
a Microran Res (s| 
a Camus Taoe is} 
a Om«r iSwml 

Nurnoer 

10. ANNUAL ACCUMULATION 
a He Ower (J) 
a Mcrcran Rea (sj 
0 Caaouei farjeis) 

va 
Numoer 

11. RLE IS USED 

a Oar? % Weedy a Manny 

t2. RLE 3ECSHE5 INACTIVE AFTER 

MA a Uanaus. a Yearn) 
Ntmtxr 

13. CURRENT LOCATION(S) (8103, Soar. Room) 

Public Works - Truman Parkway 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. soecfy aneney * a&ei 

a Y B a NO 

IS. ACCESS RESTRICTIONS (U yes. as tawis) & reoutaaoms) 

a Y B Or Ha 

1S. AUDIT SEQUREHEHTS 

Q_ New a Stat* a Peoerai Q IndeDenoent 

17. IS AN INDEX SYSTEM USED7 (S yes. eaten onefly and 

a Yes Oj No 

1L RECCJOIEHDED RETENTION 

Retains.for life of school plus 5 years. 
Then destroy. 

19. .HAJkie A N D TTTLE OF PREPARER 

Scnr.ie Thomas 

3 . TELEPHONE .NUMBER n. OATE 

= .•• - /a/i 
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L OEPARTUEHTZACENCr 

Anne Arundel County 
2. KVt5JO> 

Dept. of Public Works 
1 UWT 

Highways/Traffic Engineeri: 
CEHHmON • Racordt Sanaa • A graug or rautaa racnraa narmaly flaa <ad uaaa u a unit Tar rareranca aa wad a rianoon ud anmaariaa osraoaaa. 

4. flECCSn SERIES TITLE 

Signal Studies 
S. EARLIEST TEAR / LATeTESTTEAR 

- TO 1 QQ4 

L RECORD SERIES DESCRIPTION (ane*r cescraa ins types of iiaumaDetwaasBewaaaa tasw ta tna Series. lne=ae tne caosss a funecn at me Sanest 

Correspondence pertaining to signal studies conducted on individual intersections. • 

7. RECORD SERIES FCRHATIS* 

Letter Ska 0 U'cnriba 

• Legal SJza a Canon Taoa 

a Soma) Boo; o fleecy OBX 

a Auda Taoa 0 Video 'ass 

H cnwr tSocesV) 

L RECCRD StHJtS SEQUENCE 

Qc Atonaoeocat 

Q fftasaacat 

3 Gaoacaracai 

j . VOUUIE 
3 RaOiaaensf 
a UcsaBfoa (st 
a CoasMcr rasa (s) 
0 CBerlSaeerr) 

8 

7. RECORD SERIES FCRHATIS* 

Letter Ska 0 U'cnriba 

• Legal SJza a Canon Taoa 

a Soma) Boo; o fleecy OBX 

a Auda Taoa 0 Video 'ass 

H cnwr tSocesV) 

L RECCRD StHJtS SEQUENCE 

Qc Atonaoeocat 

Q fftasaacat 

3 Gaoacaracai 

Nuncer 

7. RECORD SERIES FCRHATIS* 

Letter Ska 0 U'cnriba 

• Legal SJza a Canon Taoa 

a Soma) Boo; o fleecy OBX 

a Auda Taoa 0 Video 'ass 

H cnwr tSocesV) 

L RECCRD StHJtS SEQUENCE 

Qc Atonaoeocat 

Q fftasaacat 

3 Gaoacaracai 19. ANNUAL ACCSaiLATION 
O RaOoaer(st 
a .tacta SeaMst 
a Caasgutf ( n o t 

NA ° 

19. ANNUAL ACCSaiLATION 
O RaOoaer(st 
a .tacta SeaMst 
a Caasgutf ( n o t 

NA ° 
Numoer 

TL. FILE IS USES 

a Oaa> OK Weeor 0 Uomntf 

•O. HLS 3ECCSES WACmE AFTER 

a — a a -
Nuaoar 

13. CURRENT LQCATIOH(S) (BIOS, floor, Aoomi 

Public Werks - Truman Parkway 

14. 5 RECORD SERIES DUPLICATED ELSEWHERE! p yes. ^eaf scene? « arfcef 

O fta Or NO 

15. ACCESS RES i HJC"ONS (H yes. a s ami) & reauBDorasJ 

a Test 2 No 

11 AUDIT REDaREHEHTS 

S Ham a Stats a Peaera a IUUBUCJUBS 

17. IS AN INDEX SYSTEM USED? (If Yes. soon oneny ana 

a Yes 3- Ha 

11. XECSIHESIEO RETENTION 

Purge annually. Destroy material no longer needed 
for current business. 

•3. HAUE AMO TITLE CF "SPARER 3L rELErMOXE MUU8ER 

" ' " , ' , - 7 3 3 1 ! 

n. 3AJc 

- ^ /ad 
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1. DEPARTMENT/AGENCY 

Anne Arundel Countv 

1 DIVISION 

Dept. of Public Works 

1 UNIT 

Hichwavs/Traffic Encineerinc 
DEFINITION - Records S « l u - A grouo of rtiated records normary ffltd tad u»d u a unit for reference at w«( ra retandon tod dltooaieoe oarvoie*. 

4. RECORD SERIES TITLE 

CapitaL Improvement Projects 

S. EARLIEST YEAR / LATETEST YEAR 

- TO 1994 

J. RECORD SERIES DESCRIPTION ( 8riefly oases* me types of intamatmoxumaevtorms founa in tne Series. Incuoe me surocse or function of me Senes) 

A. Active files contain copies of capital improvement projects from other agencies. • 

B . Inactive project files contain information pertaining to projects that have been 
designed but are awaiting construction. 

7. RECORD SERIES FORMATfS) 

Cj{ Letter Size 0 Mjcronva 

• Legal Size a Ccrnouter Taoe 

• Bound BOCK 0 Flocpy Qsx 

a Aucio Taoe a Video Taoe 

a CXTrr (Soecfvl 

L RECORD SERIES SEQUENCE 

XI AbfBDeocat 

Q Nuotencat 

0 Cwiajuuud 

0 GeograoraeM 

a Onwr (Saernyl 

3. VOLUME 
B Re Qnworst 
• MicronJni Reel (s) 
a Camouer Taoe (s) 
a anur fSm*vi 

Numoer 

10. ANNUAL ACCUMULATION 
a File Oraws (s) 
a MicraSm Reel (s) 
a Coacuei Taoets) 
a rntwtSfliBrYi 

MA 
Numoer 

11. FILE IS USED 

o c Daay • Weetdy a Monoiiy 

1Z FILE BECOMES INACTIVE AFTER 

NA Q uonmtsl a Yeans) 
Nuncer 

1X CURRENT LOCATION(S) (Bids, r « * Room) 

Public Works - Truman Parkway 

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

a Yet a No 

15. ACCESS RESTRICTIONS (If yes. ate laws) 4 regutationts) 

a Yea g No 

1t AUDIT REQUIREMENTS 

£ Hone a Slate a Feaeral a IrMecenoert 

17. IS AN INDEX SYSTEM USED7 (If yes. eaan onefly and 
I J W U L W any narowarersorrware) 

• Yes q No 

11. RECOMMENDED RETENTION 

A. Retain while project is active plus 10 years past 
construction. Then destroy. 

B. Purge annually. Destroy materials not needed..for current business. 
19. N A M E AND TTTLE OF PREPARER 

Bcr.r.ie Thomas 

a. TELEPHONE NUMBER a. DATE 

5 .'•> ~ ' Q J 



P m 6 a _7, 

1. OEPAKTHEHTTAGcHCY 

Anne Arundel Countv 

2. DIVISION 

Dept. of P'2bl.i? Works 

t tixrr 

OEHHmCN • Racorai SANAA • A arson at rtuna racnras nomiii* flat ua ium u j unit far rareranca a w l a retanaon tat dltaatrtoa ob—aaea. 

4. RECORD SERIES TITLE 

Highway Safety Improvement Program 

1 EARLIEST TEAR/UTETEST TEAR 

t RECORD SERIE5 DESCRIPTION ( Enertr cescraa me types a intcni__VGD_Bern_ras fauna in ins Series Incuos tne cisocse or funean at Sis Senesi 

Requests and plans for Highway Safety Improvement Projects. 

7. RECORD SERIES KJRVLA7JSJ 

CC Lener Siza B Uksorta 

• Legal 2zs 0 Ccmouar Taca 

S 3eunaScac a Recur Oas 

a Auaa Tax. a Video Tags 

a Cther (Soeesy) _ _ _ _ _ _ _ _ _ _ 

t RECORD SERIES SEQUENCE 

8 AKSUTEUCAI 

a M m - a 

a Owgr— 

0 Ota (See—T) _ _ _ _ _ _ 

1 VOLUME 
Q FatOnrenst 
O .te-raa fleet (s) 
0 Caseuer Taos is) 
0 Cttar (Soeesr) _ _ 

Nunoer 

14, ANNUAL ACO_IUtJUION 
CXfl_Oa_er(st 
O _ _o _Aea ( s ) 
0 C_xaur fxwst 
a CftenScecrr)_ 

1 

Nuntoer 

TL PILE IS USED 

•d Oasy Q Ween; Q Uontttf 

T_ RLE SECCNES INACTIVE AFTER 

0 UuvtSI Ox Tarns) 

1X CURRENT LOCATIONS} (B—L float Aoaat 

Public Works - Truman Parkway 
14. IS RECORD SERIES DUPLICATED ELSEWHERE? 01 res. s ea r eosnqr or arficet 

a Tes a No 

15. ACCESS RESTRICTIONS (3 res. Ot tarns) A req_aoms) 

a res . £ No 

« . AUDIT RE0O3U3IEHTS 

Nana a Stars a Peeerat Ct Irneoenoent 

17. I S AN INDEX STSTEH USE07 (IT yes. a s » onerty ana 
i»—J • i.m any i_ua_emit««e» 

a re a No 

1t SECCJUIENDED RETENTION 

Retain five years after construction or until 
dropped from consideration. Purge annually. 

•3. MAJtE AMD TTLE OF "ErAilEH 

Bonnie Thcnas 
3 . TELEPHONE MUI18ER 

222--231 
H. 3ATE 

=/12/94 
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t 0EPARTHEHT7AGENCT 

Anne Arundel County 
1 DIVISION 

Dept. of Public Works 
1 UNIT 

Highways/Traffic Maint.Shop 
OEFIKmON - Rocsrdi.S«taa - A grouo of raitttd rtcsrde normally <ll*d ud U I M n • unit for reference it wail at retention and dliaotrdoa ourooan. 

4. RECORD SERIES TITLE 

Maintenance Work Order and Notice of Traffic Control 
J. EARLIEST TEAR 1 LATETEST TEAR 

TO 1QQ4 

1 RECORD SERIES DESCRIPTION ( Bnefhr cesoae tne types of irfcmanavoccjmaisiama touna m tne Senes. incuae tne ourccse or runcsan of the Senesi 

Files include records to install non-regulatory signs or pavement markings, to repair/ 
replace existing signs, and to .install/remove regulatory signs. 

7. RECORD SERIES FORMATS) 

JP Letter See 0 Uiacr2ra 

a Legal Size • Comotser Taoe 

• Sound SOCK O Racer Qe* 

a Audo face • Video Taoe 

a Cnw I S M S V ) 

L RECORD SERIES SEQUENCE 

a Atorooeucal 

R Numenca 

0 Cranoqnl 

a Geeoaoraes 

a ClnerlSoecni 

Area Map PagesNumbers 

J. VOLUME 
5 FSe OrawertJl 
a Uiacram Reel (s) 
a Csntouier faae (s) 

O / J O 

Numoer 

10. ANNUAL ACCUMULATION 
a FJeGnwer(s| 
• Microtia Reel (s) 
a Cannier facets) 
Q Cther (Scecffl 

NA 
Numoer 

11. FILE IS USED 

qfc Oadr . a Weary a Moraniy 

12. FILE 3ECS2ES INACTIVE AFTER 

N A a Maniusl a Yeertsl 

TX CURRENT LOCATIONfS) (BUg, Feat. Roorni 

1 Harry S . Truman Parkway 

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

oc Yes Traffic Maint.ShoD a No 

15. ACCESS RESTRICTIONS (II yes. ae tawis) i feguaaoms) 

a Yes Or No 

I t AUDIT REQUIREMENTS 

f£ None a Slate a FeaenM • liaJeuewent 

17. IS AN INOEX SYSTEM USED? ftt yes. ocean onerty ana 
tjPMiJ 10 any rorcMrare/scrhvarei 

a Yes a. No 

1L RECOMMENDED RETENTION 

NA 

13. NAME AND T ITLE OF PREPARER 

Bonnie Thomas 
3 . TELEPHONE NUMBER 

222-7331 
r_ DATE 

5/23/94 


