Scheauie No.
AKJNDI SNNEEL Anne Arundel County C-769
CO[INTY OFFICE OF CENTRAL SERVICES Page No.
Records Management Division
MARYLAND Lotz
RECORDS RETENTION AND DISPOSAL SCHEDULE
AGENCY D Public W raffic .
EN epartment of ic Works DIVISION ?,,gl: Sving
ftam No. Description Retention
1. Bridges
Files include information pertaining to all County Retain for life of
maintained bridges with current weight restrlctlons bridge plus 10 years.
and signing plan. Then destroy.
2. Fire Lanes
Files include information pertaining to all marked Retain until structure
fire lanes as ordered by the Fire Department. is abolished.
Includes sketches, signing plans and Notices Then destroy.
of Traffic Control and used for upgrades,
repainting, etc.
3. Schools
Files include correspondence pertaining to work Retain for life of
conducted on individual schools. school plus 5 years.
Then destroy.
4, Signall. Studies
Files include correspondence pertaining to-signal Purge annually.
studies conducted on individual intersections. Destroy material no
longer needed for
current business.
5. Capital Improvement Projects
A. Active files contain copies of capital Retain while project is
improvement projects from other agencies. active plus 10 years
past construction.
Then destroy. ~
Schedule Approved by Schedule Approved by
Records gement Cfficar Chiet Administrative Officer
3 X/Qé C/z | /i
Date o [San Daw / Signatura
Schedule Approved by Schedule Approved by
Agency, or Division Representative State Archvist
&86%(0%\@)’—‘{ DEC?O% /m\
Signature Signature




ANNE Scracuie Mo,

ARUNDEL Anne Arundel County C-769

CO[ ]Pmr OFFICE OF CENTRAL SERVICES Page No.
MARYLAND Records Management Division 2 of 2
s Description 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

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

Purge annually. Destroy
materials not needed
for current business.

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

Retained until
rescinded.




INSTRUGTIONS < FYPE QR PRINT A SEPARATE FORM FUM EAGLA rery
REV/SED RECSAD SERIES. FORWARD WilH RECCAROS RETENTION
SCTEDWLE (DG3 50-1)

h_.—.——'——__'__'_——_————_—_———_—\_w__

1. OEPARTMENTIAGENCY

Anne Arundel County

WEFAR IMED | W VEIEI M S ¥ iwew

RECTADS MANAGZMENT TIVISICHM

TS WATESLOQ 3CAQ

PO. BOX T3 - JZSIUP. MARYLAND T34

2 OMSICN

Dept. of Public Works

PNt T b ALV HSTCIT AN

Paqel g 7

1 uNIT

Highways/Traffic Engineering

DEFINITION - Recards Senes - A groun of raiatyd records normuatly fled 2ad used as 2 unit for reference as

wel ag retandon and discosiden purposes. I'

4 RECCRD SERIES TITLE

Bridges

5 .EARUEST YEAR [ LATETEST YEAR

- 70 1004

restrictions and signing plan.

& RECCRD SERIES JESCRIPTION ( Bnatly qescroe the types of infermanonoocnemsIoms (oung in (ne Sefles.  incuoe the ouroase of funcuion of (e Senes) K

Information pertaining to all County maintained bridges with current weight

7. RECCRD SERIES FORMATS)

8. RECCORD SERIES SEQUENCE 3. YOLUME :
R e Orawens)
Oy Leaer Sge 0 Micefim R Aoracenc 0 Micoiim Rest (3)
O Commaer T3oe (s}
Q Les Sze Q Comower Tape O Nunencs Q Other(Specay)
1 .
Q Bound Socx . s Focoy Ok g Chronoogext Numper
Q Awio Te 3 Vides Taoe X Geograomez 18, ANNUAL ACTUHULATION
a Fee Orawer (s}
" 3 Qther (Soecxy) Q Other (Specxy) Q Micuim Rest (3}
0 Comouer Taoets)
Q Cher(Specty)
NA
Numper
11. FALE S USER 12, FILE SECTUES INACTIVE AFTER
S Oady Q Wesxy O¢ Mominty N ] Q  Monmnts) a  Yeats)
Numoer

1. CURRENT LCCATICN(S) (Bldg., Ficor, Room)

Public Works - Truman Parkway

14. IS RECORD SEFJES OUPUCATED ELSEWHERE? (f yex. soecsy agency or office)

g Yes X No
18. AGSISS RESTRICTIONS {f yes. cze laws) & requianonts) 18, AUDIT REQUIREMENTS
S Y 8 No X None g Slae Q Fecera C  Inoepencent

17. IS AN INCEX SYSTEM USED? (f yes, exoam onatly ana
QESITOS any narcwarersaiware)

18. RECOMMENCED RETENTION

Retain for life of bridge plus 10 years.

Then destroy.

n

19. NAME AND TITLE QF PREPARER

2. TELEPHONE NUMEBER

222-7331




INSTRUCTYOMS ~ TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
AEVISED RECCRD SERIES. FORWARD WITH RECSADS AETENTICN

SCHEDLE (OGS 456-1)

1. DEPARTHENTIAGENCY
Anne Arundel County

QEPARTMENT UF GENERAL JEnYIwaa
RECCADS MANAGZMUENT QmMsICN
TZ'3 WATERLCC ROAD
PO, 30X T3 - ESSUP, MARYUAND J734

2 DMSION .

~ Dept. of Public Works

OB,V b Mmoo e

1 UNTT

Hiqhways/'rraffic Engineering

DEFINTTION - Racarus Seces - A group of related records normuly fled 1ad used as 2 unit {or referencs as

wei 23 twtandon and disgosidon surcoses.

4 RECURD SERIES TITLE

Fire Lanes

§ ESARLIEST YEAR ! LATETEST YEAR

- TQ _taag

€ RECSRD SERIES JESCRIPTION ( Bnerdy cescme (e fypes of IMCIMInaVOICURMEMLISRS 10UNA 1 (ne Senes. nCuoe the CWDCSE of AZCHCN & 8 Senes)

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 FORMAT(S) L. RECSRO SERIES SEQUENCE S, YOLUME .
2 Fa Qrawensy
Qg Leaer Sze Q Micuim g Abmapencd 3 Miconm Res (3)
8 Cemongar Tape ()
Q e Sge a Comouer Taoe @ Nunenal 5 Q Cther (Specy}
O Bounda SBocx q Fomy Ok g Croncogeat Number
a Auda Taoe Q Video Tape 2 Geograomet 18 ANNUAL ACSTMULATION
o Fle Orawer (3}
@ Other (Specty) Q Cer (Specty) 0 Micwin Aea (s)
g Coamuaer l0e1s)
g Oher
NA (Specdy)
Numper
1. ALE IS USED 12 FILE SECCMES INACTIVE AFTER ]
a Oay Q  Weexty & Monmdy — 2 MNemnsy Q Yens
Numoer

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

14. S RECCRD SERIES CUPUCATED ELSEWHERE? (f yes. specty agency « afice)

Public Works - Truman Parkway a Y Q& No
15. ACCISS RESTRICTIONS (f yex. ci# iaws) & fequanonis) | 18 AUDIT REQUIREMENTS - §
f
a Yes X No x None c Sae Q Feoerat Q  Incepencent
1
z
17. IS AN INDEX SYSTEM USED? (f yex. oxxan tnefly ang 18, RECSMMENDED RETENTION !
CETDe ATy Mrowarersotware)
Retain until structure is abolished. ;
QS Yes ] No i
Then destroy. i
i
9. NAME AND TITLE QF PREPARER 2. TELZFHONE NUMBER TL JATE :
3onnie Thomas 222-7331 2/12/24

TR I Taea T




NSTTUCTIONS < TYPE OR PRINT A SEPARATE 7ORM FOR EACH NEW
FEASED RECTRO SEXIES. FORWARD WITH RECCROS AETENTION
sEDWLE (0GS 250-1)

— s —————— —————— ———— '

1. DEPARTMENTIAGENCY
Anne Arundel County

DEPARTMENT OF GENERAL SERVICEa
RECIROS MANAGSHENT 2iSICN

AICIG i AR wwided #ITess wmy e

TZ3 WATERLCQ ROAD

P 30X T3 - Z5SUP, MARYLANG 274 Page __3 o 7

1 DmMsIoN 1 umir

~Dept. of Public Works

Highways/Traffic Engineering

DEFIMITION - Records Senss - A greug of reistea recsrds normuiy dled 1od usea 23 a unit {or refareace as wed as reanton and dsgomdon gurcoses,

I

4 RECJROD SERIES TITLE

Schools

£ SARUEST YEAR / LATETEST YEAR

-~  TQ 1Qa4

& RECSRD SEXUES nsScsumon ( Briefly cescre (he fypes of UCIMIDAVAORIRATICMS 0und i (Ne Sefex. (ACUCE (N8 CUTSSE of ANCon of the Senes)

forrespondence pertaining to work conducted on individual schools.

7. RECORD SERIES FORMATS) §. RECORD SERIES SEQUENCE 1 YOLUME -
Q Fie Orawens)
X Lener Sze 3 Microriim QX Araoencat Q Micwim Rees (3)
: 8 Compusr Tpe (9
Q (exmy Sge a Comower T8 Q Munenca aQ Qe (Speczy)
ki
G Boun Bocx Q Focoy Osk g Cronoogezl Numper
S Audio Taoe g Video Taow X Géograomc 10, ANNUAL ACTUMULATION
Q fde Jaawer (3)
@ Cther (Specty Q Other (Soexxy) Q Micodm Ree (3)
( : 8 Comouer Teis)
Q Qiher (Specxy}
—_—T1A
Numper
11. FALE IS USED 12, FILE JECOMES INACTIVE AFTER
g Oay G Weexty a Momny Na_ o Momns) Q Yens
Nenoer

13 CURRENT LOCATION(S) (Blag, Foor, Room)

Public Works - Truman Parkway

14 IS RECSRD SERIES QUPUICATED ELSEWHERE? (If yex. specty 2gency o afice

a ™= 8 No

15. ACSTSS RESTRICTIONS (Uf yex, 2 tawis) & requaton(s)

Q Yes ¢ No

18 AUDIT REQUIREMENTS

] Nome Q St Q fFecera Q  Indepencent

17. IS AN INDEX SYSTEM USED? {f yex, exxan onefly 2

Q Yes Q. No

18, RECTMMENDED RETENTION -
Retaime.for life of school plus 5 years.

Then destroy.

19. NAME AND TITLE JF 3REPARER

2, TELZPHONE NUMBER 1. QATE

222-7321 3/12/24a
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Anne Arundel County

IMSTTUGTTANS ~ TYPE CR PRINT A SEPARATE FORM FOR EAGI NEW | CEPARTMENT OF GENERAL SERVICZS
AEWISED RECCRD SERIES. FORWARD WITH RECTADS RETENTION RECSADS MANAGEUENT DMISICN
SCHEDULE {DGS3 356+1) T3 WATERLCQ ROAD

PQ. 30X T3 - ISIUP, VARTLAND T34

Dept. of Public Works

AGENCY RET=ROS iNVENTCRY

————

|
|

Page 4 a_7

1. DEPARTMENTIAGENCY . 2 osiox ’

1 uNT

Highwavs/Traffic Engineeris

]

1

DEFINITION - Rscords Sanas - A graup of ruxtaa recorus normmv fad we used s 2 uait for referencs as

wasi 13 rFtandon iad dsgomden Jorocses.

u

4, RECTRO SERIES TITLE

Signal Studies

L EARLIEST YEAR [ LATETEST YEAR

- Tolga4

& RECSRD SEUSS DESCRIPTION ( Sriely cescroe (ne [ypes of riCnManoauementyionms found i (ne Senes,  InCuoe (Ne Cuocee of AITSon o the Sanss)

Correspondence pertaining to signal studies conducted on individual intersections. -

7. RECTRD SERIES FORMATS) L. RECCRD SERIES SEQUENCE S, YOLUME -
1 Fs Jawens)
%‘Lmamv g Microim X Ao G Miooin Rea (3)
. 3 Canouer (e (s}
S L=zt Ska a Comoxaer Ta0e 8 hxnenct 8 Q Cher (Soey)
2 Bound Bocx 8 Focoy Oisk . g Chronogcs Numper
Q Audin e 8 Vides ipe 3 Gaoyaome 10, AKNUAL ACTUHULATION
Q e Jawer (5}
o OOw ° G Nizoim Rees (3
8 Cther (Specy) Soecty) a et
NA 8 Cher (Specty) ;
re— |
1L ALEIS USED £ ALE ZECTAES ACTIVE AFTER il
o Oasy o Wesay g Momny Na Q@ Uomsy G Years 1
Nuooer )
4
13. CURRENT LOCATION(S) (i, Foor, Room 14, [S AECTRO SENES QUPUCATED ELSEWHERE? (If yex. ety agoncy o afics) “
i
Public Werks - Truman Parkway g Y= % No b
'_ n
18, ACZTSS RESTRICTIONS (I yea o8 taws) & requianoresi | 16, AUDIT REQUIREMENTS
o Yes 2 No i  Now a State S Feoera Q [noepence ‘

17.

IS AN INDEX SYSTEM USED? (f yes, axmm cnety ang 1L RECSUMENOED RETENTION
TS A UTwAEIOwaY)
Purge annually. Destroy

material no longer needed

Q Yes & No for current business.
19, MAME ANO TITLS 3F 3RETARER 2. TELISVONE NUMBER 22 SATE
3onnia Theomas 222-7321 ' 5,.z2/94




INSTRUGTIONS ' TYPE QR PRINT A SEPARATE FORM FOR EAGH Nev UEFAR IMEN | Yr WENER AL Dbt » e

 —ns t0m ¢

- AEVISED RECUGRD SERIES. FORWARD WITH RECCROS RETENTION REC2ADS MANAGZMENT DIVISICN
SCYEDULE (OGS £50-1} T27S WATERLCO ROAD
) PO, BOX T3 - ESSUP, VARTLAND T4 Page _ S o T
————————————— e ————}8
1. DEPARTMENTIAGENRCY 2 DMISION . . 1 uNiT
Anne Arundel County Dept. of Public Works Highways/Traffic Engineering

DEFINITION - Records Sanias - A group of reisted recsrds normaily flled 1nd used as 2 unit for reference as weil 28 retandon and discomtion purpeses.

4 RECORD SERIES TITLE 5 EARLIEST YEAR / LATETEST YEAR

Capital Improvement Projects ) - To_l994

& RECSRD SERIES DESCRIPTION ( Sriefty cescie the types of informanorvaocuments/omms found 1n (he Senes.  incuoe (e curpcse of funclion of e 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 FORMAT(S) . 8. RECORD SERIES SEQUENCE 3. YOLUME :
. 8 Fle Orawerts)
Q Leqer Sze QO Microfim 0 Aptaoenca O Microiim Resi (3)
Q Comouer Tave (3}
O Lega Sge a Comouter Tape Q Numencx Q Other (Specty}
S - S
Q Bound Bocx Q Floopy Oisk 8 Cyonoopeal Numpoer
8 Auio Tae 8 Video Tace S Geoyaoncal 18 ANNUAL AcTumuLAnOoN
- a Fie Orawer (s}
Q Other (Soectty . O Cther (Speczy) G Micoiim Reei (3)
( ! a Comouer Tapets)
3 Other (Specty)
—Na___
Numoer
11. FILE IS USED 12. FILE SECOMES INACTIVE AFTER
ox Dady Q  Weexy o Montty NA O Moms} 4 Yeans)
Numter
1% CURRENT LOCATION(S) (Blag, ~loor, Room) 14, 1S RECORD SERIES OUPUCATED ELSEWHERE? (If yes. spe=Iiy agency or afica}
Public Werks - Truman Parkway g ™= : a Ne
State, Engineering & Bd. oFf Tducarion —
18, ACCZSS RESTRICTIONS (I yes, cie iawis) & requiation(s) 18. AUDIT REQUIREMENTS
' S Yes £ Mo g Noe a Stae G Fecera Q  Incepencent
17. IS AN INOEX SYSTEM USED? (f yes. expan Onefly ang 1. RECOMMENDED RETENTION
descToe Hy narowarersatware) A. Retain while project is active plus 10 years past
o v y construction. Then destroy.
= R Mo B. Purge angual’ . Destroy materlals not needed. for
curfent businéss.

19. NAME AND TTTLE OF PREPARER 20, TELZPHONE NUMBER 1. DATE




eatiea

.:-_3

m_-mmca PRINT A SEPARATE FORM FOR EAGH NEW
REVISEB RECCRO SERIES. FORWARQ WITH RECTRNS RETENTICN
SHEDUWLE (DG =0-1)

1. DEPARTHENTIAGEZHCY

Anne Arundel Countv

QEPARTMEMNT OF GENERAL SERVICSS
RECIADS MANAGSMENT CMSICN

TT3 WATERLCGC RQAQ
PO. 30X T3 - ZSSLP, MARTLAMD T34

2 ovsion .

Dept. of Dukllie~ Worke

Hiahwayg/T=affic Snginaays

BESINTTICN - Recoras Sanes - A groun of reiatad recarus normuiy s 1o uses aa 2 unit 137 rwreacs as wel 13 reaanton ang dzgosrden SoUroozew,

4. RECCRO SERIES TILE

Highway Safety Improvement Program

e L SARUEST YEARJ LATETEST YEAR

1aanmg 16404

£ RECTRD SEXIES DESCRIPTICN ( Enetty cesorde e fypes of (UMInovooanenTyianns (Gund i (N2 Senet. !NCuoe the Coese of ncson o Me Sanes

Requests and plans for Highway Safety Improvement Projects. ] :

7. RECTRD SERIES FORMATR) £, RECTRO SERIES SEQUENCE S, VOLUME .
Q e Orzwerntst
X Leaer Sza 8 Micwim B Aohapenca G Mioim Ree (3)
3 Comxxer fe (3}
O (=gt Ske Q Comoer Taoe Q Mmexa a Cher (Soeczy)
: ki
3 3oud Box 8 Feoy Oisx 2 Curonongea Nunoer
8 Aucio Tom . 8 Vi T8 B Geogmmes T ANNUAL ACTTHULATION
X Fle Urawer (2}
a Citar (Soecsy) S Micrxin Res (3)
Q Cther (Soecxty) { g "
g Ciher (Soecay)
1.5
Numoer
1. ALE IS Us: 12, FILE JECSUES INACTIVE AFTER
& Oaiy S Weey a Moy 1 3 Montsy Qx Yeary)
Nuroer

13 CURRENT LOCATICON(S) (Bks., Soox. Roomy

14, IS RECORD SERIES OUPUCATED ELSEWHERE? (I yex spes3y agency or ofice)

Public Wqrks -~ Truman Parkway a Ye " Ne
- i
15, ACSSSS AESTRICTIONS (¥ yex 2= tawis) & requmboms) | 18, AUCIT REQUIREMENTS !
it
S Ye g Mo & Noe g Stus Q Fecerat a !

17. IS AN INDEX STYSTEM USED? (T yex, excran onery ana
ESDe JTY CUCwaersoitvanes

Qc Yes 3 No

12, RECCMMENDED RETENTION »
Retain five years after construction or until
dropped from consideration. Purge annually.

‘3. NAME ANQ TITLE OF FOSFARER

32cnnia Themas

3. TELIHQNE NUMBER L JarE

222-7231 ! $/12/94




Ddte 1+ 122 YIS PRSI A JBRFARAIR FUAM FUR CALM NETY
RE\BSED REGCRO SERIES. FORWARD WATH RECCROS RETENTION
.azm.umcs 20.1)

1. OEPARTMENTIAGENCY

Anne Arundel County

WEFAKIMENI U VEARN AL JEMVIVGS
RECZROS MANAGZHENT JMISICN

AMICTHY | AC IS INVSIY IR |

T3 WATERLCS 9CAQ

PO. 30X 7S - JZ55UP. VARYLUND X734 Page __ 7 o] 7

(———————————————— e  — ——— ——— —— i

Z OMsSIoN 1. UNIT

Dept. of Public Works Highways/Traffic Maint.Shop

DEFINITION - Recards.Senes - A groug of reiated recards normuly filed 1ad used 13 2 unit for reference as

weil a8 retantgon and disoosticn ourgoses.

4 RECGSRD SERIES TITLE

Maintenance Work Order and Notice of Traffic Control

& EARLIEST YEAR/ LATETEST YEAR

- TQ 10404

£ RECCRD SERIES DESCRIFTION ( Bnefy cescrde (the lypes of wSrMancivOOCUMenyIoNms (Qung in ina Sanes. InCuoe (e purpcse of funcon o ha Senes)

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

7. RECJRD SERIES FORMATRS)

8, RECORD SERIES SEQUEMCE 3. VOLUME .
G Fia Qrawens)
38 Lenter Sze o Microfim Q Abmoecy G Micoim Reet (3)
Q Comoser (208 (8}
Q L= Sze a Comzuer Taoe R Numecat 6/56 S Other (SoeY) i ndeeq
a Sound Bocx Q Focgy Ok 8 oo Numoer
e Axio Txoe Q Video Tape Q Geogaomney 10, ANNUAL ACSUHULATION
Q Fde Orawer (3}
G Cther (Soecay) f Cther (Soeczy) G Micoi Reet (3)
Area Map Pa Numb 0 Commaer Ta0ets)
p gesNumbers Q Cher(Specty)
NA
Numoer
11. FILE IS USED 12, FILZ 3ECTUES INACTIVE AFTER
G Oany . Q Wesxty Q8 Momnty NA g Mommsy @ Yems)
Numoer

13. CURRENT LOCATION(S) (Blg, Foor, Roomi

14, IS RECIRD SERIES QUPLICATED ELSEWHERE? (f yes. soecty agency or office)

. x Y _Traffic Maint,Shop a Ne
1l Harry S. Truman Parkway
18, ACCESS RESTRICTIONS {If yes, cze awis) & requuatonts) 18, AUDIT REQUIREMENTS
a Yex % No & None Q Slae C Fecerat QO Incecencent
17. 1S AN INDEX SYSTEM USED? (I yes, exzmn onasly ana 18. RECOMMERDED RETENTION
QESITDR any NAUTwarersatware;
NA
Q Yes Q¢ No
| 13. NAME AND TITLE OF "REPARER 3. TELIPMONE NUMBER 2. DArE
: Bonnie Thomas 222-7331 S5/23/94

SN LS4 Do LT




