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MARYLANTD Records Management Division 1 of 1
RECORDS RETENTION AND DISPOSAL SCHEDULE
AGENCY Department of Public Works for A.A. Co. DIVISION Financial Srvs
Rem No.l Cascnonon 3 Satenncn
1. Aq;eemen;s . Retain Until Exriration
This series includes support for the "agreements" which | Date then Destroy
the Ctility Bureau had entered into with other localitiesl
2. Accounting/Audit Records Retain 5 Years then

Reports of audits conducted Destroy
Purchasing information and support
Internally generated financial reports
Expense reports

Support for annual inventory

Original material pertaining to accocunting funds within
the department

3. Budaet File Retain 5 Years then
These files consist of information and directives in Destroy
support of annual budget requests.

4, General Correspondence - Retain 5 Yesars then
These are arranged by subject and consist of incoming Destroy

letters, memorandum, and information related to the
administration of the department.

5. Payroll Time &. Attendance Records Retain 3 Years then
These records consist of computer printouts of payroll Destroy

entries with the County's automated system and also hard
copies of time and attendance records. Federal audits
could be conducted (FSLA) which increase retention
period to at least three years. K

6. |Allocation Pecords Retain until
i These contaln inrormaticn on the purchase of water and Development Cycle is
n wastewater allocations by developers. Completed then Destro
|
I
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INSTRUCTZIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES |

AGENCY KHeLURUD invaviun
REVISED RECORD SERIES. FORWARD WITH RECCROS RF™ ITION RECCROS MANAGZMENT OIVISION

SCHEDULE (DGS %50-1) 72Tt HATERLCS RCAD
PO. BOX 275 - .ESSUP. VARYLAND 20734 Page __1 or _8
I e e e e e 4
1. DEPARTMENT/AGENCY 2 DIVISION 1. UNIT
Public Works Financial Services
DEFINITION - Records Series - A group of relatsd racords normaily filed end used ss 3 unit for raterance as weil ts retantdon and disposition purposes.
4. RECORD SERIES TITLE 5. EARUEST YEAR / LATETEST YEAR
Agreemernts 1935 19 FY 94
6. RECORD SERIES DESCRIFTION ( Bnefly descrie the types of informatiarvaocumentsiicrms found in the Senes. Inciuoe the ourpcse of funclion of the Senes)
The Utilities Bureau enters into "agreements" with developers and also with other
counties, groups or organizations. These agreements define certain. arrangements such
as the purchase of water from Baltimore City. These records/files are retained for
reference in the event a disagreement occurs between the County and the other
party.
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 3. VOLUME
X File Drawerts)
G Lener Sze O Microfim % Aphavetcal G Microfim Reed (s)
a Comouter Tape (s)
X Legai Sge o Computer Tape O Numencai 0 Other (Specty)
Q Sound Boox Q Floooy Oisk 0 Chronoogica Numper
a Audo Tape O Video Tape 8 Geogranmcal ' 10. ANNUAL ACCUMULATION
X Fiie Drawer (s)
G Cther (Spety) O Other(Speetty) Q Micrefim Reed (s)
Q Comouier Tapets)
O Other (Specty)
1
Numper
11. FILE IS USED 12 FILE BECCMES INACTIVE AFTER
S Daiy QO Weexty X Monny _Is Never Inactive @ Monttus) O Yeans)
Numoer
13. CURRENT LOCATION(S) (Biog., Fioor, Room) 14, S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specdy agency or cffice) u
Heritage Office Complex
2662 Riva Road, 4th Floor a e R No \
MS 7403 !
15. ACCESS RESTRICTIONS (if yes. cne tawis) & requianonis) | 16. AUDIT REQUIREMENTS I
o Yes X No X None g State QO Fegerat Q Incepencent
17. IS AN INDEX SYSTEM USED? (I yes, exptan onefly ana 18. RECOMMENDED RETENTION i
cescre any harowaresscitware)
in indefinitel
o Yes X8 No Retain 1in Y
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE ',
Connie Ahlquist, Financial Analypt (410) 222-7588 May 20, 1994 |
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INSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENESAL SERVICES
REVISED RECORD SERIES. FORWARD WITH RECCROS F*  'TIQN RECCROS MANAGEMENT CIViSICN
SCHEDULE (OGS 550-1) TITS WATESLCS RCAD

P.0O. BOX 275 - .2SSUP, WARYLAND 0TH

i AGENCY HeLunua inveviunt

Page 2 ct 8

1. DEPARTMENTIAGENCY
Public Works

2 DIVISION

Financial Services

1 UNT

DEFINTTION - Records Series - A group of reiated records normaily flled and usea as 1 unit for reference as

weil 88 retanton and disgsosition gurposes.

4. RECORD SERIES TITLE
Accounting/Audit

5. EARUEST YEAR / LATETEST YEAR

FY 89 0 _Fy 94

internally generated financiai reports.

6. RECORD SERIES DESCRIPTION { Bnefly cescroe the types of informationoocumenscrms tound in the Senes. :nCuOe INe OUDCSE ot function of the Senes)
Files contain purchasing information, expense reports, financial statements. and

: These are necessary as to the ongoing
business of this division.

7. RECORD SERIES FORMAT®) 8. RECORD SERIES SEQUENCE

O lener Sge 8 Micodim %5 Aohaveucai
W Lega Sze Q Comouter Tape G Numenca

2 Souna Boox O Flaoy Oisk G Chronooqc
a Auco Tae QO Video Tape a Geograpnica
O Ciher (Soecav) O Cther (Soecdy)

9. VOLUME
M File Orawents)
O Microfiim Reei (s)
Q Comower Tape (s)
a Qther {Specty)
Numper

10. ANNUAL ACCUMULATION
& File Orawer ts)
O Microfitm Reel ()
a Comower Tapets)
1 Q QOther (Specty)

Numper

1. FILEIS USED 12, FILZ BECCHES INACTIVE AFTER

|

1 .

l = Daty X Weekty Q  Montnty - s 2
'll Numpes

Montn(s} ¥ Yeans)

13. CURRENT LOCATIONIS) (Eidy.. Fioor. Room)
Heritage Office Complex

14. IS RECORD SERIES DUPUICATED ELSEWHERE? (if yes. soecdy agency cr cffice)

2662 Riva Road, 4th Floor 3 Ves % No
MS 7403
1S. ACCESS RESTRICTIONS (if yes. cne 1awis) & regutanonts) 16. AUDIT REQUIREMENTS ]1\

¢ c Yes X No R None I Stae 2 Fecera O  Incecencent ‘,]
| I
s
I} 17. 1S AN INDEX SYSTEM USED? (I yes. expam onetly ana 18. RECOMMENDED RETENTION i
1 Qesge any narowaressoware) l
| 5 Years i
! T Yes ¥ No :
|
| 19. NAME AND TITLE OF PREPARER 0. TELEPHONE NUMBER 21. DATE i
| X . . . H
! Gamie Ahlauist, Firencial Analyst (410) 222-7588 May 20, 1994

2R 504 Pavemn VT




' INSTRUGTIONS — TYSE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECCRDS R™ ‘TION
SCHEDWE (OGS %01}

1. DEPARTMENT/AGENCY
Public Works

DEPARTMENT OF GENERAL 3ERVICES
RECCRECS MANAGCHENT CIVISICN
TITS WATERLCS QCAD
P.Q. BOX 275 - .2SSUP. WARYLAND 207TH

2 DMSION

Financial Services

AGENCY HzLunua invaviun

Paga __ 3 ot 8

1. UNIT

] ssemiems | Lo B

E—— e e e ]

DEFINITION - Records Saries - A graup of related records normatily flled and usea s 2 unit for tefetence as

weil 88 retantion and discountion purposes.

4. RECORD SERJES TITLE

Budget

S. EARUEST YEAR / LATETEST YEAR

FY 91 vo_EFY _ 35

§. RECCRD SERIES DESCRIPTION ( Bnefly cescroe ihe iypes of infarmanion/oocumemsAcems foung in ine Senes. incuoe INe purdese of function of the Senes)

Budget files consist of information supporting our annual operating budget requests.

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

3. VOLUME i
M Fie Orawens)
Q Lener Sge 3 Microfiim ¥ Aphavencai Q Microfim Reei {s)
Q Comowes Tape (s}
W lecat Sge 0 Comouter Tape O Numenca 0 COther (Specedy) i
—_———
2 Souna Boox G Flocoy Oisk O Chronoiogicat Number ‘.
8 Auda Tave O Video Tave O Geograome 10. ANNUAL ACCUMULATION ‘
26! Fiie Orawer (s)
O Cther (Soecv) T Cther (Specty) G Microftm Reed (s) \
—_— a Comouter Tapets)
1 © Other (Specdy) |
Numoer |
11. FILE IS USED 12. FILE BECCMES INACTIVE AFTER I
: i
= Dai 3 Weeny XX uoninty 5 3 Momms) X Yeans) i
Numoer :

13. CURRENT LOCATION(S) (Bidg., Fioor, Roomi
Heritage Office Complex
2662 Riva Road, 4th Floor

g Yes

14, |S RECORD SERIES DUPUCATED ELSEWHERE?

{if yes. soecdy agency cr cfice)

a No
MS 7403

15. ACCESS RESTRICTIONS (If yes. cte 1awis) & regumuonis) | 16. AUDIT REQUIREMENTS ”
S Yes X No X None 3 Slate 3 Fecerat a  Incepencent :
17. 1S AN INDEX SYSTEM USED? (! yes. expam onerly ana 18, RECOMMENOED RETENTION '
QESITDe any harcwaresscitwarey ;II
| . |
S Yes X1 Ne 5 Years i
Y
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 1. DATE i
11 Comnie Ahlquist, Firarcial Amlyst (410) 222-7588 May 20, 1994 |

S 504 Mavsat VI




(NSTRUCTIONS ~ TYPE.QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED PECORD SERIES. FORWARD WITH RECORDS F°  TION

Public Works

DEPARTMENT OF GENERAL FERVICES

Financial Services

AGENCY RELUrUS iNvEvTun

RECCRDS MANAGZMENT GIVISION ll
SCHEDULE DG 0.1 TI7% WATERLCS 3CAQ 2

PO. BOX 273 - SESSUP. MARYLAND 20734 Page ot 8
1. OEPARTMENT/AGENCY 2 DIVISION 1 UNIT

DEFIMITION - Records Saries - A group of reiatyd records normaily flled snd ysea 28 a unit far reference as

weil st tetanton and disposition purposes. “

4. RECORD SERIES TITLE

General Correspondence

S. EARUIEST YEAR / LATETEST YEAR

FY 89 7o _FY 94

€. RECCRD SERIES DESCRIPTION ( Bnefly cescrpe the types of informanon/oocumens/1arms foung in ine Senes. nciuoe (he purocse of funciion of the Senesi !

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME
XN Fie Orawens)
O Lener Sge a Microfim ¥ Aphaoenci QO Microrim Reet (s)
O Comouter Tape (s)
Y lega Sge 0 Ccomouter Tape Q Numencal 1 O Other (Specty) :
|
C Souna Bocx Q Floooy Disk O Chronoogqeal Numper *
Q Audo Tae a Video Tave O Geograoheas 10. ANNUAL ACCUMULATION ‘
& Fiie Qrawer (s)
@ Ciher (Soectv) T Other (Soectv) O Microftm Reet (s)
T Comouter Tapets)
Q Cther(Specdy) |
. |
Numper
11. FAILE IS USED 12. FILE BECCMES INACTIVE AFTER E
5 |
T Caiv Y Weexy o Momny 3 Monins) XK Yeansi |
Numoer i

13. CURRENT LOCATION(S! (Bigg., Ficor. Roami
Heritage Office Complex

14. |S RECORD SERIES DUPLICATED ELSEWHERE?

{if yes. specty agency cr crfice}

i

‘ll

‘u

2662 Riva Road, 4th Floor a Yes B No |
MS 7403 .

|

15. ACCTESS RESTRICTIONS (if yes, crte 1awis) & reguianonts) 16. AUDIT REQUIREMENTS lli
3 Yes A Neo ¥ None < Stae Q Fegera) G  Ingepencent H

it

|

17. 1S AN INDEX SYSTEM USED? (If yes. exp@am trelly ana 18. RECOMMENDED RETENTION ]‘
QesIYOe any narowarersoiiware) }

|

- w No 5 Years i

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 1. DATE :
Camie Ahlauist, Firancial Aralyst (410) 222-7588 May 20, 1994 ,

A5 M504 Mo VT




DNS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
RECORD SERIES. FORWARD WITH RECOROS R TION
£ (0GS %0-1)

1. OEPARTMENT/AGENCY
Public Works

L S S

DEPARTMENT OF GENERAL SERVICES |
RECCROS MANAGEMENT DIVISION

TS WATERLOQ RCAD
PO. BOX 275 - JESSUP. VARYLAND 20734 Page ___ D

AGENCY RECCROS INVENTORY

o 8

2 OMSIoN 3 UNIT

Financial Services

DEFINTTION - Records Series - A group of reiated records normaily fled snd used as s unit for reference as

weil an retantion and disposition ourposes.

4. RECCRD SERIES TITLE -

Payroll - Time and Attendance

5. EARUEST YEAR / LATETEST YEAR

FY_O91L to_FY 94

6. RECCRD SERIES DESCRIPTION { Bnefly gescrioe the types of rfcrmancvoocumens/1ams taung in the Senes.  Inctuce the puroose of function of the Senes)

Records contain copies of computer print-outs of payroll entries into the County
automated system, and hard copies of time and attendance sheets (FSLA).

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME :
Q File Orawens)
Q Lener Sge S Microfim H Aphaoeucal O Microfiim Reet (s)
O Comouaer Tape (S)
Lega Sge o Computer Tape O Numenca Other (Specty)
X 1 Box
S Souna Boox O Floopy Oisk G Chronoogqeat Numoer
a Auda Tape Q Video Tape O Geograomc » 10. ANNUAL ACCUMULATION
aQ File Orawer (s}
3 Cther (Soecdv) Q Other (Specty) Q Microfim Reet (s)
a Comouter Tapets)
O Other (Specdy)
Numoer
11. FILE IS USED

= Day X Weexy g Montnyy

12, FILE BECOMES INACTIVE AFTER

1

Numper

g Monnts) 12 Yeans)

13. CURRENT LOCATION(S) (Bldg., Floor. Roomi
Heritage Office Complex
2662 Riva Road, MS 7403

14. 1S RECORD SERIES DUPUCATED ELSEWMERE? (f yes. specty agency or office)

o Yes

S No ‘
Some in Payroll !

|

15. ACCESS RESTRICTIONS (If yes, cne tawis) & requmationts) 18. AUDIT REQUIREMENTS ‘]
S Y c No g None a Slae ¥ Fegera a  inceencen I

]

17. 1S AN IRDEX SYSTEM USED? (If yes. exptan cnefty ana
oBSITDE any harowarersatware)

S Yes

18. RECOMMENDED RETENTION

3 Years

19. NAME AND TITLE OF PREPARER
Camnie Ahlquist, Firancial Amlyst

20, TELEPHONE NUMBER
(410) 222-7588

21. DATE

NS SS0-4 Ravemn V5T




SCHEDWLE (DGS 550-1)

1. DEPARTMENT/AGENCY

PUBLIC WORKS

| INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS  NTICN

RECORDS MANAGCZHENT DIVISION
TS WATERLOQ RCAD
P.0. BOX 275 - JZ25SUP. VARYLAND 2074

Z OMSIoN

FINANCIAL SERVICES

DEPARTMENT OF GENERAL 3ERVICES

AGENCY RECCROS INVENTQRY

Page __6 o 8

R R N R R O R R BN R R N T e T R —————————..
—_— e ———— —————————————————————————

3 UNIT

DEFINITION - Recsrds Series - A group of reiatyd records normaly flled and used as a unit for referencs as

weil as retantion and disvosition purposes.

4. RECORD SERIES TITLE

ALT.OCATION RECORDS

S. BRALIEEIEEAE LATETEST YEAR

-5 FY 95

the financial arrangement.

6. RECORD SERIES DESCRIFTION ( Bnefly cescrze the types of infomanon/documenms/Acrms {ound in the Senes. inciuoe the purpese o funciion of the Seness

The Utilities Bureau enters into "agreements" with developers regarding the sale
of water/wastewater capacity.

These records/files are retained as they are the

primary source of information as to the number of units (EDU's) to be sold and

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME
XX Fiie Orawens)
Q Lener Sze Q Microfim XMW Aphaoeucai S Microfiim Reet (s)
3 Comouer Tape (s)
X Legas Sze 0 Comowuter Tane a Numencs 15 Q QCther (Spectry)
O Bouno 8ok O Flocoy Oisk a Chronmogeal Numoer
S Audo Tape Q Video Tace O Geograorecas 10. ANNUAL ACCUMULATION
X Fie Orawer (s}
S Other (Soecav) O Other(Specsy) G Microfim Resi (s)
a Computer lapets)
Q Cther (Specxy)
1/2
Numoer
11. FILE IS USED 12 FILE BECOMES INAGTIVE AFTER l
XX Cady T Weexty T Momnly SEE BETLOW S Monints) I Yeans)
Numoer

13. CURRENT LOCATION(S) (Blag., Floor. Room)
HERITAGE OFFICE COMPLEX
2662 RIVA ROAD, 4th FLOOR

L MS-7403

Qo Yes

14. 1S RECORD SERIES DUPUICATED ELSEWHERE? (If yes. spectly agency or office)

XX No

S Yes XA No

15. ACCESS RESTRICTIONS (f yes, cte lawis) & requitionts)

16. AUDIT REQUIREMIENTS

XX None

3 Stlate g f

oEsTDe any harowarersortware)

a2 Yes XX No

17. S AN INDEX SYSTEM USED? (If yes. expxam onetly ang

18. RECOMMENOED RETENTION

RETAIN UNTIL DEVELOPMENT CYCLE CCMPLETED.

19. NAME AND TITLE OF PREPARER

CONNIE AHILQUIST,Financial Analyst.

0. TELEPMONE NUMBER
(410) 222-7588

L DATE
10/06/94

NS S50-4 Mavews 13




1' INSTRYCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
M 5 'nSED RECORD 3ERES. FORWARD WITH RECORDS P~ “NTION
|| SCHEDUZE OGS 5501

1. DEPARTMENTIAGENCY
Public Works

Financial Services

DEPARTMENT OF GENESAL 3ERVICES |
RECCORCS MANAGTMENT DIVISION

AGENCY ReLuruD vvesviun

TITS NATESLOC CAD
PO. 80X 75 - .cSSUP. ARYLAND 0TH

2 DIMVISICN . L UNIT

Page 7 ot 8

- ' !

DEFINITION - Records Series - A group of reiatyd racards normaily flled and usea as a unit for reference as

weil a9 retantion and disposition purposes.

4. RECORD SERJES TITLE
Personnel

5. EARUEST YEAR / LATETEST YEAR

FY 90 -o_Fy 94

6. RECCRD SERIES DESCRIFTION ( Bnefly gescroe the lypes of informatiorvoocumenmsaams 1cuna i the Senes. incuge the ourocse of function of the Senesy

Files inc;lgde information on personnel - e.g. job descriptions, information on any work
related injury, and other miscellaneous data.

1. RECORﬁ SERIES -FORIIANS! 8. RECORD SERIES SEQUENCE 9. YOLUME
M Fie Orawernis)
O Llener Sze C Microfim ¥ Aphaoencas Q Microfiim Rees (s)
a Caomouter Tape is)
" lega Sze 0 Comouter Tape g Numenca a Qther (Specty)
T Bouna 8oox O Flocoy Oisk g Chronoogical Numper 19 Records
o Audo Tace 2 Video Tave g Geogomem 10. ANNUAL ACCUMULATION
Q Fie Orawer ()
Q Ciher (Scecv) 8 Other (Specty) Q Microfim Reet (s)
N/A o Comouter Tapes)
Q Cther (Specty)
Numoer
|
11. ALE (S USED 12 FILE BECCMES INACTIVE AFTER
S Daty 3 Weekly X Morinty N/A 3 Momns) g Yeans) l
Numper .

13. CURRENT LOCATION(S) (Blg.. Fiocr. Room)
Heritage Office Complex

2662 Riva Road, 4th Floor
MS 7403

14. S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specty agency of cffice)

o Yes

XX No

15. ACCESS RESTRICTIONS (Iif yes. cte iamis) & regumanonis)

Q Yes A No

16. AUDIT REQUIRESENTS

¥ None 3 Stae g Feoerat

17. IS AN INDEX SYSTEM USED? (If yes. expam onefly ana
CESITOE ANy NATOWAreSoiware)

18. RECOMMENDED RETENTION

|

Permanent 1

' s Y ¥ No :l
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 1. DATE ;‘
Comie Ahlauist, Firarcial Amalyst (410) 222-7588 May 20, 1994 1

NI 504 Pavems UV
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