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RECORDS RETENTION AND DISPOSAL SCHEDULE

AGENCY DEPT. OF PUBLIC WORKS DIVISION F/A:PERSONNEL

item No. Description Retention

1 PCLICIES, PROCEDURES AND DIRECTIVES

Files consist of policies, procedures and directives
set forth by the Department designed to influence and
determine decisions, actions and other matters
pertaining to the overall operation of the Department
including studies and reports conducted within the
Department. Retain Permanently,
Microfilm periodically
Upon verification of
film, destroy paper.
Transfer to State
Archives periodically.

2 FLSA TIME SHEETS

For Personnel Division of Finance/Admin. Mandatory 3-year
retention & then destroy
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RENSED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDWLE (DUGS 550-1)

1. DEPARTMENTIAGENCY

Anne Arundel County

RECORDS MANAGZHENT DIVISION |
7213 WATERLOS 9CAD

P.O. BOX 25 - .ESSUP. VARYUAND 20734 Page __1 ot :k

2. DIVISION 1 UNIT

Dept. of Public Works Finance/Administration

DEFINITION - Records Saries - A group of reiatyd records normaily filed 1nd usea as a unit for reference ss

waeil 33 retantdon and dispositian purposes. I

4. RECCRD SERIES TITLE

Policies, Procedures and Directives

5. EARLIEST YEAR ! LATETEST YEAR

70

8. RECCRD SERIES DESCRIPTION ( Bnefly cescroe the types of informano/voocumemsacims found in the Senes.  Inciuce the ourocse of funcicn of the Senesp

Policies, procedures and directives set forth by the Department designed to influence
and determine decisions, actions and other matters pertaining to the overall operation
of the Department including studies, and reports conducted within the Department

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
a File Orawens)
8 Leaer Sqe Q Murofim Q Abhacencal Q Microitm Reet (s)
0 Compuer Tape (s)
Q Lesu Sqe a Comouter Tzoe Numencas R Q Other (Specdy)
%2 1 binder
2 Bouna Soox Q Flocoy Oisk g Clvonooqeal Numoer
a Audo Tape Q Video Tape 3 Geogranmeas 10. ANNUAL ACCUMULATION
Q File Orawer (s}
@ Cther (Soecxrv a Other (Specry) Q Microfim Reet (s)
8 Commaer Tapets)
Q Other (Specdy) ______
n/a
Nurnoer
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
o Cav X weeky a  Momnty n/a 3 Momnts) O Yeans)
Numoer

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. soecny agency or office) l'

. . in all Divisi
2662 Riva Rd., 4th floor X3 ve _Copies in all Divisions g wo
18. ACCESS RESTRICTIONS (If yes. cne tawis) & requiationts) 18, AUDIT REQUIREMENTS
a Yes 0 XNo R None Q Slate 3 Fecern Q  Inoepencent

17. 1S AN INDEX SYSTEM USED? (if yes. expram tnedly ang
CESTIDR 3Ny RAOwarersutware)

Q  Yes

System/ 36 g No

18. RECOMMENDED RETENTICN

Permanently - @e,\_"lod.kcauvq transfer 4o Md.
State Archiwes

19. NAME AND TITLE OF FREPARER

20. TELEPMONE NUMBER 2L DATE

4




INSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECIRD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE MGS 550-,

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECURUD INVENIURT

727 WATERLOO RCAD
ot PO. aoxm.‘:(;;su;oumunn 274 Page v ot 2/
[ ——
1. DEPARTMENTIAGENCY 2 DIVISION 3 UNIT
ANNE ARBHEHTCC%M DEPT. OF FINANCE/ADMIN. PERSONNEL

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as weil as retantion and disposition purposes.

4. RECORD SERIES TITLE
FLSA TIME SHEETS

5. EARLIEST YEAR / LATETEST YEAR

DIVISION

FEDERAL LABOR STANDARDS ACT TIME SHEETS FCR THE PERSONNEL S

§. RECORD SERIES DESCRIPTION ( Briefly describe the types of informationvdocumems/orms found in the Senes. Inciude the purpose or function of the Senes)

ECTION OF THE FINANCE/ADMIN.

7. RECORD SERIES FORMAT(S)

dﬁtu Sze

8. RECORD SERIES SEQUENCE

9. VOLUME

B/Fde Orawer(s)

O Microfim G Alphabeucai O Microfim Reel (s)
O Computer Tape (s)
O Legal Sze 0 Computer Tape O Numencal 1 a Other (Spectfy)
g Bound Book O Floopy Disk G/Chrmdogxal Numper
Q Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
e Orawer (s)
@ Other (Specty) Q Other (Specty) Q Microfiim Reed (s)
0 Computer Tape(s)
1 O Qther (Specify)
Number
11. FILE IS USED 12 FILE BECOMES INACTIVE AFTER
8 Daiy m/Weeny G Monthly o O  Months) @ Year(s)
Numper

13. CURRENT LOCATION(S) (Bidg., Floor, Room)
2662 Riva Road, Anmnapolis, MD -
2nd Floor - Personnel

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

o Yes

oo

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

o

O Yes

16. AUDIT REQUIREMENTS

O None g State

v Fecera

Q  Independent

17. IS AN INDEX SYSTEM USED? (if yes, expiam dnefly and
describe any haroware/scitware)
oo

Q Yes

18. RECOMMENDED RETENTION

MANDATORY THREE (3) YEAR RETENTION, THEN DESTROY.

19. NAME AND TITLE OF PREPARER

ANNA D. BARAN, PERSONNEL MANAGER

20. TELEPHONE NUMBER
410-2227528

21. DATE
5/11/9%
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