. Schedule No.
AAIIEJ[IJ\JI\]%DEL Anne Arundel County c-770
(" COU[\"I"Y OFFICE OF CENTRAL SERVICES Page No.
~IMARYLAND Records Management Division 1of 1

RECORDS RETENTION AND DISPOSAL SCHEDULE

AGENCY  pepartment of Public Works DIVISION Water Operatior#
ftem No. Description ' Retention
1. DAMAGE ACCOUNTS ~ WIM RECOMMENDATION: RETAIN

Files contain information for th2 billing of repairs FIVE YEARS, THEN DESTROY |
- made by Utilities to property damaged by outside
contractars and individual citizens.

2.| OPERATING AND MAINTENANCE (O&M) FILES RECOMMENDATION: RETAIN
Historical files for all Water sections pertaining FOR LIFE OF BEQUIPMENT/
to well logs, equipment information, facilities and FACILITIES/VEHICLES
wells. Descriptions and specifications for LEAVE OUR AREA - FILES
construction, maintenance, and operation of wells GO WITH THEM, THEN

and water treatment facilities. Vehicle operating and |DESTROY.
maintenance files.

3. OPERATING REPORTS AND COST ANALYSIS - RECOMMENDATION: RETAIN
Reports generated for chemistries, pumpage treatment FIVE YEARS, THEN DESTRRB¥.
processess, for operating and maintaining water : :
treatment plants, as well as cost analysis and
productivity comparisons for the water section.

4. REGULATORY REPORTING |JRECOMMENDATION: RETAIN
Federal and State government mandatory reporting FIVE YEARS OR ONE YEAR
information required about chemistry, production AFTER STATE AUDIT, THEN
and water treatment and operating processess. DESTROY.

5. GENERAL FILES - ALL WATER OPERATIONS SHECTIONS RECOMMENDATION: RETAIN

Correspondence files on the administration, operation, |FIVE YEARS , THEN DESTROY.
and maintenance of Water Operations.

6. | FLSA TIMESHEETS - ALL WATER OPERATIONS SECTIONS RECOMMENDATION: RETAIN

Contains FLSA - Fair Labor Standard Act - timesheets MANDATORY THREE YEARS -
fornunberofhoursandtyp&sofleaveusedper THEN DESTROY
employee.

7. AGREEMENTS RECOMMENDATION: RETAIN
Baltimore City water purchases, Bell Atlantic leasing, [UNTIL LICENSE EXPIRES,
and any miscellaneous water related agreements. THEN DESTROY.
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IWSTRUGTIONS - TYFE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWNARD “NTH AECSRDS RETENTION
SCHEQULE [DGS 550-1)

PO. BOK 27 - JESSUP, MARTLANG 20794 Paga 1, ot _1
l%: mm
1. DEPARTMENTIAGENCY 2 pMmsion A UMY -
A. A. Co. DPW-Bur of UTOP Water Operations Administration

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGZMENT DIVISION
TIrs WATERLOG ROAD

DEFINITION - Recoida Serien - A group of telated records noimally Aled and yved se ¢ anit for referance as

waeil 20 retention snd dispoaition purpoae.

4 RECORD SERIES TITLE
Damage Accounts-WLM

§. EARLIEST YEAR / LATETEST YEAR

1989+ present

8. RECORD SERIES DESCRIPTION ( Briefly gescrbe the types of informanon/documenit/tomms found in ihe Senes.  Include the purpose or function of the Senes)

Files contain information for the billing of repairs made by utilities to property
damaged by outside contractors and individuals

7. RECORD SERIES FORMAT(SI 8. RECORO SERIES SEQUENCE 3. VOLUME -
{2 File Orawet(s)
O Leter Sze o Migofim G Aphabetcal O Mrwrofim Reel (3)
Q Comouter Tape (s)
X Legal Sze 0 Computer Tzpe o Numencal 5 O Other (Speedy) -
Q Bouna Book O Floppy Disk 3 Chronological Numoer
O Audo Taoe O Video Tape 0 Gaographical 10. ANNUAL ACCUMULATION
¥ File Orawer (s)
O Other (Spectfy) a Other (Specify) O Microlitm Reel (3)
o Compuier Tape(s)
1/3 © Otber (Speafy)
Number
11. FALE IS USED 12, FILE BEGQMES INACTIVE AFTER
a Day O Weekly g% Moniy 3 O Montiys) 2  Year(s)
Number

13. CURRENT LOCATION(S) (Bldg.. Fioor, Room)
7409F B & A Blvd
Glen Burnie MD

14. (S RECORD SERIES QUPLICATED ELSEWHERE? (I yew. specdy agency or office)

O Yes

8 No
15. ACCESS RESTRICTIONS (Il yes, cta law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
a Yes ax No X None 0 Shae O Federat O  independent
17. IS AN INDEX SYSTEM USED? (I yes. explain befly ang 1L, RECOMMENOED RETENTION
desarbe any haroware/software) : 5 Years
aXves_ IDDU Provides g po
Information about each damage
19. NAME ANO MITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Sarah A. Shanefelter, Mmal 410-222-6070 6/30/94

S35 Peanat (7T




INSTRUGTIONS ~ TYFE OR PRINT A SEPARATE FORIM FOR GACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWNARD AT RECSRDS RETENTION RECORDS MANAGEMENT OMSION
SCHEQULE (DGS 550-1) TITS WATERLOQ ROAD 7
P.O. BOX S - JESSUP, MARYLAND 20734 Page __ 2 ot
— —_——————  —  ——  —— ——————— — ———_— —————
1. DEPARTMENT/AGENCY 2 DviStoN . 3 uNIT
i A. A. Co. DPW-Bur of UTOP Water Operations Administration

DEFHITION - Recoida Serins - A proup of related records nommally flled and yyed =a & unit for reference s
4. RECORD SERIES MITLE

wall a8 tetention snd dispocition purpoues.

§, EARLIEST YEAR / LATETEST YEAR

Operations and Maintenance Files 1980 ropresent

6. RECORD SERIES OESCRIPTION ( Briefly gescribe the types of informauen/documenistomns found o the Senes. Include the purpose of function of the Senes)

Historical files for all water systems pertaining to well logs, equipment information,
facilities and wells, descriptions and specifications for construction, maintenance °
and operation of wells and water facilities vehicle operation and maintenance files.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME -
g File Qrawet(s)
D Lengs Sze o Mizofim C)J( Aphabetical O Microfim Reel (s)
Q Comenter Tape (s)
O Legal Sze 0 Camputer Tape Q Numencs) 0 Other (Specdy)
5 - T
Q Bound Bonk Q@ Floppy Disk 8 Chronalogical Numper
a Audo Tape O Video Tape Q Gaographical 10. ANNUAL ACCUMULANON
3 File Qrawer (5)
O Other (Spectfy O Other (Specify a Microfitm Reet (3)
( ’ ) 0 Computer Tape(s)
C Other (Speafy)
—3
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
X Oady 0O Weekly O  Monthly 2 O Month(s) xO  Year(s)

Numbes

1. CURRENT LOCATION(S) (B'dg., Fioor. Room)
7409D B & A Blvd 'Gler] Burnie o Yes % No
Dorsey WIP
Arnotd—WEe

15. ACCESS RESTRICTIONS (If yes, ene 'aw(s) & requiation(s) 16. AUDIT REQUIREMENTS

14. IS RECORD SERIES QUPLICATED ELSEWMERE? (1 yeu. specfy sgency of office)

a Yes K No X3 None o State 0 Federal O  independent

17. 1S AN INDEX SYSTEM USED? (M yes. explain bnefly and 16. RECOMMENOED RETENTION
descrie any haroware/soltware)

For life of facility or vehicle
% Yes Computerproagrams® No
to access vehicle maintenance, well maintenance record

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Sarah A. Shanefelter, MAI 410-222-6070 6/30/94
—— e ——— — e e

BRSO R RCT Y S i on |




SCHEOLLE (DGS 550-1)

[MSTRUGTIONS - TYFE OR PRINT A SEPARATE FOFIM FOR EACH NEW
REVISED RECORO SERIES. FORWARD “ATW REC2R0S RETENTION

: PO. BOX 275 - JESSUP. MARYLAND 20794 Page 3 of _7
IL'_—*‘*‘—'—A — —— T —— = mgmﬁ
1. DEPARTMENT/AGENCY 1 oMsioN . 3 UMY ‘
A. A. Co. DPW-Bur of UTOP Water Operations Administration

DEPARTMENT OF GENERAL $ERVICES AGENCY RECORDS INVENTQRY
RECORDS MANAGEMENT DIVISION
77 WATERLOG ROAD

DEFINITION - Records Saries - A group of related records nomally Rled and uved se & unit for reference ea

wall 88 tatention snd dlapoaition purposes.

4 RECORD SERIES TITLE

Operating Report and Cost Analysis

S, EARLIEST YEAR / LATETEST YEAR

1970 yo present

for the water section.

8. RECORD SERIES OESCRIPTION ( Briefly gescribe the types of information/documanistoms found i ihe Senss.  Include the purpose of funclion of the Senas)

Reports generated for chemistries, pumpage treatment processes, for operating and .
maintaining water treatment plants, as well as cost analysis and productivity comparisons

1. RECORD SERIES FORMAT(S} 8. RECORO SERIES SEQUENCE 9. VOLUME s
& File Orawer(s)
O Lenss Sze o Micefim R Aphadelical a Micsofiim Reel (9)
. O Computer Tape (s)
- @ Legy Sze 0 Computer Tapa Q Numenca) 60 o Other (Specify)
@ Bound Book O Flopoy Disk Q Clvonological Numpes
O Audo Tape 0 Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
R File Orawer (s)
O Other {Specty) O Other (Specily) a Mierofitm Reet (s)
a Computer Tape(s)
5 O Other (Speatfy) ____
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
X Oady O Weekly a  Monthly 2 o Month(s) g, Year(s)
Number

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

Arnold WIP
Dorsey WIP

7409D&F B & A Blvd, Glen Burnie

14. 13 RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specty agency of office)

O Yes B No

13. ACCESS RESTRICTIONS (I yes, cia 'aw(s) & regulation(s)

O Yes g No

16. AUDIT REQUIREMENTS

Oy Nona o State O Federat O independent

descrioe any haroware/sottware)
Computer Generated

9 Y& yater—infermatiorf M
Lost information.

17. 15 AN INDEX SYSTEM USED? (I yes. explain brefly and

16 RECOMMENOED RETENTION

Five Years

19. NAME ANO NITLE OF PREPARER
Sarah A. Shanefelter, MAI

IO I B TP B |

20, TELEPHONE NUMBER 21. DATE
410-222-6070 6/30/94




IMSS.RUCTIONS - TYPE OR PRINT A SEPARATE FORM 7OR GACH NEW
REVISED RECORD SERIES. FORWNARD “N1H RECCORDS RETENTION
SCREQWLE (DGS 550-1)

TIrs WATERLOG ROAD 4 7
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page of
J___._____.—_._ _—
1. DEPARTMENT/AGENCY 1 owISIoN 3. UNIT .
' A. A. Co. DPW-Bur of UTOP Water Operations Administration

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT QIVISION

DEFINITION - Records Saries - A group of relatsd records nermally flled snd uved ae ¢ onit for reference as

well 28 retantion and disposition purpanes.

4 RECORD SERIES TITLE
Regulatory Reporting

§, EARLIEST YEAR / LATETEST YEAR

1987 rgpresent

6. RECORD SERJES OESCRIPTION ( Briefly sescride the types of informanion/documenttfomms found i ihe Senes. Include the purpose of funciion of the Senes)

Federal and State government mandatory reporting information required about
Cchemistry, production and water treatment and operating processes.

7. RECORD SERIES FORMAT(S} §. RECORD SERIES SEQUENCE 9, VOLUME -
& Fite Drawet(s)
O lenes Sze Qo Micofim 2 Aphabencal a Mwrofim Ree (3)
Q Computer Tape (s)
0¥ ega Sze @ Cempuler Tzpa X Numenca 29 O Othes (Speefy) __
Q Bound Book Q@ Floppy Disk %(Chm\dogiw Numper
a Audo Tave o Video Tape D Gaographical 10. ANKUAL ACCUMULATION
|/ File Qrawer (s)
O Other (Specrly) O Other (Specily) Q Microfilm Reel (3)
a Computer Tape(s)
> O Other (Speatfy) ____
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
oX Daty O Waekly a  Monhly 2 O Month(s) & Yesr(s)
Nufnber

13. CURRENT LOCATION(S) (Bldg., Floor, Room)
7409 D&F B & A Blvd, Glen Burni

4

14. (S RECORD SERIES QUPUICATED ELSEWHERE? (if yes. specfy sgency of office)

X No
Dorsey WTP o Y=
: 3-WER
15. ACCESS RESTRICTIONS (Il yes, cia law(s) & regulationis) 16. AUDIT REQUIREMENTS
a Yes & No a None % Shte & Federal O independent

7. 15 AN INDEX SYSTEM USED? {f yes. exptain bnefly and
descroe any haroware/software)
Computer Generated
o Ys_State Reparting © Mo
Information

1L RECOMMENOED RETENTION
" Five Years or One Year After Audit

19. NAME AND NITLE OF PREPARER
Sarah A. Shanefelter, MAI

0. TELEPHONE NUMBER
410-222-6070

2. DATE
6/30/94

SO0 A4 Pmeat (T
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REVISED RECORD SERIES. FORNARD NTW RECZROS RETENTION
SCHEQULE (DGS 550-1) '

1. DEPARTMENTIAGENCY
A. A. Co. DPW-Bur of UTOP

|MSTRULTIONS = TYFE OR PRINT A SSOARATE FOfM FOR EACH NEW

: P.O. BOX 275 - JESSUP, MARYLAND 20754 Pags D ot _7

o ———— — =

DEPARTMENT OF GENERAL $ERVIGES AGENCY RECORCS INVENTQRY
RECORDS MANAGEMENT OIVISION
TIrs WATERLOG ROAD

e c—

2 DMStaN 1 uNIT

Water Operations Administration

DEFINITION - Recorde Sartes - A group of related records normally lled 1nd uved as 4 unit for reference as

wall a8 retantion and disposition purpexes.

4 RECORD SERIES TITLE

General Files- All Water Operations Sections 1989 yo_present

§. EARLIEST YEAR / LATETEST YEAR

8. RECORD SERIES QESCRIPTION ( Briefly gescrbe the types ol

Correspondance files about the
Water Operations

information/dozumentsfomms found in the Senes.  Include the purpose ¢or function of the Senes)

administration; operation and maintainance of

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 3. VOLUME :
X Fite Orawet(s)
O Lener See a Micrafim X Aphaoetizal . a Mxzofilm Res (s)
) Q Comouter Tape (s)
OXlegal Sze O Computer Tape O Numencal 15 o Oinss (Specrfy)
a Bouna Book Q Flopoy Disk a Chronological Numper
a Audo Tape O Video Tape 0 Geographiz 10. ANNUAL ACCUMULATION
K File Drawer (3)
O Other (Spectfy O Otwr(Specty) T Migofim Rest (s)
( ) ( ) a Compuier Tape(s)
0 Q Other (Spectfy) _
Number
11. FLE IS USED 12. FILE BEGOMES INACTIVE AFTER
¢ Daty O Weekly a Montly 2 O Monnis) X Year(s)

Nurnber

13. CURRENT LOCATION(S) (Bldg.. Fiocr, Room)
7409 D&F B & A Blvd

14, IS RECORD SERIES OUPLICATED ELSEWHERE? (f yes. specfy agency of office)

» Glen Burnie o Yes X No

Arnold WTp '
15. ACCESS RESTRICTIONS (I yes, cla 'aw(s) & regulation(s) 16. AUDIT REQUIREMENTS

o Yes ax No 38 None o State O Federa a  independent
17. 1S AN INDEX SYSTEM USED? (I yes. explain brefly and 18. RECOMMENCED RETENTION

descrioe any haruware/software) :

Five Years

o Yes g No
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Sarah A. Shanefelter 410-222-6070 6/30/94

e — —— — —

0G5 5504 (Revad VS
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INSTRUCTIONS - TYPE QR PRINT A SEPARATE FOAM ZOR GACH NEW DEPARTMENT OF GENERAL SERVICES

AGENCY RECORCS INVENTQRY
REVISED RECORD SERIES. FCRNARD “ATK RECSRDS RETENTION RECORDS MANAGEMENT OMISION

?D}EOM (DGS $50-1) 7275 WATERLOQ ROAD

‘ P.O. BOX 5 - JESSUP. MARYLAND 20704 Page 6 o 7

e vet——

\. DEPARTMENTIAGENCY 2 DIVSioN LT -
A. A. Co. DPW-Bur of UTOP Water Operations Administration

DEFINITION - Recoide Series - A group of related records normally Rled xnd uved at a untt for reference as well a8 retanton snd disposition purpozes.

4. RECORD SERIES TITLE §. EARLIEST YEAR | LATETEST YEAR

. 1990 __present
FLSA Timesheets T

6. RECORD SERIES OESCRIPTION ( Briefly gescribe the types of infermatioVdocumentsomms found in the Senes. Include the purpese of function of the Senes)

Fair labor Standard Act timesheets for number of hours and types of leave used per’
employee (120 employees)

1. RECORD SERIES FORMAT(S} 8. RECORD SERIES SEQUENCE 3. VOLUME
QO Fiie Drawel(s)
O Lefer Sze o Micofim 8 Aphabetical . o Micrefim Reef (s)
. O Comenser Tape (5)
O Lega Sze © Compuier Tape o Numenca 5 s Other (Speety)NOtebook
O Boung Book Q Floppy Disk X Clronologicat Numper
o Audo Taoe O Video Tape O Geographica 10. ANNUAL ACCUMULATION
O File Orawar (s)
B Other (Specy) _NOtebook O Other (Specity) Q Microfim Reat (s)
0 Comouter Tape(s)
0 & Other (SpectyfNOtEbOOK
Number
11. PLE IS useD 12, FILE BECQMES INACTIVE AFTER
o Oaty X Weekly a Monthly ___i___ 9 Month(s) B Years)
Number
13. CURRENT LOCATION(S) (Bdg., Floar, Room) 14, 1S RECORD SERIES QUPLICATED ELSEWHERE? (if yes. specdy agency of office) .
7409 D&F: B & A Blvd, Glen Burnik o Yes g N
Dorsey WTP .
————ATrRota—WER
15. ACGCESS RESTRICTIONS (If yes, cfa 'aw(s) & regulation(s) 16. AUDIT REQUIREMENTS
a Yes XK No O None O State X Fegeral 0  independent
17. S AN INDEX SYSTEM USED? (I yes. explain brefly and 1L REGCOMMENDED RETENTION
descrioe any harowareysoftware) :
, T & A on syst
K Yes ystem 3 Years Mandatory
1. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Sarah A. Shanefelter, MAI 410-222-6070 6/30/94
————— s ————_

033 5504 (Revmad UT3)
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INSTRUCTIONS - TYFE OR PRINT A SEPARATE FOf(M FOR GACH NEW
REVISED RECORD SERIES. FORWARD “ATM RECIRDS RETENTION
SCHEQLE (DGS 550-1)

DEPARTMENT/AGENCY
A. A. Co. DPW-Bur of UTOP

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT OMISION
T2 WATERLOG ROAD

P.O. BOX 27% - JESSUP, MARVLAND 20794 Page _ 7 o _1
—_— . ——— ————
2 DVISION . 3 UNIT
Water Operations Administration

DEFINITION - Recoids Secies - A group of telated records normally flled and uved as 8 unit for referenca ss

wall a8 retontion snd dlaposition purpones.

4

RECOQRD SERIES TITLE

Agreements

4. EARLIEST YEAR / LATETEST YEAR

1970rgresent

8. RECORD SERIES OESCRIPMION ( Briefly describe the types of information/documenittomms found in the Senes.  Include the purpose of funciion of the Senes)

Baltimore County Water Purchases, Bell Atlantic leasing, and Miscellaneous

Water related arguments

.
7. RECORD SERIES FORNAT() f. RECORD SERIES SEQUENCE 3, VOLUME -
8 File Drawer(s)
& Lenes Sae G Micofim 3§ Aphabetcal a Mmesofim Reel (s)
a Computer Tape {s)
O Legal Sze 0 Computer Tzpe 0 Numencal 1/2 o Oher Speedfy) __
g Boung Baok O Flopoy Disk 0 Chronological Numper
O Audo Tace O Video Tape Q Geographical 18. ANNUAL ACCUMULATION
File Qrawer (s)
0 Other (Spectiy) @ Other (Speciy) a Microfilm Reel (3)
0 Computes Tape(s)
O Other (Spectfy)
Number
11. FLE IS USED . 12 FILE BEGOMES INACTIVE AFTER
As required
a Day O Weekly o Monnly 0 O Mantn(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. (S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specdy agency of office)
7409F B & A Blvd Court House '
., X Yes . o No
Glen Burnie A/T——DPWN—
13, ACCESS RESTRICTIONS (Il yes, cAe taw(s) & regulation{s) 16. AUDIT REQUIREMENTS
a Yes X No & Naone O State O Federal O  independent
7. IS AN INDEX SYSTEM USED? (I yes. explain briefly and 1. RECOMMENDED RETENTION
descrive anry haroware/soitware) .
perpetual
a Yes 0 No
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Sarah A. Shanefelter, MAI 410-222-6070 6/30/94
— — — ——— &

LS N B P IS I |




