
BALTIMORE COUNTY 
O F F I C E OF CENTRAL SERVICES 

Records Monogmmt DivUimi 

RECORDS BETEHTttrt AND DISPOSAL S C H E D U L E 

SCHEDULE ND. 

C - 6 8 4 

EKE NO. 

1 o f 1 

Community D e v e l o p m e n t G r a n t s A d m i n i s t r a t i o n 
AGENCY DIVISION 

ITEM 
NO. DESCRIPTION RETENTION 

2 . 

T h i s s c h e d u l e s u p e r s e d e s S c h e d u l e •;#C- ?4343 

FEDERAL CONTRACT FILES (GRANTS) 
Original proposals to Federal Government 
for Block Grant funds. Original copy of. 
Federal Contract, all related financial 
documentation including P.O.'s, Goods 
Received, etc. Becomes inactive after 
funds are expended (usually each fiscal 
year). 

STATE CONTRACT FILES (GRANTS) 
Original proposals to State Government for 
Grant funds. original copy of State 
Contract, all related financial 
documentation including P.O.'s, Goods 
Received, etc. Becomes inactive after 
funds are expended (usually each fiscal 
year). 

Retain in officd 
until grant closed 
then purge of al]| 
non-record material 
R e t a i n f o 
additional three (3)1 
years from datq 
closed or from dat 
received in Recorc 
Center, whichever is 
shorter, ther 
destroy. 

Retain in office 
until grant closed 
then purge of al'. 
non-record material. 
R e t a i n f o 
additional three (3) 
years from date 
closed or from date 
received in Recorc. 
Center, whichever is 
shorter, thei 
destroy. 

SCHEDULE APPROVED BY 
RECORDS MANAGEMENT OFFICER 

SIGNATURE 

SCHEDULE APPROVED BY 
COUNTY ADMINISTRATIVE OFFICER 

DATE 

SCHEDULE APPROVED BY 
I AGENCY,OR DIVISION REPRESENTATIVE 

SCHEDULE APPROVED BY • 
STATE ARCHIVIST I 

DATE 

<N i (REV. 1/86) 



iiwiittJWlDNS - l i l t Oft PR1NI A 
SEPARATE 'flOW FOR JfACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RBOORDS RETENTION SCHBJUUB. 

EEPAR&fNr OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. Box 275 

Jessup, Maryland 20794 

AGENCY RECORDS INVENTOR? 

'ARTMENT/AREUCY 

Community Development 

2. DIVISION 

G r a n t s A d m i n i s t r a t i o n 

Pfip.p 

1 . UNIT 

rrfTMTnrW-tnrmun OUTPC A C R 0 U ! ' 0 F R^'lED RECORDS NOWALLY FILED AND USED AS A UNIT FOR"" 
SERIB- ^ ^ ^ ^ D l S P 0 S | T l o N PURPOSES. 

4. RECORD SERIES THUS 
F e d e r a l 

C o n t r a c t F i l e s 

(i. RECORD SERIES DISCRIPT10N 

EARLTEST YEAK/MTEST YEAR 

1986 TO 1987 

(BRIEFLY DESCRIBE THE TYPES OF IWT^TtON/DOafflvNIS/FTWlS POUND' 
" IN HE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

O r i g i n a l P r o p o s a l t o F e d e r a l Govt , f o r Block Grant f u n d s . O r i g i n a l fopy of F e d e r a l C o n t r a c t , 
a l l r e l a t e d f i n a n c i a l d o c u m e n t a t i o n i n c l u d i n g P . O . ' s ; Goods R e c e i v e d , e r e . Become i n a c t i v e 
When funds have been expended . ( U s u a l l y each F i s c a l Y e a r ) . 

7. RECORDS SERIES FORMSKS) 
I) verm sia UMKKJFDM 

h) LEGAL SIZE !.] OOMFUTER TAPE 

BOUND BOOR [J FLOPPY DISK 

] AUDIO TAPE 11 VIDEO TAPE 

0 OTHER(SPECIFY) 

8. RECORDS SERIES SftOjUENCE 
[J ALPHABETICAL 

M NlWERlCAL 

13 aiRONoLOSICAL 

I ] GEOGRAPHICAL 

[3 OTHER SPECIFY 

by c o n t r a c t 9 

I I FILE US USED 
1$ DAILY [ J WEEKLY [ ) MONTHLY 

13. CURRENT LGCATION(S) (RLDO., FLOOR, ROOM) 
(If yes, specify agency or office 

1 I n v e s t m e n t P l a c e , S u i t e 105 

15. ACCESS RESTRICTIONS IJ YES feiNO 
(If yes, c i t e law(s) & regulat ion^) 

9. VOLUME 
FILE DRAWER(S) 

tJ MICROFILM REEL(S) 
3 H COMPUTER TAPB(S) 

NUMBER " 1 ] OTHER SPECIFY 

10. VULtHZ 
[ 3 F M DRAHER(S) 
t ] MICROFILM REELS(S) 

_ 4 H OCMFUTER TAPE(S) 
NUMBER I ] OTHER(SPECIFY) 

12. FILES KfcaiE INACTIVE AFTER 
( 3 ftWtH(B) U YEAR(R) 

NUMBER ( i m m e d i a t e l y a l t e r $ 3pent ) 

14. IS RECORDS SERIES DUPLICATEn ELSEWHERE7 
(Sometimes in Co. Counc i l f i l e s ) 

t l Y F S [ ) NO 

Ifi. AUDIT REOUimfe T 
13 NONE M Si ATE FEDERAL [J ItoJEFf-NDFNt 

LAnriyalJ.y . l_ 
17. IS AN INDEX SYSTEM USED? (if yes, explain brinfly and 

describe and hardware/software) 
0 YES H MO 

N/A 

18. RECOHfeNUED RETENtlON 

3 y r s . ftorn dat<? c l o s e d ( k f t e r funds 
a rp expended^ 

igPWfi AND TITLE OF PREPARER 20. TF2PMote NUM&ER 21. DAIF. 
Ruth Brown, Off ice A s s t . 887-6055 2/2.1/92 



.SEPARATE raw FOR Men raw OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE. 

J . DEPARTMENT/AGENCY 

Community Development 

DEFmiTTClN-KEOORO SERIES-

mmum OF C W L SERVICES 
warns MANAGEMENT ni v i s ion 

7275 WATERLOO ROAD 
P.O. Box 275 

_ Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

2. DIVISION 

G r a n t s A d m i n i s t r a t i o n 

3. tJMIT 

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS REIENIION AND DISPOSITION PURPOSES. 

4. RECORD SERIES TITLE 
S t a t e 

C o n t r a c t F i l e s 

6. RECORD SERIES DISCRIPTK* 

EARLIEST YEAR ATTEST YEAR 

1986 TO 1987 

(BRIEFLY DESCRIBE THE TYPES OF MTJPMATtON/OXlflWl'S/roRfR POUND' 
' IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF TIF SERIES) 

O r i g i n a l P r o p o s a l t o S t a t e . Govt , fo r Block Grant f u n d s . O r i g i n a l fopy of Sfeafeg'' C o n t r a c t , 
a l l r e l a t e d f i n a n c i a l d o c u m e n t a t i o n i n c l u d i n g P . O . ' s ; Goods R e c e i v e d , e t c . Become i n a c t i v e 
vhen funds have been expended . ( U s u a l l y each F i s c a l Y e a r ) . 

7. RECORDS SERIES FORMST(S) 
rj LETTER SIZE U MICROFDM 

H LEGAL SIZE U afftVIER TAPE 

U BOUND BOOR t] FLOFPY DISK 

H AUDIO TAPE [ ] VIDEO TAPE 

[1 OTHER(SPECIFY) 

8. RECORDS SERIES RE0UENCE 
[J ALPHABETICAL 

M NIHERICAL 

f.J aiRONOtJOGICAL 

U GEOGRAPHICAL 

U OTHER SPECIFY 

9. VOLUME 
WtFitB DRAWER(S) 
U MICROFILM REEL(S) 
t.l COMPUTER WPE(P) 

NUMBER f1 OTHER SFECtFY 

by c o n t r a c t 

11 FTJJ5 US USED 
13 DAILY [ 1 WEEKLY t.l rCNlHLY 

13. CURRENt lOCATION(S) (RfJDG., FLOOR, ROOM) 
(If yes, specify agency or office 

1 I n v e s t m e n t P l a c e , S u i t e 105 

15. ACCESS RESTRICTIONS [ ] YES fejcNO 
(If yes, c i te law(s) regulat ions) 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe and hardware/software) 

[ ] YES H No 

N/A 

10. 
U FILE DRAWER(S) 
U mCPffFILM REGIES) 

_ £ U Cd-ftiriER TAPE(S) 
NIMBER U OTHER( SPECIFY) 

12. FITES SF-Cd-E INACTIVE AFTER 
U ttWH(S) t l YEAR(R) 

NUMBER ( i m m e d i a t e l y a l t e r $ s p e n t ) 

)4. IS RECORDS SERIES DUPLICATED ELSFWHERE? 
(Sometimes in Co. Counc i l f i l e s ) 

ilYF.S U NO 

16. AUDtT REOUlREMt i 
U NONE I; 3 Si ATE rEDERALv [J \lrtJFJTCWENT 

.... ( A n n u a l l y ) . • • :-
18. REOtHteNWJl RETENttON 
3 y r s . ffo^n d a t e c l o s e d / a f t e r fun'ds 
a r« expended) 

), rWfi AND TITLE OF PREPARER 
TUith Brown, Off ice A s s t . 

20. TTittfcte NUMBER 
887-6055 

21. DA1E 

2 / 2 1 / 9 2 

file:///lrtJFJTCWENT

