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RECORDS RETENTION AND DISPOSAL SCHEDULE 
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ANNE ARUNDEL COUNTY BOARD OF SUPERVISORS OF ELECTIONS 

Item 
No. Description Retention 

REGISTRATION FORM 

This threerpart perforated form consists of the 
fo l lowing sec t ions : top p o r t i o n , containing i n s t r u c 
t ions to the r e g i s t r a n t ; the middle p o r t i o n , containing 
space fo r information on past reg is t ra t ions ( t h i s por t i 
is sent to the county o f former residence to cancel 
r e g i s t r a t i o n t h e r e ) ; and the lower p o r t i o n , which 
contains the r e g i s t r a n t ' s name, address, social secur i t y 
number, sex, date of b i r t h , place of b i r t h , d i s t r i c t , 
p r e c i n c t , date of r e g i s t r a t i o n , party a f f i l i a t i o n and 
voter author i ty card number. These forms are of 
considerable and continuing reference value. 

Pol l_Books 

Record of reg istered voters ac tua l l y vot ing in each 
e l e c t i o n ; contains voter author i ty card number, party 
a f f i l i a t i o n , sex and name in books maintained fo r 
each prec inct and d i s t r i c t . 

VOTING AUTHORITY CARDS 

RETAIN UNTIL NEXT LIKE 
ELECTION (5 y e a r s ) , THEN 
TRANSFER HARD COPY TO ST. 
HALL OF RECORDS AND RETAIN 
MICROFICHE COPY IN OFFICE, 

pn 

RETAIN THROUGH NEXT LIKE 
ELECTION (5 1/2 y r s . ) , THEN 
DESTROY. 

Contains name, address, s ignature , e l e c t i o n , d i s t r i c t 
p r e c i n c t , vot ing order #, Regist rat ion Form #, i n i t ia l s ) 
of issuing judge and changes in reg is t rants name or 
address. A f te r e l e c t i o n , sent to Data Processing f o r 
Keypunching fo r master voter l i s t . 

RETAIN THROUGH NEXT LIKE 
ELECTION (5 1/2 y r s . ) , THEN 
DESTROY. 

VOTER LIST (COMPUTER PRINT OUT) I 

Prepared j u s t p r i o r to e l e c t i o n s , th is p r i n t out is 
a back-up l i s t sent to po l l ing places during the 
e lec t ion fo r marking o f f each v o t e r . 

RETURN SHEETS 

RETAIN THROUGH NEXT LIKE 
ELECTION (5 1/2 y r s . ) , THEN 
DESTROY. 

RETAIN SIX (6) MONTHS, THEN 
DESTROY, 

Booklet form return sheets are prepared for 
each precinct. Official Return Sheets 
-contain the , — — — — ^ ^ ^ ^ ^ 

S c h e d u l e A p p r o v e d by D e p o r t m e n t , 

A g e n c y , or D i v i s i o n R e p r e s e n t o r v o 

; S c h e d u l e A u t h o r i x e d by 
Ha l t o f R e c o r d s C o m m i s s i o n 

D o t e S t o r e A r c h i vi s t 
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RECORDS RETENTION DISPOSAL SCHEDULE 
(CONTINUATION SHEET) 

Description 

SCHEDULE 
NO. 

PAGE 
NO. 

Retention 

10 

1 1 

12 

13 

fo l lowing information: vot ing machine #, v e r i f i c a t i o n 
c e r t i f i c a t e s signed by judge of e l e c t i o n , space for yes/ 
no on each question and candidate, w r i t e - i n s , tota l votes 
c a s t , ft of voter author i zat ion cards issued. 

TEMPORARY- REG ISTRATI ON CERTiF!CATE & VERIFlCATION AFFID. 

This form is used to re instate voters who were f a l s e l y 
removed f o r f a i l u r e to n o t i f y of change in address. 
Contains yoter name, d i s t r i c t , p r e c i n c t , s ignature of 
vo ter and the signatures of one Democratic and one 
Republican o f f i c i a l . 

AFFIDAVIT OF PHYSICAL DISABILITY 

|This form is used when a voter needs assistance in the 
vot ing booth because of a physical d i s a b i l i t y . Contains 
space for voter name, address, explanation of d i s a b i l i t y , 
s ignature , date, d i s t r i c t , p rec inct and s ignature of 
judge of e l e c t i o n . 

WRf-TErIN BALLOTS 

[The ba l lo ts are recorded on a r o l l of paper f i t t i n g into 
tfre back of the vot ing machine. A f te r the e l e c t i o n , the 
resul ts are t ransfer red to the Return Sheets. 

A B S E N T E E B A L L O T S , I N C L , B A L L O T E N V E L O P E S , C E R T I F I C A T I O N S 
^JOTORfAL AFFIDAVITS , MEDICAL CERTIFICATES AND APPLICATIONS 
UNUSED BALLOTS £ PRIMARY BALLOT REPORT SHEETS, 

The absentee ba l lo ts contain spaces for marking candidate 
choice and yes/no for each quest ion. Recorded onto 
Absentee Ba l lo t Statement of Canvass, which is retained 
in o f f i c e . 

PETITIONS FOR NOMINATION/REFERENDUM 

CERTIFICATES OF CANDIDACY 

CAMPAIGN FUND REPORTS 

ELECTION DAY PHONE CALLS 

RETAIN THROUGH NEXT LIKE 
ELECTION (5 1/2 y r s . ) , THEN 
TRANSFER TO STATE HALL OF 
RECORDS. 

RETAIN THROUGH NEXT LIKE 
ELECTION, THEN DESTROY. 

RETAIN THROUGH NEXT LIKE 
ELECTION, THEN DESTROY. 

RETAIN SIX MONTHS, THEN 
DESTROY. 

RETAIN IN OFFICE FOUR (4) 
YEARS, THEN TO ST. HALL OF REC 

RETAIN IN OFFICE. FIVE (5) 
YEARS, THEN TO STATE HALL OF RCjDS| 

RETAIN FIVE (5) YEARS, THEN 
TRANSFER TO HALL OF RECORDS. 

RETAIN THROUGH NEXT LIKE ELECTI 
THEM DESTROY. 
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