!)GB-!IIOJ DEPARTMENT OF GENERAL SERVICES SCHEDULE
._ Rocords Managemaent Division NO.
Y., 7/a6 C-677
no.. 1 0f 1
RECORDS RETENTION AHD DISPOSAL SCHEDULE
Anne Arundel County Office of Manpower
AGENCY O VI SION
ltein
No. Description Retention
1. | GENERAL CORRESPONDANCE: Subject arrangement of Directives, policies and

original incoming letters, copies of outgoing letters,| other material related to

memoranda, studies, reports, directives, policies, the planning and policy

and other material related to the administration of that illustrates the

the office. development of the office,
retain permantly for event-
ual transfer to the Archives.
All others, for 5 years, o
until all audits are
complete, in Records
Center, then destroy.

2.} PROGRAM FILES: In-house and contract vendors of

Schedulo Approved by P

‘Agu\q, ot Division AR

training programs. General correspondence, invoices,
paid bills, purchase orders.

CLIENT/PARTICIPANT FILES: Individual trainee files

containing all required Federal/State documentation
needed to enroll client in training.

LEAVE AND TIME SHEETS: Office copies of employee
annual leave and daily time recordings.

GENERAL ACCOUNTING RECORDS: Office copies of expense

reports, bills, invoices, purchase orders.

CONTRACT PROPOSALS (RFP'S): All correspondance

dealing with annual requests for proposals. General
correspondence, acknowledgements, grading sheets,
acceptance or rejection letters, negotiation
procedings.

Retain 5 years in Records
Center, or until all auditg
are complete, then destroy

Sdndulo Authorlzed by

Title

7‘/ /7 M/

State Archiviet




--TYPE OR PRINT A
TE FORM FOR EACH NEW OR
EED RECORD SERIES, FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

PR

FAGENCY RECORDS *INVENTORY - ‘

7278 WATERLOO ROAD
RECORDS RETENTION SCHEDULE P.O. BOX 278 1 6 l
3801 PAGE - or
) JESSUP, MARYLAND 20794
. DEFARTMENT /AGENCY 2. DIVISION 3. UINIT

Anne Arundel County

Office of Manpower

“FINIT1ION-RECORD SERIES-A OROUP OFf RELATED RECORDS NORMALLY FILED
REFERENCE AS BELL AS RETENTION AND DISPOS

- RECORD SERIES TITLE

GENERAL CORRESPONDANCE

AND USED AS A UNIT FOR '
|
LII1ON PURFORER

8. EARLIEST YEAR/LATEST YEAR
1981 g0 1990

+ RECORD SERIES DESCRIPTION

‘TN THE SERIES.

‘-RIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTBIFORNS FFOUND
INCLUDE THE PURPOSE OR FUNCTION OF THMK anmzsl

Subject arrangement of original incoming letters, copies of outgoing letters,
memoranda, studies, reports, directives policies, and other material related

. to the administration of the office.

[a]
e

[

. RECORD SERIES FORMAT(S)
X LETTER 812 O MICROFILM
GAL élzz O COMFUTER TAPE
BOUND BoOK O FLOPPY DISK

J AUDIO TAPE 0O VIDEO TAPE

¢. RECORD SERIES SEQUENCE
X aLPHABETICAL
O NUMERICAL
O CHRONOLOG ] CAL

0 GEOGRAFPHICAL

9. VOLUME

XXFILE DRAWER(S)
19 O MICROFILM REEL(S)

O COMPUTER TAPE(S)
“U“BdixxchER(SPECIFY) |
: oX

10. ANNUAL ACCUMULAT ION
] OTHER( SPECIFY) O OTHER(SPECIFY) XX FiLE DRAWER(S)
3 00 MICROF ILM REEL(S)
: KOMERR U COMPUTER TAPE(S )
0 orvrR(sPECIFY) !
* FILE 1S USED 12. FiLE BECOMES INACTIVE AFTER !
O pAalLY X weEKLY O MONTHLY B O MONTH(S) HXYEAR(S)
'. CURRENT LOCATION(S) (BEFG' rﬁgon,noou) f4. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
Arundel Center, 44 Ca Veft t (l' Yes SPECIFY 2.GENCY OR OFFICE) !
i 415 and 2 M ;
Annapolls, MD 21401 Rooms O YES XX No
i. ACCESS RESTRICTIONS 0 yes Kno 16. AUDIT REQUIREMENTS

{ir ves, ci1Tx LAwls) & rREauLATION|S)

'

!
D none XXsTate XH rEperaL XX INDEPENDENT |

’.llS AN INDEX SYSTEM USED?! (1p YRS.E)PLAIN
BARIRFLY AND DESCRIBE ANY MHARDRARE/BOFTWARK)

o) st;)c( NO
i

!

o

t 2

.
‘ '

¥
]

RECOMMENDED RETENT ION X
2 Years in Office - Room 415 l
3 Years in Records Center, then destroy |
Directives, policies and other material related

to the planning and policy that illustrates the
development of the office, retain permantly for

1. NAME AND TITLE OF PREPARER
Frank C. Rauch

Executive Assistant

20,

TELEPHONE NUMBER
(301) 222-1319

eventual transfer to the Archives. i

21. DATE

DGS 880-4 (REVISED 2/87)




--TYPE OR PRINT A

TE FORM FOR EACH NEW OR -
6ED RECORD SERIES., FORWARD
TH RECORDS RETENTION SCHEDULE

PN
DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVIS JON FAGENCY RECORDS YINVENTORY -

7278% WATERLOO ROAD

P.O. Box 278 7 6
3 880-1) JESSUP, MARYLAND 20794 PAGE or
DEFARTMENT / AGENCY 2. DIVISICN 3. wNIT )

Anne Arundel County

Office of Manpower

“FINITION-RECORD SERIES.? OROUP OF RELATED REZCORDS NORMALLY FILED AND USED AS A UNIT FOR

RECORD SERIES TITLE

ARFERENCE A AELL A RETENTION AND DISFOBSITION FPUBPFONER

5. EARLIEST YEAR/LATEST YEAR

PROGRAM FILES 1981 4o 1990

. RECORD SERIEES DESCRIPTION ‘IRII'LY DEXSCRIAE THE TYPES OF INFOMTION/DOCMNTBIFOM FOUND

i
i
|
!
|
]
!
i
H
i
|
[

4N THE SERIES,

In-house and contract vendor records fof training programs.
invoices, paid bills, purchase orders.

INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES )

General correspondence,

RECORD SERIES FORMAT(S)
X LETTER S1zE O MICROFILM
GAL ;IZE O COMFUTER TAPE
BOUND BOOK O FLOPPY DISK
] AUD1O TAPE O VIDEO TAPE
} OTHER(SPECIFY)

1

8. RECORD SERIES SEQUENCE 2. VOLUME

XX AL PHABET 1CAL XA FILE DRAWER(S)
O MICROFILM REEL(S)

O NUMERICAL 20 0 COMPUTER TAPE(S)
NUWBER SPECIFY
O CHRONOLOGICAL X oTHER( }

Box

0 OGRAPHICAL
cE ! 10. ANNUAL ACCUMULAT ION

¥§ OTHER{SPECIFY) X FILE DRAWER(S)
2 O MICROFILM REEL(S)

By Training program KRGMBER O COMPUTER TAPE(S)

e

0 oTHER(SPECIFY)

FILE 1S USED 12. F|LE BECOMES INACTIVE AFTER I
. O pAalLY X wEEKLY O MONTHLY 2 0 MONTH(S) HXvEAR(S) '
RUMBER
. CURRENT LOCATION(S) ‘?Efc‘ QOR, ROOM ) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE ! ,
Arundel Center’ 44 a Ver.trlst . (IP Yes SPECIFY 2.GQGENCY ORN °FF|CE, !
) . .
Annapolis, MD 21401  Rooms 415 and 2 O vES XP NO |
|, ACCESS RESTRICTIONS 0 yes XXno 18. AUDIT REGQUIREMENTS

{:r vyea, ciTE LAW(®) & RrGULATION(S)

0 None KXsTAaTe XB reperaL XX INDEPENDENT

T 'IS AN INDEX SYSTEM USED?! (1¢ vEO,EXPLATN
| WMRIEFLY AKD DRSCRIBE ANY HARDRARE/BOFTRARK)

P )
0 vyeEs %XK NO
{

i i
: |

ty +

‘ '

18. RECOMMENDED RETENT ION L
2 Years in Office - Room 415 -

i

3 Years in Regords'Centef:, .then destroy

LI

‘. NAME AND TITLE OF PREPARER
Frank C. Rauch

Executive Assistant

20. TELEPHONE NUMEER 21.! DATE
(301) 222-1319

PGS 8%0.4 (REVISED 2/87)




--TYPE OR PRINT A
TE FORM FOR EACH NEW OR '
EED RECORD BERIES, FORWARD
T™ RECORDS RETENTION SCHEDULE
880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

P

FAGENCY RECORDS *INVENTORY

PAGE 3 or 6

. DEFARTMENT /AGENCY
Anne Arundel County

2. plvisION

Office of Manpower

3. uNIT

ZFINITION - RECORD SER'EB.A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS RELL AS RETENTION AND DISPFOS

. RECORD SERIES TITLE

CLIENT/PARTICIPANT FILES

AND USED AS A UNIT FOR
LTIION PURFOBESR

8. EARLIEST YEAR/LATEST YEAR
1981 4o 1990

RECORD SERIES DESCRIPTION

|
}
{
i
i
|
!
i
H
!
:
§
i

4N THE SERIES.

‘IRIIFLY DESCRIBE THE TYYPES OF INFORMATION/DOCUN!NTB/FORMS FOUND
INCLUDR THE PURPOBE OR FUNCTION OF THK SEFIES)

Individual trainee/client/participant files containing all required Federal/State
documentation needed to enroll clients in training.

. RECORD, SERIES FORMAT(S)
XLsTTtnislzz O MICROFILM
GAL S1ZE O COMFUTER TAPE
BOUND BOOK DO FLOPPY DISK
1 AUDIO TAPE 0O VIDEO TAFE
) OTHER( SPECIFY)

1

8. RECORD SBERIES BEQUENCE
XXALPHAEETICAL
0 MUMERICAL

D CHRONOLOGICAL,

9. VOLUME

KXFILE DRAWER(S)

30 O MICROFILM REEL(S)
O COMPUTE

FOWEER c R TAPE(S)

R gXoTHER(SPECIFY)
© anb0oX

0 GEOGRAPHICAL
¥X OTHER{SPECIFY)

By Training Program

10. ANNUAL ACCUMULATION

KXFILE DRAWER(S)
O MICROFILM REEL(S)
RUMEPR O COMPUTER TAPE(S)

O oTHER(SPECIEY)

'* FILE 1S USED '2. FILE BECOMES INACTIVE AFTER 1
i O palLy X wEEKLY O MONTHLY B O MONTH(S) HXYEAR(S) '
14. IS RECORD SERIES DUPL ICATED ELSEWHERE?

Annapolis, MD 21401

‘. CURRENT LOCATION(S ?Efc..rﬁgoﬂ.ROOM
, Arunéel Center,‘Ak‘ alvert St '

Rooms 415 and 2

g yEs ¥XNO

(1r ves, sreciry raoency om orrice)

. ACCESS RESTRICTIONS

3

O YES
(1P vyes, c1Tx LAW(Ss) & rREauLATION(S)

XKnNo 16.

AUDIT REQUIREMENTS

0 none KXsTate XB reperaL ) (MDEPENDENT

e 1'5 AN [ INDEX SYSTEM USED?! (1r vyesS.R)PLAIN
BRIRPLY AND DESCRIBE ANY HARDRARE/BOFTWARK)

0 vyeEs . XX no

RECOMMENDED RETENT ION

2 Years in Office - Room 415
3 Years in Records Center, then destroy

‘e NAME AND TITLE OF PREPARER
Frank C. Rauch

Executive Assistant

20, TELEPHONE NUMEER

(301) 222-1319

21. DATE

DGS 380-4 (REVISED 2/87)




DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

¢ -

FAGENCY RECORDS *INVENTORY -

7278 WATERLOO ROAD

P.O. BOX 278 4 6
JESSUP, MARYLAND 20794 PAGE __Z.__or
DEFARTMENT / AGENCY 2. DIVISION 3. WNIT ‘

Anne Arundel County

Office of Manpower

ZF IN1T 10N - RECORD SERIESOA OROUP OF RELATED RECORDS NORMALLY F{iLED
REFERENCE AS RWELL AS METENTION AND

oisros

. RECORD SERIES TITLE

LEAVE AND TIME SHEETS

AND USED AS A UNIT FOR
1T1ON _pPunrofen

5. EARLIEST YEAR/LATEST YEAR

1981 5o 1990

RECORD SERIES DESCRIPT ION (IRIKFLY DESCRIBE THE TYPrPES OF INFORHATION/DOCUH!NTB/FORNS FOUND

‘IN THE SERIES.

INCLUDR THE PURPOSE OR PUNCTION OF THK IEP1!8)

Office copies of employee annual leave and daily time recordings.

i
{
i
1
i
|
|
!
|
f .
|
L
t
9
§

RECORD, SERIES FORMAT(S)
XLETTER‘BIZE O MICROFILM
GAL S12E 0O COMFUTER TAPE
BOUND BooK D FLOPPY DISK
1 AUDIO TAPE 0O VIDEO TAPE

1 OTHER(SPECIFY)

®. RECORD SERIES SEQUENCE
XX ALPHABET 1CAL
0 NUMERICAL

0O CHRONOLOGICAL,

9. VOLUME

RXFILE DRAWER(S)
D MICROFILM REEL(S)
O COMPUTER TAPE(S)

OTHER(SPECIFY)
oX

NUMBER

0O GEOGRAFHICAL,

0O OTHER(SPECIFrY)

10. ANNUAL ACCUMULATION

RXFILE DRAWER(S)
1 O MICROFILM REEL(S)
KOWEPR D COMPUTER TAPE(S)

O OTHER{SPECIEY)

'* FILE 1S USED 2. FILE BECOMES INACTIVE AFTER E
: O pAalLY X weEKLY 0 MONTHLY b O MONTH(S) HXYEAR(S)
1. CURRENT LOCATION(S) | COR , ROOM 14. 18 ‘RECORD SERIES DUPL ICATED ELSEWHERE?
Arundel Center, 44 é f er{15 Lor rce)
Annapolis, MD 21401 Rooms 415 and 2 F_YES, SFECIFY ,GENCY OR OFFicE
: ‘ ’ XXYeEs 0O No Finance-Payroll
i, ACCESS RESTRICTIONS 0 vyes XKno 16. AUDIT REQUIREMENTS

{'r vyes, cr1Te LAW(8) & REauLATION(S)

D NonE KXSTATE XH FEDERAL ¢ INDEPENDENT

v, lIS AN INDEX SYSTEM USED?! (1pr YRS .E):PLAIN
BNIEFLY AND DESCRIBE ANY HARDIAR&/BOFTIAhE)

P YES {XK NO

1

b

R P

RECOMMENDED RETENT ION

2 Years in Office - _Room 415 - T
3 Years in Records Center, then\destroy

'

‘. NAME AND TITLE OF PREPARER

Frank C. Rauch
Executive Assistant

20.

TELEPHONE NUMEER
(301) 222-1319

DGS 3850-4 (REVISED 2/87)




--TYPE OR PRINT A

TE FORM FOR EACH NEW OR °
EED RECORD SERIES. FORWARD
RECORDS RETENTION SCHEDULE
880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVIS ION
727% WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

- \d

FAGENCY RECORDS *INVENTORY -

PAGE 3. Oor 6

. DEFARTMENT /AGENCY
Anne Arundel County

2. DlvisION

Office of Manpower

3. WNIT

ZF INIT1ON - RECORD ER'ES-A GROUP OF RELATED RECORDS NORMALLY FlLED
REFERENCE AS RELL AS RETENTION AND DIArOS

. RECORD SERIES TITLE

GENERAL ACCOUNTING RECORDS

AND USED AS A UNIT FoR
IT1ON PURFONESR

5. EARLIEST YEAR/LATEST YEAR
1981 4o 1990

.+ RECORD SERIES DESCRIPTION

i
}
i
|
!
i
|
}
'
i
i

4N THE SERIES.

‘IRIIPLY DRSCRIBKE THE TYPES OF lNFORﬂATlON/DOCUﬂENT!/FOm FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THKE SEFIES |

Office copies of expense reports, bills, invoices, purchase orders.

. RECORD SERIES FORMAT(S)
XLETTER S1ZE O MICROFILM
GAL. lBIZE O COMFUTER TAPE
BOUND BOOK 0 FLOPPY DISK
1 AUDIO TAPE O VIDEO TAPE

1} OTHER({ SPECIFY)

8. RECORD SERIES SEQUENCE
XX ALPHABET 1CAL
X8 NUMERICAL
O cHRONOLOGICAL,
O GEOGRAPHICAL

O OTHER{SPECIFY)

9. VOLUME

XX FILE DRAWER(S)

6 O MICROFIILM REEL(S)
o TAPE

—— COMPUTER (s)

=R XX oTHER( SPECIFY)
] Box

10. ANNUAL ACCUMULAT ION

XX FILE DRAWER(S)
1 D MICROFILM REEL(S)
KUWSPR O COMPUTER TAPE(S)

O oreER(SPECIEY) !

la

FILE 1S USED '2. FiLE BECOMES INACTIVE AFTER !
i 0 pAILY XX weEIKLY D MONTHLY 2 O MONTH(S) BXYEAR(S5 ) :
_RURBEN
'. CURRENT LOCATION(?&*Q?EFG.,F%?OR.RDOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE ! :
. Arun el_Center, alvert ot . (1w ves, sreciFy raency on orrice)
Annapolis, MD 21401 Rooms 415 and 2 RXYES © NO Finance
i. ACCESS RESTRICTIONS 0 yes XKno 16. AUDIT REQUIREMENTS

{1r vyes, c17Tx LAR({8) & rrauLATION(S)

0 noree  EXsTAaTeE X8 rEpERAL XX INDEPENDENT

. lI8 AN . INDEX SYSTEM USED?! (i1r ves.E)PLAIN
! BRIKFLY AND DESCRIBE ANY HARD'ARE/BO"T'ARE)

o] st}}c( NO

I

RECOMMENDED RETENT JON

2 Years in Office - Room 415
3 Years in Records Center, then destroy

1. NAME AND TITLE OF PREPARER
Frank C. Rauch

Executive Assistant

20. TELEPHONE NUMEER
(301) 222-1319

21. DATE

DGS 830-4 {REVISED 2/87)




--TYPE OR PRINT A
TE FORM FOR EACH NEW OR -
£ED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

v -

FAGENCY RECORDS *INVENTORY °

880-1)

RECORDS RETENTION SCHEDULE P.O.

BOX 278
JESSUP, MARYLAND 20794

PAGE 6 or 6

. DEFARTMENT /AGENCY
Anne Arundel County

2. DIVISION
Office of Manpower

3. WNIT

IFINITION-RECORD SERIES-A GROUP OF RRELATED RECORDS NORMALLY FILED AND USKED AS A UNIT FOR

REFERENCE AS RELLIL AS RAETENTION AND DISFOSITION PURFOSKR

RECORD SERIES TITLE

CONTRACT PROPOSALS (RFP'S)

8. EARLIEST YEAR/LATEST YEAR
1981 o 1990

. RECORD SERIES DESCRIPTION (-RIIPLY DESCRIBE THE TYPrES OF INFOMTION/DOCMNTS/FOM FOUND

‘IN THE SERIES.

negotiation procedings.

e o v e ¢ "~ a—— -

1

All correspondance dealing with annual requests for proposals.

INCLUDRE THE PURPOSE OR FUNCTION OF THK SEFiEs)

General

correspondance, acknowledgements, grading sheets, acceptance or rejection letters,

RECC)RDl SERIES FORMAT(S) 8. RECORD SERIES BEQUENCE 5. VOLUME

XLETTERlBIZE O MICROFILM
GAL S1zE 0O COMFUTER TAPE
BOUND BOOK O FLOPPY DISK
! AUDIO TAPE DO VIDEO TAPE

! OTHER(SPECIFY)

XX At PHABET 1CAL
0 NUMERICAL

0 CHRONOLOG!CAL,
O GEOGRAPHICAL
XX OTHER(SPECIFY)

By Training Category

RXFILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

BYOTHER({ SPECIFY)

RUMBER
. Box

10. ANNUAL ACCUMULAT ION

RXFILE DRAWER(S)
D MICROFILM REEL(S)

RGUEFR O COMPUTER TAPE(S)
0 OTHER(SPECIFY )

'* FILE IS USED

! 0 pAlLY XX weEKLY 0 MONTHLY

12. FILE BECOMES INACTIVE AFTER

5 0 MONTH(S) EXvyEAR(S )

Rl v efmTtle?:‘,(?lp B rsen ,
Annanlis, MD 21401 Rooms 415 and 2

14. 18 RECORD SERIES DUPLICATED ELSEWHERE?

{1r vyes, srECiPY raENcY OR OFFice)
0 YES ¥ NO

i. ACCESS RESTRICTIONS 0 yes XXno
{1r yes, c17Txk LAW({S8) & REauLATION(SB])

B

16. AUDIT REQUIREMENTS

0 NnonE KXsTATE XB rEDERAL XY INDEPENDENT

T tIB AN  INDEX SYSTEM USED?! (1¢ YRES.E)PLAIN

BRIEPFLY AND DESCRIRE ANY MARDRARE/SOFTWARKE )

-
0 YES }XK NO
]

S

tey &
' '

18. RECOMMENDED RETENT ION ;

2 Years in Office - Room 415 ...~ ;
3 Years in Records Center, then destroy
]
' a s i

T

e NAME AND TITLE OF PREPARER 20,
Frank C. Rauch

Executive Assistant

TELEPHONE NUMEER
(301) 222-1319

..~

21. DATE

DCS 880-4 |(REVISED 2/87)




