SCHEDLE YO v
BALTIMORE COUNTY
OFFICE OF CENTRAL SERVICES C-631
-Racord; Mancgement Division BCE 0.
RECGRDS RETEATION AXD DISPGSAL SCHEDULE I of 2
FINANCE ADMINISTRATION
AGENCY DIVISION
[TEM
O. DESCRIPTICN RETENTICN

. | GENERAL CORRESPONDENCE

2. UNOFFICIAL PERSOMNEL FILES

mes, etc.

3. LEAVE AND TIME SHEETS

leave and daily time recordings

4, BUDGET RECORDS

Annual Budget Submissioas
Monthly Budget printouts
Workpapers

Subject arrangement of original incoming letters,
copies of outgoing letters, memoranda, studies, re-
ports, directives, policies, and other materials re-
lated to the administration of the agency.

Files contain information on currenat employees.
may contain but are not limited to copies of appli-
cations, annual reviews, reprimands and disciplinary
actions, awards, doctor slips, accident reports, resu—-{Retain remaining items for

This file contains office copies of. employees annual

Screen annually and destroy
that material no longer
needed for current businessd

Directives, policies and
other material related to
the planning and policy that
illustrate the development
of the agency, retain perm-
antly for eventual transfer
to the Archives.

Files!Screen annually and destroy
that material no longer
needed for current referencd.

two (2) years after termi-
nation, then destroy.

Retain for one (1) year,
then destroy.

Retain annual submissions
for five (5) years, then
destroy. Retain all other
papers for two (2) yaars,
then destroy.

SCHEDULE APPROVED BY
RECORDS MANAGEMENT CFTICER

par=’ SIGNATURE

SGAEDULE APPROVED BY
CCUNTY AIMINISTRATIVE OFFICER

SIGNATURE

SCEEDCLE APPROVED BY
AGINCY ,OR DIVISICN REPRESENTATIVE

" WL, o

DATE SIGNATURE

SCHEDULE APPROVED BY
STATE ARCHIVIST

LS



HEDIE ND.

RECORDS RETENTION AND DISPOSAL SCHEDULE c-631
{CONTINUATION SHEET) BCE D
2 of 2
rNrgd DESCRIPTION RETENTTON
5. GENERAL ACCOUNTING RECORDS
Files contalin office copies of: Retain for three (3) years
Goods received memoranda, billing invoices, expense/ | then destroy.
travel reports, requisitioms, petty cash vouchers,
mileage reports, direct payment forms, paid bills,
ticket books, purchase orders, deposit slips, receipt
boocks, etc.
6. SPECIAL ACCOUNTING RECORDS
Audit Reports (Internmal or external, fimancial or Retain one (1) copy perm-
program). anently for eventual transf
fer to the Archives.
7. FIXED ASSETS FILE
Fixed asset printouts (including vehicles) Retain fixed asset Print-
IRA Forms (office Copy) out for one (1) year,
Lost/stolen forms (office copy) then destroy.
Surplus forms (office copy) Retain all other completed
Transfer Forms (office copy) forms for three (3) years,
then destroy.
8. PUBLICATIONS HISTORY FILES
This file contains (1) one copy of each publication Retain permanently for
produced by the agency. eventual transfer to the
Archives.
9. | FINANCIAL DISCLOSURF. FORMS (ETHIC'S COMMISSION)

These forms are completed by all County Councilmen,
department heads, directors of all Boards and

Councils in the Gounty and list all
financial and real estate holdings of jndividual
completing the form.

Retain for four (4) years
from date of receipt, then
destroy.

R 1A (REV. 1/86)



INSTRUCTIGMS - -TYPE OR PRlN‘f A
SEPARATE FORM FOR EACH NE¥ OR

REVISED RECORD SERIES. FORWARD
Y1TH RECORDS RETENTION SCHEDULE
550-1)

DEFARTMENT OF GglERAL
RECORDS MAMACEMENT DIVISION
7275 WATERLOO RQAD
P.O. BOX 275
JESSUP, MARYLAND 20794

SERVICES

AGENCY RECORDS INVENTORY

PACGE OF

| 1. DEFARTMENT/AGENCY 2.

DIVISION

3. WNIT

CEFINITICN-HECORD SERIES-

A GROUP OF RELATED RECORDSA NORMALLY PILED
REFERENCE AS WELL AN RETENTION AND DISsSros

AND USED A8 A UNIT 'OR
ITION PURFQSES

4. RECORD SERIES TITLE

Administrative and General Correspondence

5. EARLIEST YEAR/LATEST YEAR
To

| 6. RECORD SERIES DESCRIPTION (57 'XLY DESCRIRZ THE TYPES OF INFORMATION/DOCUMENTS/FORNE FOUND

4N THE SERIES.

agency.

INCLUDE THE PURPOSE OR FUNCTION OF THE EEFXZSI

Subject arrangement of original letters,, copies of outgoing letters, memoranda, studies,
reports, directives, policies and other materials related to the

administration of the

7. RECORD SERIES FORMAT(S) 8.
0 LETTER S1zE O MICROFILM
‘l'}EGAL 51z’ 0O CCMFUTER TAPE
0 pounp BCOK O FLOPPY DISK
G aunlo TAPE O VIDEC TAPE

0 oTHER(SPECIFY)

RECORD SERIES SEQUENCE
D ALPHAEETICAL
0 NUMERICAL
'O CHRONOLOGICAL
O czocrAaPHiICAL

0 OTHER(SPECIFY)

9. VOLUME

O FILE DRA¥YER(S]
O MICROFILM REZL{S)
O COMPUTER TAPE(S)

NUMBER 0 oTHER(SPECIFY)

ANNUAL ACCUMULAT ICN
O FILE DRAYER(S])
O MICROFILM REZL(S)

Koreegy O COMPUTER TAPE!S)
o WRchcrrrr}

10.

“1- piLe 1s usep 12. FlLEZ BECOMES INACTIVE AFTER
O pAlILY G wEEKLY 0O MoNTHLY O MoNTH(S O YEAR(S
RURBER {s) (s
13. CURRENT LOCATICN(S) {ELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES BDUPLICATED ELSEWHERS?
tir y&s, spzciry saEncY Or orFricE)
0O YEs 0O NO
15. ACCESS RESTRICTICNS a yes 0 no 16. AUDIT REQUIREMENTS

{1# y=5, ci1= Law(s) & rrcuraTiON(S)

O NonE O STATE O FEDERAL O INDEPENCENT

17. IS AN INDEX SYSTZM USED? {1y vyes.E)PLAIN

BRIEFLY AND DESCRIRBE ANY HAnDﬂARE/SOFTHARE)

=}

YES 0O No

18.

RECCMMENDED RETENTICN

Screen annually and destroy that material no
longer needed for current business.
policies and other material related to the
planning and policy that illustrate the
development of the agency, retain permanently
for eventual transfer to the Archives.

Directive:

19. NAME AND TITLE OF PREPARER 20,

TELEPHCNE NUMEER

<z

- DGS 550-4 (REVI

2/37)




Instructions TYPR OR PRINT & DEPARTKENT OF GEHERAL SERVICES AGERCY  RECORDS  IRVERTORY

REVISED RECORDS SERIES. FORWARD 1275 RATERLOG ROAD

I I
I |
SEPRRATE FORK POR EACH NEK OR | RECORDS KARRGEMENT DIVISIOK |
I I
.EITH RECORDS RBTENTION SCHEDULR | P.0. BOL 275 I

] JESSUP, MARYLAND 207%¢

I

|

1. DEPARTKENT/AGENCY | 2. DIVISION { 3. UHIT

|
I I

DEFINITION - RECORD SERIRS 2 group of related records normally filed and used &s a'unit for reference 2s well &s
retention and disposition purposes

UNOFFICIAL PERSONNEL FILES /

I

4. RECORDS SERIES TITLB | 5 DARLIEST YEAR/LRTEST YEAR
|
I

§. RECORDS SERIES DESCRIPTION (Briefly describe the types of information/documents/forms found in the series,
Include the purpose or function of the series)

Files contain information on current employees. Files may contain but are not limited
to copies of applications, annual reviews, reprimands and disciplinary actions, awards,
doctor slips, accident reports, resumes, etc.

7. RECORDS SERIES FORKAT(S)
. [] LETTER SIZE [] KICROFILK

B. RECORDS SERIES SEQUENCE
(] ALPHABETICAL

9. VOLUKE

[] PILE DRAWER(S)

[] KICROFILK REBL(S)
[] COMPUTER TAPB(S)
(l

{] LEGAL ST  [] COMPUTER TAPE {1 KUKERICAL

l

I

l

I
R
| "HONBER
I

l

|

|

|

|

OTHER{SPECIFY)
[] BOUKD BOOR  [] FLOPPY DISK {] CHROKGLOGICAL
10, VOLUKE
[] AUDIO TAPE () VID20 TAPE [] GEOGRAPHICAL [] PILE DRAEBR{S)
' [] KICROFILK REEL (S}
{] OTHER {SPECIFY) [} OTHER (SPECIFY) [] COMPUTER TAPR(S)
NUKBER  [] OTHER(SPBCIFY)

| I
12. FILE BBCOKES INACTIVE AFTER
[] MONTH(S) [] YBAR{S)

11.TILE 15 USED
[] DAILY {] ¥EEKLY [] KONTELY
KUMBER

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOK) 14, IS RECORDS SERIES DUPLICATED ELSERHERE?

15, ACCESS RESTRICTIONS [] 1S [} X0
{1f yes, cite law(s} & requlation{s)

16, AUDIT REQUIREXENTS

I

I

I

I

|

| ()} 188 [] %0 (If Yes, Specify Agency or 0ffice}
I

I

I

| [] BOXE [] STATE [] PEDRRAL [] INDEPENDEKT

17, IS AN INDEX SYSTEM USED? (If yes, explain briefly and

deseribe any hardware/software) Screen annually and destroy that material

l _

[ 18. RECOKMENDED RETENTION

l
. [] %S [] %o || no longer needed for current reference.

|

I

I

Retain remaining items for two years after
termination, then destroy.

I

9. NAME AND TITLE OF PREPARER | 20. TELEPKONE NUKBER I
| I

I |

21. DATE

NGS 550-4{REVISED 2/87}




l |
Instructions TYPE OR PRINT A | DEPARTHEKT OF GENERAL SERVICES | EGERCY  RECORDS  IKVERTORY
SEPARATE FORM POR BACK KEK OR | RECORDS KANAGRMENT DIVISION |
REVISZD RECORDS SERIES. FORWARD | 7275 VATERLOO RORD |
.ma RECORDS RBTEKTION SCHEDULR | P.0. BOI 275 | PRGE_ 0P
| JESSUP, KARYLAKD 20794 |
| t
1. DBPARTHENT/AGENCY | 2. DIVISIOK 3. UKIT

DEFINITION - RECORD SERIRS. A group of related records norwally filed and used &s & unit for reference as well as
retention and disposition purposes

5 EARLIEST VEAR/LATEST VEAR

LEAVE AND TIME SHEETS /

l
4. RECORDS SERIES TITLE |
I
|

§. RSCORDS SERIES DESCRIPTION (Briefly describe the types of information/documents/forzs found in the series,
Include the purpose or function of the series)

This file contains office copies of employees annual leave and daily time recordings.

l
7. RECORDS SERIES FORMAT(S) | 8, RECORDS SERIBS SEQUENCE | 9. VOLUXB
[] LETTER SIZE [] KICROFILK | [] ALPHABETICAL ! [] PILE DRAHER(S)
. | : | [] XICROPILE REEL{S)
[] LBGAL SIZZ  [] COKPUTER TAPE | [] XUMERICAL | [] COMPUTER TAPE(S)
: [ : | NUMBER [} OTHBR{SPECIFY}

[] BOUND BOOK  [] PLOPPY DISK | [] CHRONOLOGICAL : |

I | 10, VOLUKE
[] AUDIO TAPR [ VIDEO TAPE I [] GEOGRAPHICAL | {] PILE DRAKER{S)

| : | [} ¥ICROFILX REBL (§)
{] OPHBR (SPECIFY) | [] OTHER [SPECIFY) | [] CONPUTER TAPE(S)

| | T KUKBER  |] OTHER(SPECIFY)

|

l |
11.FILE IS USED | 12, FILE BECOKES INACTIVE AFTER

[] DAILY [] WERRLY {] YONTHLY | {] MOKTH(S) {] TBAR(S)
I NUMBER
. l
13, CURRENT LOCATION{S) (BLDG.,FLOOR,R00¥) | 14, IS RECORDS SERIES DUPLICATED ELSEWHERE?
l [] 1BS [) RO (If Yes, Specify Agency or Office)
[
| 2
15. ACCESS RESTRICTIONS {1 Y85 [} WO | 16, RUDIT REQUIREEENTS . . f el
{If yes, cite law({s) & requlation{s) ! [] BOKE  [] STATE [] PRDERAL [] INDEPENDENT
17, IS AN INDEX SYSTEX USED? {If yes, explain briefly and 18. RECOXNEXDED RETENTION

Retain for one year, then destroy.

|
I
describe any hardware/softwzre) |
[] 18 (] KO |

|

9. KANE AND TITLE OF PREPARER

l

| 20. TELEPHONE NUKBER 21, DATE
l

l

DGS 550-4(REVISED 2/87)




Instructions TTPE OR PRIRT A . DEPARTKERT OF GEFERAL SERVICES AGENCY  RECORDS  IRVBHTORY
SEPARATE PORK POR EACE HEX OR o RECORDS HAKAGEXERT DIVISICR

ISED RECORDS SERIES. FORYARD - 1275 ¥ATERLOG ROAD : '
B RECORDS RRTEKTION SCHEDULR P.0. BOX 215 PAGE 0r
: JESSU?, KARTLAKD 20734

1. DEPARTKBNT/AGEKCY L 2. DIVISIR . - | 3 omm

I

DEFINITION - RECORD SERIES A group of related records norzally filed and used 2s & unlt for reference as vell es
retention and disposition purposes

BUDGET RECORDS /

I

4. RECORDS SERIES TITLE - | 5 EARLIEST YEAR/LATEST YEAR
: |
I

§. RBCORDS SERIES DESCRIPTION {Briefly describe the types of information/docunents/forzs found in the series,
Include the purpose or function of the series)

Annual Budget Sudmissions
Monthly Budget printouts
Workpapers

RECORDS SERIES FORMAT(S) 8. RECORDS SERIES SEQUEXCE
[} LBTTER SIZE [] KICROPILK {] ALPHRBRTICAL

3. VOLDXE

[] FILE DRARER(S)

[] MICROPILY REEL(S)
[] COKPUTER TAPE(S)
[

[} LEGAL SIZE  [] COKPUTER TAPR [] KOKBRICAL
: : OTHER(SPECIFY)

[} BOUXD BOGK [] PLOPPY DISK [] CHROKOLOGICAL
: ' 10. VOLUKE

(] AUDIO TAPE (] VIDEO TAPE {1 GROGRAPEICAL ] FILE DREKER(S)

} KICROFILK RBEL (5)

] COXPUTER TAPE(S)

]

{] OTHER (SPRCIFY) {] OTHER (SPECIEY)
i OTHER({SPECIPY)

I

I

|

I
P
| TNUKBER
I

I

I

I

|

I

[
[
I
I

" KUNBER

|

11,FILR IS U5ED
{] DAILY - [] ¥BEKLY [] KOXTHLY

12. PILE BECOKES INACTIVE APTER
- [] KOKTE(S) [] 1BAR(S)
HUMBER

[] ¥BS [] ¥0 [(If Yes, Specify Agency or 0ffice)

. ACCESS RESTRICTIONS [11E8 []¥o
{1f yes, cite law(s) & requlation(s)

16, AUDIT REQUIREMENTS

I
|
I
|
. CURRENT LOCATION(S) {BLDG.,FLOOR,R00X) | 14, IS RECORDS SERIES DUPLICATED BLSEWHRRE?
I
I
I
I
[ {] RORE  [] STRTE [] FEDERAL [] INDEPEKDEAT

. IS AN IKDEX SYSTEK USZD? {If yes, explain briefly and 18. RECOXXEXDED RETENTION
describe any hardware/software) Retain annual submissions for five years,

I

I

|
{] 1E§ {] ¥o | then, destroy. Retain all other papers

| for two years, then destroy.
|
I
|
1

9. NAME AND TITLE OF PREPARER | 20. TELEPHONE HUMBER
|




Instructions TYPE OR PRINT & DEPARTKENT OF GENERAL SERVICES

SEPARRTE PORK POR EACH HEK OR RECORDS MANAGEMERT DIVISIOH

RGERCY  RECORDS  IKVERTORY

|
I
|
KEVISED RECORDS SERIES. FORKARD 7275 WATERLOO ROAD I
I
I
|

PAGR 0¥
JESSUP, MARTLAKD 207%4
1. DEPARTMENT/AGENCY 2. DIVISION 3, ORIT

I
I
I
I
‘TH RECORDS RETENTION SCEEDULE | P.0. BOE 275
I
|
I
I

DETINITION - RECORD SERIES A group of relsted records norsally filed and used as 2 unit for refersnce as well &s
reteption and disposition purposes

GENERAL ACCOUNTING RECORDS /

I

4. RECORDS SERIES TITLE | 5 EARLIEST YEAR/LATEST VEAR
I
|

§. RBCORDS SERIES DESCRIPTION (Briefly describe the types of informstion/docusents/foras found in the series.
Include the purpose or function of the series)

Files contain office copies of:
Goods received memoranda,billing invoices, expense/travel reports, requisitions, petty

cash vouchers, mileage reports, direct payment forms, paid bills, ticket books, purchase
orders, deposit slips, receipt books, etc.

1. RECORDS SERIRS FORKAT(S)
‘ {] LETTER SIZE (] MICROFILK

8. RECORDS SERIES SEQUINCE
[] ALPHABETICAL

9, VOLUKE
{] FILE DRANER(S)
[) ¥ICROFILK REEL(S)
{] LEGAL SIZE  [] COXPUTER TAPE 0
(]

[] KUMERICAL COKPUTER TAPE(S)

I

|

|

|
b
| TRO¥BER
|

I

I

I

I

I

OTHER{SPECIFY)
[] BOUND BOOK  [] PLOPPY DISK (] CHROHOLOGICAL
10, VOLUKB
(] AUDIO TAPEZ (] VIDEO TAPE [] GROGRAPHICAL [] PILS DRAVER(S)
: [] MICROFILK REEL (5)
{] OTHER (SPBCIFY) [] OTHER (SPECIFY) [] COKPUTER TAPE(S)
" KUMBER  [] OTHER{SPECIEY)

I I
12, FILE BECOKES INACTIVE AFTER
[] HONTH(S) [] YEAR(S)

11.FILE IS USED
[] DRILY [] KEBKLY [] KORTALY

“XUNBER

13, CURRENT LOCATION(S) (BLDG.,ILOOR,ROOK) 14, 15 RECORDS SERIES DUPLICATED BLSEWHERE?

15, ACCESS RESTRICTIONS [1YES  [] %o
(If yes, cite law(s) & reaulation{s)

16, AUDIT REQUIREKENTS

I

I

I

I

|

| {} YES [] R0 (If Yes, Specify Agency or Office)
I

|

I

| {] NOXE [] STATE [] PEDERAL [] INDEPEKDRNT

17. IS AN INDEY SYSTBE USED? (If yes, explain briefly and
describe any hardware/software)

. []vE$ [] %0

18, RECOXKEXDED RETENTION

Retain for three years, then destroy.

I I

9. NAME AMD TITLE OF PREPARER | 20. TELEPHONE NUKBER
I
|

21, DATE

DGS 350-4{REVISED 2/87)




Instructions TIPE QR PRINT A

I
| AGEHCY
|

I
| DEPARTNEZNT QF GRNERAL SERVICIS RECORDS  INVEHTORY
SEPARATE FORY FOR 3ACH KB¥ OR | RECORDS HANAGEMEHT DIVISION
REVISED RECORDS STRIES. FORWARD | 7275 WATERLOO ROAD !
AITH RECORDS RETENTION SCHEDULE I P.0. BOX 27§ | PAGE 13
. | J2S8UP, MARYLAND 20794 |
I I
1. DEPARTMENT/AGENCY | 2. DIVISION Vo3 I
I I
I

DEFINITION - RECORD SEIRIES A group of related records norzally filed and used as 2 un1t for reference as well as
retention and disposition purposes

5 EARLIEST VSAR/LATES? 1RAR
FIXED ASSETS FILE /

l

4. RECORDS SERIES TITLE |
|

I

§. RECORDS SZRIZS DESCRIPTION (Briefly describe the typss of information/documeats/foras found in the seriss.
Include the purpose or function of the series)

Fixed asset printouts (including vehicles)
IRA Forms (office copy)

Lost/stolen forms (office forms)

Surplus forms (office forms)

Transfer Forms (office forms)

7. RECORDS SIRIZS FORMAT(S)
[] L3?TER SIZE (] MICROFILX

‘ (] L3GAL SIZE

8. RECORDS SZRIZS SZQUEHCE
[] ALPHABETICAL

9. VOLOXE
PILE DRAWER(S)
KICROFILH RIZL(S)

I
l (l
I (l

(1 HOMERICAL | (] coupurar TAPE(S)
I (1
|

|
I
|
|
{] COMPUTER TAPZ |
: | HUNBER OTHER(SPECITY)
[] BOUND BOOK [ PLOPPY DISK | (] CHRONOLOGICAL
| | 10. VOLUXE
(] AUDIO TAPR [ VIDEO TAPE | {1 GEOGRAPHICAL | [] PILE DRAYER({S)
| I [] MICROFILY R33L (§)
[] 074SR (SPECIFY) | [] OTHER (SPECIFY) 1 (] COMPUTER TAE(S)
| | THUMBER [} OTHER{SPRCIZY)
I

11.FILE IS USED
[} DAILY

12. FILZ 33COMES INACTIVE AFTER

(] ¥EERLY {] HONTH{S)

[1 TRAR(S)

I

|
[} HoNTHLY I

| NUHBER

I

13. CURRENT LOCATION(S) (BLDG.,FIOOR,ROOXI 14, IS RECORDS SZRIZS DUPLICATID ELSEWHBRE?

{] 185 []) M0 (If Yes, Specify Agency or 0ffice)

15. ACCESS RESTRICTIONS [} 78S [] ¥O |
{1f yes, cite law(s) & requlation(s) |

16, AUDIT REQUIRENENTS
(] RoN8 (] STATZ (] 7SDERAL [] IND3PZNDEHT

17. IS AN INDEY SYSTEM USED? (If ves, explain drisfly and
describe any hardware/sofiware)
(1188 [] %0

|
I
|
o |
I

|

18, RECOMMENDED RETENTION '
Retain fixed asset Prlntout for one year,

then destroy.

years, then destroy.

Retain all other completed forms for three

|
| 20. TELIPHONZ NUMBER I
I I
| l

9. NAMEI AND TITLE 07 PREPARER 21, DATZ

DGS $50-4{RTVISED 2/87)




| I

Instructions TYPR OR PRINT A
SEPARATE PORY PGR EACH XEW OR

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISTION

AGENCY  RECORDS  INVERTORY

REVISED RECORDS SZRIES. PORWARD
¥ITH RECORDS RBTEHTION SCHRDULZ

P.0. BOX 275

PAGE N
JESSUP, HARTLAND 20794

I
I
I
7275 WATERLOO ROAD |
I
I
I

1. DSPARTNEXT/AGENCY I 2. DIVISION |
I I
I I

3, ORIT

DEFINITION - RECORD SERIES A group of relatad records normally filed and used as a.unit for reference as well as
retention and disposition purposes

PUBLICATIONS HISTORY FILES /

|

4, RECORDS SERIES TITLE ] 5 TARLIZST TZAR/LATEST YEAR
|
|

§. RECORDS SIRIES DESCRIPTION {Briefly descride the typas of information/documents/foras found in the series,
Tnclude the purpose or function of the series)

This file contains (1) one copy of each publication produced by the agency.

7. RECORDS SERIRS FOREAT(S)
{] LETTER SIZE [] HICROFILY

8. RECORDS SERIES SEQUENCS
{1 ALPHABETICAL

§. VOLDME
FILE DRAWER(S)
KICROFILY REZL(S)

(]
(l

'[1 LEGAL SIZE  [] COMPUTER TAPE [1 COMPUTER 7APE(S)
' (1

I
|
I
I
{1 RUMBRICAL |
|
|

THUSBRR  [] OTHER(SPRCIFY)
(] BGUND BOOX  [] PLOPPY DISK [] CHROMOLOGICAL
| | 10, VOLUNZ
(] AUSIO TAPE  [] VIDEO TAPE | [] GIOGRAPHICAL | [] PILE DRAYER(S)
| | [) MICROPILY RREL (§)
{| OTHER (SPECIFY) | [] OTHER (SPRCIFY) | (] coxpUTER TAPK(S)
| | THUNBER (] OTHER(SPECIFY)
| I I
11,7113 IS USED | 12, FILZ BECOMES INACTIVE ATTiR
[] DAILY [] ¥EEZLY [] ¥ONTHLY I [] MONTH(S) (] TEAR(S)

| NUXBER
|

13, CURRENT LOCATION(S) (3LDG.,FLOOR,ROOH) 14, IS RECORDS SIRITS DUPLICATID ELSEWHERE?

[] Y38 [] N0 (If Yes, Specify Agemcy or Office)

15. ACCESS RESTRICTIONS  [] V8S [] MO
{If yes, cite law(s) & requlation(s)

16, AUDIT REQUIREMENTS

I
|
I
|
I
| (1 RoXB (] STATE (] PEDERAL (| INDPEHDENT

17. IS AN INDEY SYSTEX USED? (If yes, explain briefly and
describe any bardware/software)
[] 12§ [1 %o

|
|
l
I
o - |
l

18, RECOHMENDED RETENTION

Retain permantly for eventual transfer
to the Archives.

I

9. NAME AND TITLE OF PREPARER | 20. TILEPHONE NUMBER | 21, DA

I
| I

DGS 550-4(R3VISED 2/87)




Instrucfions TIPE OR PRINT A DEPARTMENT OF GENERAL SERVICES AGERCY  RECORDS  INVERTORY

SEPARATE PORM POR BACH NEW OR RECORDS MANAGEMENT DIVISIOR

REVISED RECORDS SERIES. FORWARD 1215 WATERLOO ROAD

JBSSUP, MARTLAND 20794

1. DEPARTMENT/AGENCY 2. DIVISION

I I

I I

| I

I I
“mnumwnnunwswmux a P.0. BOX 275 | PAGE___ 0P

| |

I |

| | 3. ONIT

I I

I

Finance | Administration

DEFINITION - RECORD SERIES A group of related records normally filed and used as a'unit for reference as well as
retention and disposition purposes

A |
4. RECORDS SERIES TITLE | 5 BARLIEST YEAR/LATEST VEAR
FINANCIAL DISCLOSURE FORMS : /

§. RBCORDS SERIBS DESCRIPTION (Briefly describe the types of information/docunents/foras found in the series.
Include the purpose or function of the series)

These forms are completed by all County Councilmen, department heads, directors
of all Boards and Councils in Baltimore County Government and include all
financial and real estate holdings for that individual.

7. RBCORDS SBRIBS FORMAT(S) 8. RECORDS SERIBS SEQUENCE 9. VOLUME
B LETTER SIZE [] MICROPILM k] ALPHABETICAL {} PILE DRAWBR(S)
' o {] MICROFILM RBBL(S)
[] LBGAL SIZE [} COMPUTER TAPE .[1 HUMERICAL [] COMPUTER TAPE(S)
' {] OTHER(SPECIFY)
{] BOUND BOOK [] PLOPPY DISK {] CHRONOLOGICAL
' 10. VOLUMB

{] AUDIO TAPE (] VIDEO TAPE {1 GBOGRAPHICAL PILE DRAWER(S)

NICROFILM RBEL (5)

(]

(]
(] OTHSR (SPBCIFY) (] CONPUTER TAPE(S)
1

|
I
I
I
|
{ TNUNBER
I
I
I
[] OTHER {SPECIFY) I
I

NUMBER OTHER{SPECIFY)
-| ' I
11.FILE IS USED 12. FILE BECOMES INACTIVE AFTER
[] DAILY [} WBBKLY {] NONTHLY 4 {] MONTH(S) [] YBAR(S)
NUMBER

13. CURRENT LOCATION{S) (BLDG.,FLOOR,R0OM) 14, 15 RECORDS SERIES DUPLICATED ELSEWHERE?

15. ACCESS RESTRICTIONS [} 188 {] NO
(If yes, cite law(s) & requlation(s)

16. AUDIT REQUIREMENTS

I

|

|

|

] [] 188 §] HO (If Yes, Specify Agency or 0ffice)
|

|

| {] NOHE [] STATE {] PEDBRAL [] INDEPENDENT

17. IS AN INDEX SYSTEK USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

describe any hardware/software)

by County Code, 4 years.

20. TELEPHONE NUMBER

|

I

I

(1188 [] Mo I

I

I

I

I

9. NAME AND TITLE OF PREPARER 1. DATB

I
|
I
I

DGS 550-4(REVISED 2/87)




Instructions TIPR OR PRIKT A DEBARTMENT OF GENERAL SBRVICES
SEPARATE FORM POR EACH NEW OR RECORDS MANAGEMENT DIVISION

AGERCY  RECORDS  INVEKTORY

I I

I I

o I

REVISED RECORDS SERIES. PORWARD | 7215 WATERLOO ROAD |
| I

I I

I I

WITH RECORDS RETENTION SCHEDULS B.0. BOX 275 PAGE 3
- JBSSUP, MARYLAND 20794
1. DEPARTMENT/AGENCY I 2. DIVISION © -} 3, UNIT

|
i
| |
| I

DEFINITION - RECORD SERIES A group of related records moraally filed amd used as 2 wit for reference as well as
retention and disposition purposes
I

4. RECORDS SERIES TITLE | 5 BARLIEST YEAR/LATEST VEAR

Special Accounting Records | /

I
§. RBCORDS SERIES DESCRIPTION (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series)

Audit Reports (jnternal ot external, financial or program)

7. RECORDS SERIES FORMAT(S)
[} LETTER SIZE {] MICROFILN

8. RECORDS SERIES SEQUENCE
{] ALPHABETICAL

9. VOLOME
[} PILB DRAWER(S)

{1 NICROPILN RBEL(S)
[] COMPUTER TAPR(S)
(1

. [] LBGAL SIZE [] COMPUTER TAPE {] NUMEBRICAL

I

|

I

I

I

- I
(] CHRONOLOGICAL 4 |
|

I

I

I

|

NUMBER OTHER{SPECIFY)
{] BOUND BOOK [] PLOPPY DISK
10. VOLUNE
(] AUDIO TAPE (] VIDEO TAPE [] GBOGRAPHICAL {] PILE DRAKER(S)
[] MICROFILX REBL (S)
(] OTHER {SPECIEY) (] OTHER (SPBCIFY) (] COMPUTBR TARE(S)
NUNBER  []

OTHER(SPECIFY)
I .

11,FILE IS USED
[} DAILY [} WEEKLY [] MONTHLY

12. PILE BECOMES INACTIVE APTER
- {1 MONTH(S) [] YEAR(S)
NUMBER -

(] 78S [} NO (If Yes, Specify Agency or Office)

15. ACCESS RESTRICTIOIS [] 188 [] NO
(If yes, cite law(s) & regulation(s)

16. AUDIT REQUIREMENTS

|
|
|
I
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROON) | 14, IS RECORDS SRRIES DUPLICATED BLSEWHERE?
|
|
|
I
I (] NONB  [] STATE [] FEDERAL [] INDEPBNDENT

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

describe any hardware/software)

|
|
(118s (] No | Retain one (1) copy permanently for eventual
, | transfer to the Archives.
@ | |
|
I |
9. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMBER 21. DATE

|




