
BALTIMORE COUNTY 
OFFICE OF CENTRAL SERVICES 

Records Monogomont Division 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

SCHEDULE ND. 

VKE ND. 

1 o f 2 

O f f i r p o f L a w Labor Commissioner 
AGENCY DIVISION 

ITEM 
NO. DESCRIPTION RETENTION 

1. GENERAL CORRESPONDENCE 
Subject arrangement o f o r i g i n a l incoming l e t t e r s , 
cop i es o f outgo ing l e t t e r s , memoranda, s t u d i e s , r e 
p o r t s , d i r e c t i v e s , p o l i c i e s , and o ther ma t e r i a l s r e 
l a t e d to the a d m i n i s t r a t i o n o f the agency. 

UNOFFICIAL PERSONNEL FILES 
F i l e s conta in in f o rmat i on on current employees. F i l e s 
may conta in but are not l i m i t e d t o cop ies of a p p l i 
c a t i o n s , annual r e v i e w s , reprimands and d i s c i p l i n a r y 
a c t i o n s , awards, doc t o r s l i p s , acc ident r e p o r t s , r e su 
mes, e t c . 

LEAVE AND TIME SHEETS 
This f i l e contain. ' o f f i c e cop i e s o f employees annual 
l e a v e and d a i l y t ime r e co rd ings ( b i - w e e k l y cop i e s o f 
t ime s h e e t s , and computer b i - w e e k l y p r i n t o u t s ) . 

BUDGET RECORDS 
Annual Budget Submissions 
Monthly Budget p r i n t o u t s 
Workpapers 

Screen annual ly and des t roy 
that m a t e r i a l no l onge r 
needed fo r current business 

D i r e c t i v e s , p o l i c i e s , and 
other m a t e r i a l r e l a t e d to 
the planning and p o l i c y tha 
i l l u s t r a t e the development 
of the agency, r e t a i n perm-
ant l y f o r eventua l t r a n s f e r 
to the A r c h i v e s . 

Screen annual ly and des t roy 
that m a t e r i a l no l onge r 
needed f o r current r e f e r e n c 
Reta in remaining items fo r 
two (2) years a f t e r t e r m i 
na t i on , then d e s t r o y . 

Reta in fo r one ( 1 ) y e a r , 
then des t roy 

Reta in annual submissions 
for f i v e (5) y e a r s , then 
d e s t r o y . Reta in a l l o ther 
papers for two (2) y e a r s , 
then d e s t r o y . 

SCHEDULE APPROVED BY 
RECORDS MANAGEMENT OFFICER 

SCHEDULE APPROVED BY 
COUNTY ADMINISTRATIVE OFFII 

SCHEDULE APPROVED BY 
AGENCY,OR DIVISION REPRESENTATIVE 

SCHEDULE APPROVED/BY 
STATE ARCHIVI: 

"DATE7 SIGNATURE 



SCHEDULE!©. 
C-628 

RECORDS RETENTION AND DISPOSAL SCHEOULE 
C-628 

( C O N T I N U A T I O N S H E E T ) EPGEND. 

ITEM 
NO. 

DESCRIPTION RETENTION 

GENERAL ACCOUNTING RECORDS 
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 depos t slips, receipt 
books, etc. 

FIXED ASSET FILE 
Fixed asset pr ntouts (including vehicles 
IRA Forms (office copy) 
Lost/Stolen Forms (office copy) 
Surplus Forms (office copy) 
Transfer Forms (office copy) 

CONTRACT NEGOTIATIONS 
These are records detailing the labor negotiations 
with the five (5) Baltimore County labor unions. 

GRIEVANCE HEARING OPINION FILES 
Individual employee's grievance hear ng files, each 
containing records describing the employee's reason 
for grievance appeal , the pertinent department's 
records leading up to the particular grievance, the 
Labor Comma s.sioner's opinion after the grievance 
has been heard, personal notes and the results of 
legal research. 

Retain fixed asset printout 
for one (1) year, then 
destroy. 
jRetain all other completed 
forms for three (3) years, 
then destroy. 

Retain files in office 
permanently for eventual 
transfer to the Archives. 

Retain files in office 
permanently for eventual 
transfer to the Archives. 

Retain for three 
then destroy. 

(3) years 

FM 1A (REV. 1/86) 



INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
OTH RECORDS RETENTION SCHEDULE. 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. Box 275 

Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

Page 1 of 6 

1. DEPARTMENT/AGENCY 

LABOR COMMISSIONER 

2. DIVISION 

LAW 

3. UNIT 

DEFINITION-RECORD SERIES- A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES. 

fL RECORD SERIES TITLE 

GRIEVANCE HEARING OPINION FILES 

5. EARLIEST YEAR/LATEST YEAR 

1972 TO 1988 ( p r e s e n t ) 

p. RECORD SERIES DISCRETION /BRIEFLY DESCRIBE THE TYPES OF INFOMATION/DOCUMÊ irS/FORMS POUND 
" IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

I n d i v i d u a l employee ' s g r i e vance hear ing f i l e s , each con ta in ing r eco rds d e s c r i b i n g the 
employee ' s reason f o r g r i e vance appea l , the p e r t i n e n t depar tment ' s r e co rds l ead ing 
up t o the p a r t i c u l a r g r i e v a n c e , and the Labor Commissioner 's Opinion a f t e r the g r i e v 
ance has been heard . 

Notes and l e g a l r esearch inc luded i n each f i l e 

|7. RECORDS SERIES FORMST(S) 

fcl LETTER SIZE [ ] MICROFILM 

L^^GAL SIZE [ ] COMPUTER TAPE 

[ ] BOUND BOOK [ ] FLOPPY DISK 

[ ] AUDIO TAPE [ ] VIDEO TAPE 

[1 OTHER( SPECIFY) 

8. RECORDS SERIES SEQUENCE 
Li ALPHABETICAL 

[ ] NUMERICAL 

[ ] CHRONOLOGICAL 

[ ] GEOGRAPHICAL 

[ ] OTHER SPECIFY 

9. VOLUME 
Bd FILE DRAWER(S) 
U MICROFILM REEL(S) 

Two • COMPUTER TAPF.(S) 
NUMBER [ ] OTHER SPECIFY 

10. VOLUME 
[ ] FILE DRAWER(S) 
[ ] MICROFILM REELS(S) 
[ ] COMFJTER TAPE(S) 

NUMBER [ ] OTHER( SPECIFY) 

|11. FILE US USH 
[ ] DAILY [X WEEKLY [ j MSNTKLY 

12. FILES BECOME INACTIVE AFTER * 
[ ] :-£NTK(S) [ ] YEAR(S) 

NUMBER * Do not become inactive due to 
prpcpdenti al val ue 

|l3. CURRENT LCCATICN(S) (BLDG., FLCCR, RCCM) 
( I f yes, specify agency or o f f ice 

Courthouse, 2nd F l o o r , Rm. 225 

14. IS RECORDS SERIES DUPLICATED ELSEvHERE? 

[ ] YES be NO 

|l5. ACCESS RESTRICTIONS TjJ YES [J NO 
( I f yes, cite law(s) & regulaticn(s) Pub. In form. Act 

16. AUDIT REQUIREMENTS 
ft OTNE [ ] STATE [ ] FEDERAL [ ] INDEPENDENT 

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

[ ] YES ft NO 

18. RECOMMENDED RETENTION 

19. NAME AND TriLE OF PREPARER 20. TELEPHONE NUMBER 

A r t h u r K T>aiM a , T .ahnr C.nmmi g g i n n p r 494-3190 
21. DATE 

May 27. 1988 



INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE. 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. Box 275 

Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

Page 2 of 6 

DEPARTMENT/AGENCY 

LABOR COMMISSIONER 

2. DIVISION 3. UNIT 
LAW 

DEFINITION-RECORD SERIES-
A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES. 

|4. RECORD SERIES TITLE 

GENERAL ACCOUNTING RECORDS 

5. EARLIEST YEAR/LATEST YEAR 

1979 TO 1988 ( p r e s e n t ) 

6. RECORD SERIES DISCRLPTION -
(BRIEFLY DESCRIBE THE TYPES OF LWOFĴ mON/CCJCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

- R e q u i s i t i o n s , purchase o r d e r s , r e c e i p t s f o r goods r e c e i v ed 
- Rece ip t s f o r p e t t y cash and d i r e c t payment checks 
- Rece ip t s f o r p r i n t i n g charges from Cen t ra l P r i n t i n g O f f i c e 
- Monthly & q u a r t e r l y p r i n t o u t s of Budget Mgmt. Reports 

( f o r bookkeeping purposes ) 

7. RECORDS SERIES FORMST(S) 

£4 LETTER SIZE [ ] MICROFILM 

^ £ G A L SIZE [ ] COMPUTER TAPE 

[ ] BOUND BOOK [ ] FLOPPY DISK 

[ ] AUDIO TAPE [ ] VIDEO TAPE 

[1 OTHER(SPECIFY) 

8. RECORDS SERIES SEQUENCE 
ALPHABETICAL 

[ ] NUMERICAL 

• CHRONOLOGICAL 

[ ] GEOGRAPHICAL 

[ ] OTHER SPECIFY 

9. VOLUME 

1/2 of 
NUMBER 

FILE DRAWER(S) 
[ j MICROFILM REEL(S) 
[ ] COMPUTER TAPE(S) 
[1 OTHER SPECIFY 

10. VOLUME 
[ ] FILE DRAWER(S) 
[ ] MICROFILM REELS(S) 
• COMPUTER TAPE(S) 

NUMBER [ ] OTHER(SPECIFY) 

11. FUZ US USED 
[ ] DALLY Kl WEEKLY [ ] >ENTHLY 

12. FILES BECOME INACTIVE AFTER 
s [1 i-DNTH(S) K; YEAR(S) 

NUMBER 

13. CURRENT LOCATION(S) (BLDG., FLOOR. ROOM) 
( I f yes, specify agency or of f ice 

Courthouse, 2nd F l o o r , Rm. 225 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 

^ YES [ ] NO 

15. ACCESS RESTRICTIONS [ ] YES & NO 
( I f yes, cite law(s) & regulation(s) 

16. AUDIT REQUTREMENTS 
JM NONE [ ] STATE [ ] FEDERAL [ ] INDEPENDENT 

17. IS AN INDEX SYSTEM USED? ( I f yes, explain brief ly and 
describe and hardware/software) 

[ ] YES $ NO 

18. RECOMMENDED RETENTION 

Equipment purchases 
Others - 5-8 Years 

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 

Arthur K. Dav i s , Labor Commissioner 494-3190 

2!. DATE 

May 27, 1988 



INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE. 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. Box 275 

Jessup, Maryland 2Q794 

AGENCY RECORDS INVENTORY 

Page of 6 

1. DEPARTMENT/AGENCY 

LABOR COMMISSIONER 

2. DIVISION 

LAW 

3. UNIT 

DEFINITION-RECORD SEPJES- A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES. 

4. RECORD SERIES TITLE 

Leave and Time Sheets 

5. EARLIEST YEAR/LATEST YEAR 

1986 TO 1988 ( P r e s e n t ) 

6. RECORD SERIES DISCRIPTION -
(ERIEFLY DESCRIBE THE TYPES OF INFOM ÔN/DOCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

- B i -week ly cop ies of t ime sheets o r i g i n a t i n g from t h i s o f f i c e 

- Computer b i -week l y p r i n t o u t s f o r comparison and v e r i f i c a t i o n purposes 

7. RECORDS SERIES FCRMST(S) 
• LETTER SIZE [ ] MICROFILM 

^LEGAL SIZE [ ] COMPUTER TAPE 

[ ] BOUND BOOK [ ] FLOPPY DISK 

[ ] AUDIO TAPE [ ] VIDEO TAPE 

[ j OTHER(SPECIFY) 

8. RECORDS SERIES SEQUENCE 
[ j ALPHABETICAL 

[ ] NUMERICAL 

IS CHRONOLOGICAL 

[ ] GEOGRAPHICAL 

[ ] OTHER SPECIFY 

9. VOLUME 
H FILE DRAWER(S) 
• MICROFILM REEL(S) 

1/8 of • COMPUTER TAPE(S) 
NUMBER [1 OTHER SPECIFY 

10. VOLUME 
[ ] FILE DRAWER(S) 
[ ] MICROFILM REELSCS) 
[ ] COMPUTER TAPE(S) 

NUMBER [ ] OTHER(SPECIFY) 

! I . FILE US USED 
r 1 .. — J DAILY LX WEEKLY ( b i - ) • MONTHLY 

12. FILES BECOME INACTIVE AFTER 
T [1 >ENTH(S) LX YEAR(S) 

NUMBER 

13. CURRENT LCCATICN(S) (BUG., FLOOR, ROOM) 
( I f yes, specify agency or of f ice 

Courthouse, 2nd F l o o r , Rm. 225 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 

* HYES [ ] NO "Pe r sonne l 
Dept . ( ? ) 

15. ACCESS RESTRICTIONS [ ] YES ^ NO 
( I f yes, c ite law(s) & regulaticn(s) 

16. AUDIT REQUIREMENTS 
1K1 NONE [ ] STATE • FEDERAL [ ] INDEF̂ ENDENT 

17. IS AN INDEX SYSTEM USED? ( I f yes. explain brief ly and 
describe and hardware/software) 

[ ] YES jtf KO 

18. RECOMMENDED RETENTION 

Two Years 

IS. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 

Arthur K. Dav i s , Labor Commissioner 494-3190 

21. DATE 

May 27, 1988 



INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE. 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. Box 275 

Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

Page 4 of 

1. DEPARTMEOT/AGENCY 

LABOR COMMISSIONER 

2. DIVISION 

LAW OFFICE 

3. UNIT 

DEFINITION-RECORD SERIES- A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES. 

4. RECORD SERIES TITLE 

BUDGET RECORDS 

5. EARLIEST YEAR/LATEST YEAR 

1983 TO 1988 ( P r e s e n t ) 

, p - _ O R n _ _ _ _ „ _ (BRIEFLY DESCRIBE THE TYPES OF INFORMATICN/TXXl̂ ENTS/FORMS FOUND 
o. KtLUKU o t t^b U I S U U I M . U N - m T „ S E S J E S t INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

- Annual budget request p r epa ra t i on forms o r i g i n a t i n g from t h i s o f f i c e 

- Annual completed budget a l lowance records from the O f f i c e o f the Budget 

7. RECORDS SERIES FORMST(S) 
[ ] LETTER SLZE [ ] MICROFILM 

^LEGAL SIZE [ ] CEMFUTER TAPE 

[ ] BOUND BOOK [ ] FLOPPY DISK 

[ ] AUDIO TAPE [ ] VIDEO TAPE 

[1 OTHER( SPECIFY) 

8. RECORDS SERIES SEQUENCE 
[ ] ALPHABETICAL 

[ ] NUMERICAL 

(Xl CHRONOLOGICAL 

[ ] GEOGRAPHICAL 

[ ] OTHER SPECIFY 

9. VOLUME 
H FILE DRAWER(S) 
[ ] MICROFILM REEL(S) 

1/4 of [ ] COMPUTER TAPE(S) 
NUMBER [1 OTHER SPECIFY 

10. VOLUME 
[ ] FILE DRAWER(S) 
[ ] MICROFILM REELS(S) 
[ ] COMPUTER TAPE(S) 

NUMBER [ ] OTHER(SPECIFY) 

11. FILE US USED 
[ ] DAILY [ ] WEEKLY [ ] MONTHLY 

12. FILES BECOME INACTIVE AFTER 
Two • MONTK(S) Ik] YEAR(S) 

X 3-4 Times a year NUMBER 

13. CURRENT LCCATION(S) (BLDG., FLCCR, ROOM) 
( I f yes, specify agency or of f ice Budget ( pe rhaps ) 

Courthouse, 2nd F l o o r , Rm. 225 

14. IS RECORDS SERIES DUT̂ ICATED ELSEWHERE? 

* Li YES [ ] NO 

15. ACCESS RESTRICTIONS [ ] YES Li NO 
( I f yes, cite law(s) & regulatica(s) 

16. AUDIT REQUIREMENTS 
Ijjj NONE • STATE [ ] FEDERAL [ ] INDEPENDENT 

17. IS AN INDEX SYSTEM USED? ( I f yes, explain brief ly and 
describe and hardware/software) 

[ ] YES K NO 

18. RECaMENDED RETENTION 

4-5 Years 

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 

Arthur K. Dav i s , Labor Commissioner 494-3190 

21. DATE 

May 27, 1988 



OBSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
OTH RECORDS RETENTION SCHEDULE. 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. Box 275 

Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

Page of 

DEPARTMENT/AGENCY 

LABOR COMMISSIONER 

2. DIVISION 

LAW 

3. UNIT 

DEFINITION-RECORD SERIES- A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES. 

k». RECORD SERIES TITLE 

CONTRACT NEGOTIATIONS 

5. EARLIEST YEAR/LATEST YEAR 

1979 TO1988 ( p r e s e n t ) 

6. RECORD SERIES DISCRLPTION -(BRIEFLY DESCRIBE THE TYPES OF Î ORMATION/DCCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

- Records d ea l i n g w i th l abor n e g o t i a t i o n s w i th the f i v e Ba l t imore 
County l abor unions 

7. RECORDS SERIES PORMST(S) 
[ ] LETTER SIZE [ ] MICROFILM 

^ £ G A L SIZE [ ] CCMPUTER TAPE 

[ ] BOUND BOOK [ ] FLOPPY DISK 

[ ] AUDIO TAPE [J VIDEO TAPE 

• OTHER(SPECIFY) 

8. RECORDS SERIES SEQUENCE 
[ ] ALPHABETICAL 

[ ] NUMERKAL 

[£ CHRONOLOGICAL 

[ ] GEOGRAPHICAL 

[ ] OTHER SPECIFY 

9. VOLUME 
H FILE DRAWER(S) 
[ ] MICROFILM REEL(S) 

Two-fc.n COMPUTER TAPE(S) 
NUMBER [1 OTHER SPECIFY 

10. VOLUME 
[ ] FILE DRAWER(S) 
[ ] MICROFILM REELS(S) 
[ ] COMPUTER TAPE(S) 

NUMBER [ ] OTHER(SPECIFY) 

11. FILE US USED 
* [ X DALLY [ ] WEEKLY [ ] >DNIHLY 

12. FILES BECOME INACTIVE AFTER N / A 

[1 MDNTH(S) [ ] YEAR(S) 
* (During n e g o t i a t i o n s ) (O f t en at other t i m e s ) NUMBER 

13. CURRENT LOCATION(S) (BLDG., FLCCR. ROOM) 
( I f yes, specify agency or of f ice 

Courthouse, 2nd F l o o r , Rm. 225 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 

[ ] YES H NO 

15. ACCESS RESTRICTIONS 08 YES [J NO 
( I f yes, c ite law(s) & regulation(s) p u b . In fo rm. Act 

16. AUDIT REQUIREMENTS 
H NONE [ ] STATE [1 FEDERAL [ ] INDEPENDENT 

17. IS AN INDEX SYSTEM USED? ( I f yes, explain brief ly and 
describe and hardware/software) 

[ ] YES [i NO 

18. RECttMENDED RETENTION 

Re ta in I n d e f i n i t e l y • 
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 2!. DATE 

Arthur K. Dav i s , Labor Commissioner 494-3190 May 27, 1988 



rNSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE. 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. Box 275 

Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

Page 6 of 

DEPARTMENT/AGENCY 

LABOR COMMISSIONER 

2. DIVISION 
LAW 

3. UNIT 

DEFINITION-RECORD SERJDES- A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES. 

4. RECORD SERIES TITLE 

GENERAL CORRESPONDENCE 

5. EARLIEST YEAR/LATEST YEAR 
1978 TO iqaa ( p r e s e n t ) 

6. RECORD SERIES DISCRIPTION -
(BRIEFLY DESCRIBE THE TYPES OF INFORMATIONAXXIJMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

- Copies o f memos, l e t t e r s , w r i t t e n and r e c e i v e d by t h i s o f f i c e , some o f which may 
be c o n f i d e n t i a l under the Pub. In fo rmat ion A c t . 

- I n f o rmat i ona l m a t e r i a l f o r r e f e r e n c e purpose - i . e . , County Counc i l , Budget Messages, 
c op i e s of l abo r l aws/ac t s , e t c . 

7. RECORDS SERIES FORMST(S) 

H LETTER SIZE [ ] MICROFILM 

^LEGAL SIZE [ ] COMPUTER TAPE 

[ ] BOUND BOOK [ ] FLOPPY DISK 

[ ] AUDIO TAPE [ ] VIDEO TAPE 

• OTHER(SPECIFY) 

8. RECORDS SERIES SEQUENCE 
H ALPHABETICAL 

[ ] NUMERICAL 

• CHRONOLOGICAL 

[ ] GEOGRAPHICAL 

• OTHER SPECIFY 

9. VOLUME 
6(1 FILE DRAWER(S) 
[1 MICROFILM REEL(S) 

3-1/8 • CCMPUTER TAPE(S) 
NUMBER [ ] OTHER SPECIFY 

10. VOLUME 
[ ] FILE DRAWER(S) 
[ ] MICROFILM REELS(S) 
[ ] COMPUTER TAPE(S) 

NUMBER [ ] OTHER(SPECIFY) 

11. FILE US USED 
M DAILY [ ] WEEKLY [ ] MONTHLY 

12. FILES BECOME INACTIVE AFTER 
T p n [1 MDNTH(S) K YEAR(S) 

NUMBER 

13. CURRENT LOCATION(S) (BLDG., FLCCR, ROOM) 
( I f yes, specify agency or of f ice 

Courthouse, 2nd F l o o r , Room 225 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
Some y e s ; some no 

[ ] YES [ ] NO 

15. ACCESS RESTRICTIONS * M YES [J *some 
( I f yes, cite law(s) & regulat ions) P u b > I n f o r m . A c t 

16. AUDIT REQUIREMENTS ' " ' { 
H NONE [ ] STATE [ ] FEDERAL .[] INDEPENDENT 

17. IS AN INDEX SYSTEM USED? ( I f yes, explain brief ly and 
describe and hardware/software) 

[ ] YES IX NO 

18. RECO-MENDED RETENTION 

8-10 Years (some) 

I n d e f i n i t e l y ( o t h e r s ) 

19. NAME AND TITLE OF PREPARER 
Arthur K. Davis 
Labor Commissioner 

20. TELEPHONE NUMBER 

494-3190 
2!. DATE 

May 27, 1988 


