SCHEDULE ND.
BALTIMORE COUNTY
OFFICE OF CENTRAL SERVICES C-636
Records Monagement Division PACE 1D
RECORDS RETENTION AND DISPOSAL SCHEDULE 1 of 2
Baltimore County Office of Personnel, Executive/Administrative ‘
AGENCY DIVISION

TTEM

NO. DESCRIPTION RETENTTION

1. GENERAL CORRESPONDENCE

Subject arrangement of original incoming letters,
copies of outgoing letters, memoranda, studies,
reports, directives, policies, legal opinions,
letters of advice, personnel County Council bills,
and other materials related to the administration
of the agency.

UNOFFICIAL PERSONNEL FILES

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

Files

ILEAVE AND TIME SHEETS
This file contains office copies of employees annual
leave and daily time recordings.

Screen annually and
Hestroy that material no
%onger needed for current
usiness.

Directives, policies and
bther material related to th
planning,policy and inter-
retations that illustrate
he development of the
bgency, retain permanently
for eventual transfer to
[the Archives.

Screen annually and destroy
that material no longer
needed for current reference)
Retain remaining items for
two (2) years after termi-
nation, then destroy.

Retain for one (1) year,
then destroy.
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SCHEDULE ND.
C-636
RECOROS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET) BCE .
1 of 2
';:)M DESCRIPTION RETENTION
4. BUDGET RECORDS
Annual Budget Submissions Retain annual submissions
Monthly Budget printouts for five (5) years, then
Workpapers destroy. Retain all other
papers for two (2) years,
then destroy.
5. GENERAL ACCOUNTING RECORDS
Files contain office copies of: Retain for three (3) years,
Goods received memoranda, billing invoices, then destroy.
expense/travel reports, requisitions, petty cash
vouchers, mileage reports, direct payment forms, paid
bills, ticket books, purchase orders, deposit slips,
receipt books, etc.
6. | SPECIAL ACCOUNTING RECORDS
Audit Reports (Internal or external, financial or Retain one (1) copy
program) permanently for eventual
transfer to the Archives,
7. FIXED ASSETS FILE
Fixed asset printouts (including vehicles) IRA Forms |Retain fixed asset
(office copy) printout for three (3)
Lost/Stolen forms (office copy) years, 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 one (1) copy of each publication [Retain permanently for
produced by the agency. eventual transfer to the
Archives.
9. | OFFICIAL PERSONNEL FILES (BALTIMORE COUNTY)
Files contain information on active and inactive Retain for three (3) years
Department Heads and Office of Personnel Staff only. Jafter termination of
Files contain but are not limited to to applications |employment, then destroy.
for employment, copies of waivers, or applications Those deemed not suitable
for retirement, performance evaluation, copies of for rehire microfilm, and
personnel transaction tickets, accident reports, destroy paper records,
copies of grievances and their disposition, copies retain microfilm for 20
of payroll change letters, disciplinary actions, years, then destroy.
commendations and awards.

™ IA /Y. 1/86)




SEPARATE FORM FOR EACH NEW OR

| INSTRUCTICMS - -TYPE OR PRINT A
' REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 27%

ITH RECORDS RETENTION SCHEDULE PAGE ’ oF 7
GS 8850-1) JESSUP, MARYLAND 20794
1. DEFARTMENT /AGENCY 2. DIVisSION S. wIT

EXECUTIVE/ADMINISTRATIVE

I

| PERSONNEL

;' CEFINITION-RECORD SERIES-
)

A GROUPFP OF RELATED RECORDS NOFMALLY FILED
REFERENCE AS RELL AS RETENTION AND DISPFOS|ITION PURPFPOSES

AND USED AS A UNI!T FOR

4. RECORD SERIES TITLE

Administrative and General Correspondence

5. EARLIEST YEAR/LATEST YEAR
TO

[

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

agency.

BR LY DESC T THE YPE or Q by
RECORD SERIES DESCRIPTION ( Ixr | -4 RiE h g 3 INFE RMATION/DOCUHENTSIFORM! rouMnD
‘1IN THE SERIES.

INCLUDR THE PURPOSE OR FUNCTION OF THE BER1ES)

administration of the

7. RECORD SERIES FORMAT{S)
® LETTER St1ZE O MICROFILM
‘l' LEGAL 51zE’ DO CCMFUTER TAPE
0 oD BOOK O FLOPPY DISK
D AuDIO TAPE 0O VIDEO TAPE

O OTHER{ SPECIFY)

8. RECORD SERIES SEQUENCE 9.

& AL PHABETICAL

0 NUMERICAL

0 CHRONOLOGICAL,
0 GEOGRAPHICAL

® OTHER(SPECIFY)

VOLUME
® FILE DRAWER(S ]}

O MICROFILM REEL(S)
‘ 0O COMPUTER TAPE(S)
NUMBE

0O OTHER(SPECIFY)

10. ANNUAL ACCUMULATICN
B FILE DRAWER(S)

O MICROFILM REEL(S)

SuBJIECT KirER O COMPUTER TAPE(S )
- C_OTHER{SPECIE !
‘1 piLE 1S UsED 12. FILE BECOMES INACTIVE AFTER
@ patLy O WEEKLY O MONTHLY ] O MONTH( S ® YEAR(S) i

13. CURRENT LOCATICN({S) [BLDG.,FLOOR,RROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE ?

|l| Tow SOVJ/ ﬂ.b lir vyes, sreciry raency or orrice)

a =

W W, CHESAPERNKE ARuEe YES ®No

18. ACCESS RESTRICTIONS ®YES DO nNo 16. AUDIT REGQUIREMENTS

(1r ves, ci1te LAW(s8) & RecuLATION(S)

PRoc BQMT,

beeT

® NoNE O STATE O rFeEpERAL O INDEPENCENT

17. IS AN INDEX SYSTEM USED? (Ir vyes.E>PLAIN

BRIEFLY AND DESCRUIBE ANY HAHDHARE/SOFTHARE)

e Y no >

18.

RECCMMENCED RETENT ICN .
Screen annually and destroy that material no

longer needed for current business. Directives
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.

NAME AND TITLE OF PREPARER

JOANNE .KINCER, ASSISTANT

20.

3120

DG5S 350-4 (REVIZSEID 2/27)

TELEFHCNE NUMEER

21. DATE

3/28/89




DEPARTMENT OF GENERAL SERVICES
SEPARATE FORM POR EACH KBW OR RECORDS MANAGEMENT DIVISION

Instructions TYPE OR PRINT A AGERCY  RECORDS  INVBRTORY

REVISED RECORDS SERIES. FORWARD 7275 WATERLOO ROAD

|
I
I
I
‘mn RECORDS RETENTION SCHRDUL Il P.0. BOX 275
I
I
I

|
I
I
I
I
JESSUP, MARTLAND 20794 |
I
|
I

ki or 9
1. DEPARTNENT/AGENCY 2. DIVISION 3. UNIT
PERSONNEL | _EXECUTIVE/ADMINISTRATIVE

DEFINITION - RECORD SERIRS A group of related records normally filed and used as a unit for reference as well as

retention and disposition purposes
|

§. RECORDS SERIES TITLE | 5 BARLIBS? YEAR/LATEST YEAR

UNOFFICIAL PERSONNEL FILES : /

§. RECORDS SERIRS 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 FORMAT(S)
# LETTER SIZE () NICROPILN

8. RECORDS SERIES SBQUENCE

® ALPHABRTICAL i FILE DRAWER(S)

[] MICROFILM REEL(S)

9. VOLUMR
. (| LEGAL SIZE [] COMPUTER TAPB ! [] COMPUTER TAPE(S)

[] NUMBRICAL

| ] BOUND BOOK |} FLOPPY DISK (] CHRONOLOGICAL

10. VOLUME
I EILE DRAWER(S)
] MICROFILM RBEL (S)

I
| [} conpuTe TAPE(S)
(1

KUNBER

(] AUDIO TAPR (] VIDEO TAPE [] GEOGRAPHICAL

[ ] OTHER (SPRCIFY)

I
|
|
I
| "NUNBER (] OTHBR{SPECIFY)
| ,
I
I
[1 OTHER (SPECIFY) |
I

OTHER{SPECIFY)

| I

11.FILE IS USED
{] DAILY W WERKLY {] MONTHLY

12, FILE BECOMES INACTIVE AFTER

| [} MOKTHI(S) W YEAR{S)
NUMBER

13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROON) 14. I5 RECORDS SERIES DUPLICATED ELSEWHERE?

_Towson, MD

15. ACCESS RESTRICTIONS [ VES [] MO
(1f yes, cite law(s} & requlation(s)

16, AUDIT REQUIREMENTS

|

I

|

=

Il W. CHESA PERKE AVE ( {] 185 @ 8O (If Yes, Specify Agency or Office)

l .

I

| ¥ RORE (| STATE (| FEDERAL (] INDEPBNDENT

17. IS AN INDEX SYSTEK USBD? (If yes, explain briefly and

describe any hardware/software) Screen annually and destroy that material
Bs ] Ko no longer needed for current reference.

| _

| 18. RECOMMENDED RETENTION

|

|

Retain remaining items for two years after

@ Last vAne |

I

I

termination, then destroy.

= I

3. 51¢T 19T TE7RE OF BRRRARER

JOANNE KINCER, ASSESTANT

l
0. TELEPHONE NUMBER | 21. DATS
3120 ! 3/28/89

DGS 550-4{REVISRD 2/81)




Instructions TYPE OR PRINT A
SEPARATE FORN POR BACH NEW OR
REVISED RECORDS SERIES. FORWARD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGBMENT DIVISION

7275 WATERLOO ROAD

AGERCY  RECORDS  IRVENTORY

ITH RECORDS RETENTION SCHEDULE P.0. BOX 275
JESSUP, MARTLAND 20794
1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

PERSONNEL

| EXECUTIVE/ADMINISTRATIVE

I
I
I
l PRcE) or_ 9
I
I
I
I
I

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

4. RECORDS SERIES TITLE
LEAVE AND TIME SHEETS

/

| .

| 5 BARLIEST TEAR/LATBST YBAR
I

I

§. RECORDS SERIBS DESCRIPTION (Briefly describe the types of information/documents/forms 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.

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

{] LEGAL SIZE  [] COMPUTER TAPE
[] BOUND BOOK |} PLOPPY DISK
[} AUDIO TAPE [] VIDEO TAPE

{| OTHER (SPECIFY)

I
I
I
I
I
I
|
|
|
I
|
|
I

8. RECORDS SERIBS SEQUENCB
[] ALPHABETICAL

[] NUMBRICAL
B CHRONOLOGICAL
[] GEOGRAPRICAL

[] OTHER (SPECIFY)

9. VOLUKE
# PILE DRANER(S)
[] MICROFILM REBL(S)

‘ (] COMPUTER TAPE(S)

NUMBER  [] OTHER{SPECIFY)

10. VOLUNE
i PILE DRAWER(S)

[] MICROFILM REBL (5}
l [} CONPUTER TAPE(S)
(1

I
I
I
l
|
I
I
l
I
I
I
| ~ NUNBER ] OTHER{SPBCIFY)

11.FILE IS USED

[} DAILY {] WBEELY

€55 ThAN
ONTHLY

12. FILE BECOMES INACTIVE APTER

& NONTH(S) [] TBAR(S)

13. CURRENT LOCATION{S) (BLDG.,FLOOR,ROOHI
M W, CHESA PEARE AVE

TowSowN, MD.

14. IS RECORDS SERIES DUPLICATED ELSEWHERE?
§ v8s [ N0 (If Yes, Specify Agemcy or Office)

 PAYRO L

15. ACCESS RESTRICTIONS  [] VES

N Xo

(If yes, cite law(s) & regulation(s)

|
I
|
I
I
|
I
I
|
I
|

16. AUDIT REQUIREMENTS
(] STATR [] PEDERAL (] INDEPENDERT

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

describe any hardware/software)
gus (] N

BY DEPARTHENTE Assﬂcl‘(

|
I
|
I
I
I
I
I

18. RECOMMENDED RETENTION

Retain for one year, then destroy.

9. NAME AND TITLE OF PREPARER

| 20. TELEPHONE NUMBER

l
JOANNE KINCER, ASSISTANT

3120

|
| 21. DATE
: 3/28/89

DGS 550-4(REVISED 2/87)




DEPARTNENT OF GERERAL SERVICES AGENCY  RECORDS  IRVERTORY

RECORDS MANAGEMERT DIVISIOR

Instructions TYPE OR PRINT A
SEPARATE FORM PQR BACH NEW 0%

ISED RECORDS SERIES. FORWARD 1275 ¥ATERLOO ROAD

PAGE 4’ or 7\
JESSUP, MARYLAND 20794
1. DEPARTMENT/AGENCY 2. DIVISION 3. ONIT

I
|
I
|
H RECORDS RRTENTION SCHEDULE | P.0. BOX 275
S
I
|
|

PERSONNEL EXECUTIVE/ADMINISTRATIVE

— —— — ——— —— ————

DEFINITION - RECORD SERIES A group of related records mormally filed and used as a unit for reference as vell as
retention and disposition purposes ,
I

4. RECORDS SERIBS TITLE ' | 5 BARLIEST YBAR/LATEST YEAR
BUDGET RECORDS . | /

6. RECORDS SERIES DESCRIPTION (Briefly describe. the types of inforsation/documents/foras found in the series.
Include the purpose or function of the series)

Annual Budgét Sudmissions

Monthly Budget printouts

Workpapers

. RECORDS SERIES FORMAT(S)
[} LETTBR SIZE (] MICROFILK

|
8. RECORDS SERIES SEQUENCE | A
[} ALPHABETICAL | I PILE DRAWER(S)
| {] NICROFILN REBL(S)
|

l [] COMPUTER TAPE(S)

LEGAL SIZR [] COMPUTER TAPE (] NUMERICAL

WURBER (] OTHER(SPBCIFI)

(| BOUND BOOK [) FLOPPY DISK (] CHRONOLOGICAL

10, VOLUNE

I
|
I
(1 AUDIO TAPR (] VIDBO TAPE [} GROGRAPHICAL | @ PILE DRAWER(S)
I
I
|

[] MICROFILM REBL (§)

‘ {] CONPUTER TAPE(S)

{] OTHER (SPBCIFY) B OTHER (SPECIFY)

Figani- YeoR (FY) NUNBER (] OTHBR(SPECIFY)
11.F1L5 1S USED Wﬁ,,d Less AN 12, FILE BBCONES INACTIVE AFTSR
() DALLY () WEEKLY R NOKTHLY

e [] MOWTH{S) W 1BAR(S)
NUNBER

N W.CHESAPEARKE AVE W 18S [] O (If Yes, Specify Agemcy or Office)

TowsoN, MD BupGET

15. ACCESS RESTRICTIONS  [] 1ES {§ MO 16. AUDIT REQUIREMENTS
{1f yes, cite law(s) & requlation(s) () RORE [ STATE (] PEDERAL @8 INDEPENDERT

ASo_CouNTY

I
I
[
|
13. CURRENT LOCATION(S) (BLDG.,PLOOR,ROOK) - ~ | 14. IS RRCORDS SERIES DUPLICATED BLSEWHERE?
I
I
I
I
I

17. 15 AN INDEX SYSTEM USED? (If yes, explain briefly and
déscribe any hardware/software)

18. RECOMMENDED RETENTION .
Retain annual submissions for five years,

I

I|
‘ P s {] %0 A | then, destroy. Retain all other papers

| for two years, then destroy.
|
|
|
|}

BY BudGeT CodE
|

I
9. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMBER | 21. DATE
JOANNE KINCER, ASSISTANT: 3120 : 3/28/89




I
Instructions TYPE OR PRINT A |
SEPARATE PORN FOR BACH NEW OR |
REVISED RECORDS SERIES. FORWARD |

I

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY  RECORDS  IRVENTORY

‘ITH RECORDS RETENTION SCHEDULSB P.0. BOX 273 PAGE j 0F ci
|
I
1. DEPARTMENT/AGENCY I 1. DIVISION 3. UNIT
|

EXECUTIVE/ADMINTSTRATIVE

PERSONNEL |

|
I
I
|
I
JRSSUP, KARYLAND 20794 |
I
I
I
I

DEFINITION - RECORD SERIRS A group of related records normally filed and used as a unit for reference as well as

retention and disposition purposes

4. RECORDS SERIES TITLE
GENERAL ACCOUNTING RECORDS

5 EARLIEST YEAR/LATEST YEAR
/

§. RECORDS SERIRS DESCRIPTION (Briefly describe the types of information/documents/forms 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.

7. RECORDS SERIRS FORMAT(S)
§ LRTTER SIZE ) WICROPILN

. {| LEGAL SIZE [] COMPUTER TAPE
[] BOUND BOOK |} FLOPPY DISK

() AUDIO TAP® {] VIDEO TAPS

{] OTHER (SPBCIFY) I

8. RECORDS SERIES SEQUENCE
§ ALPHABSTICAL

[] NUMBRICAL
{| CHRONOLOGICAL
[} GEOGRAPHICAL

{1 OTHER (SPECIFY)

9. VOLUXE

W PILE DRAWER(S)

[] WICROPILK REEL(S)
[] CONPUTER TAPB(S)
[) OTHER(SPECIFY)

10.. VOLUNE
#. PILB DRAWER(S)
MICROFILM REEL (5)

[}
| (1 conpursr TAPR(s)
[}

I

I

I

|
[
| TNUMBER
I

|

I

I

I

| “NUNBER  [] OTHER(SPBCIFY)

11.FILE IS USED

{1 DAILY [} WBRRLY W MONTHLY

I
12. FILR BBCOMES INACTIVE AFTER
[ ] NONTH(S) B TBAR(S)

NUMBER

13. CURRENT LOCATION(S) (BLDG.,FLOOR,RDOH)
it w. CHESAPERAKE AVE

TowsSoN WD

B VES [) RO (If Yes, Specify Agency or Office]
Porcwasi & « FiNANCE

15, ACCESS RESTRICTIONS (] 18S ]I NO
{1f yes, cite law|s) & requiation{s)

16, AUDIT REQUIREMENTS
[] RONE @ STATE @ FEDERAL (| INDEPENDENT

AP  Covnty

|
I
I
|
| 14, IS RECORDS SERIES DUPLICATED BLSEWHRRE?
I
I
|
I
I

17, IS AN INDBX SYSTEM USED? (If yes, explain briefly and
describe any hardware/softvare) :

K 1is [] X0

o
BY FéRw |

18. RECOMMENDED RETENTION

Retain for three years, then destroy.

9. NAME AND TITLE OF PREPARBR | 20. TELEPHONE NUMBER
JOANNE KINCER, ASSISTAN* 3120

|
| 21. DATE
: 3/28/89

DGS 550-4(REVISED 2/87)




PERSONNEL EXECUTIVE7ADMINISTRATIVE

I I
Instructions TYPE OR PRINT A | DRPARTMENT OF GENERAL SERVICES | AGERCY  RECORDS  INVERTORY
SEPARATE FORM FOR EACH NEW OR | RECORDS MANAGEMERT DIVISION |
REVISED RECORDS SERIES. FORWARD | 1275 WATERLOO ROAD | L <7
WITH RECORDS RETBNTION SCHRDULE | P.0. BOX 275 | PAGE (1}
. | JBSSUP, MARYLAND 20794 |
I I
1. DEPARTMERT/AGENCY | 2. DIVISION | 3. NIt
| I
|

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

5 EARLIEST TEAR/LATEST TEAR
/

: I

4. RECORDS SERIES TITLE |
|

I

Special Accounting Records

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

Audit Reports (jrternal ot external, financial or program)

NICROFILN REBL (S)
COMPUTER TAPE(S)

A

[1 OTHER (SPECIFY) (] OTHER (SPECIFY)

()
(]
(1

I |
7. RECORDS SERIRS FORMAT(S) | * 8, RBCORDS SBRIES SEQUENCR | 9. VOLUME
{] LETTER SIZB [} MICROPILN | [] ALPHABBTICAL ) 8 FILE DRAWER(S)
| | {] MICROPILN REEL(S)
B LEGAL SIZE [] CONPUTER TAPB | M RUNERICAL | {] COMPUTER TAPB(S)
I | TNUMBER |[] OTHER(SPBCIFY)
[} BOUND BOOK [} PLOPPY DISK | [] CHRONOLOGICAL |
| | 10. VOLUNE
{] AUDIO TAPE {] VIDBO TAPB | {] GEOGRAPRICAL | D0 PILE DRAWER(S)
I I
I I
| I
|

NUMBER OTHER{SPECIFY)
| : I
11.FILE IS USED | 12. PILE BECOMES INACTIVE AFTER
I] DAILY (1 WEBKLY W MONTHLY | ] NORTH(S) P YBAR(S)
| NUMBER
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) | 14. 15 RECORDS SERIES DUPLICATED BLSEWHRRE?
U W.CHRESAPEARKE AvVE | @ Y83 [] NO (If Yes, Specify Agency or Office)
Towsow, MD ,' FINANCE
15. ACCESS RESTRICTIONS {1188 [N WO | 16, AUDIT REQUIREMENTS
(IF yes, cite law{s) & requlation{s) | [] RONE. M STATE (] FEDERAL () IKDEPENDENT

AND  County

17. 1S AN INDEI SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)
s (] N

o BY REPSRT NLiTLE
|

18. RECOMMENDED RETENTION

I
I
- .
| Retain one (1) gopy permanently for eventual
| transfer to the Archives. :

| .

l

|

1]

9. NANE AND TITLE OF PREPARER

JOANNE KINCER, ASSISTANT : 3120

| 20. TELEPHONB NUMBER

I
| 21. DATE
! 3/28/89

DGS 550-4(REVISED 2/87)




DEPARTNENT OF GENERAL SBRVICES

- [
Instructions TYPE OR PRINT A |
| RECORDS MANAGEMENT DIVISION

SEPARATE FORN POR BACH NEW QR

AGENCY RECORDS  IRVERTORY

REVISED RECORDS SERIES. FORWARD | 1215 WATERLOO ROAD A 9
.HITH RECORDS RETENTION SCHEDULE | P.0. BOX 275 PAGE 7 or
| JESSUP, MARYLAND 20794
I
1. DEPARTMENT/AGENCY | 2. DIVISION 3. UNIT

| EXECUTIVE/ADMINISTRATIVE

PERSONNEL |

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. RECORDS SERIES TITLE 5 EARLIEST YEAR/LATEST TEAR

FIXED ASSETS FILE /

§. RECORDS SERIES DESCRIPTION (Briefly describe the types of information/documents/foras found in the series.
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 SERIES FORMAT{S)
‘ B LETTER SIZE [] MICROFILM

8. RECORDS SERIES SEQUEKCE
(] ALPHABETICAL

9. VOLUNE
B FPILE DRAWER(S)
KICROFILN REEL(S)

[} LEGAL SIIE

[} COMPUTER TAPS B NUMBRICAL

i)
| (] coxpurer TARE(S)
(1

NUMBER OTHER({SPBCIEY)
(] BOUND BOOK [} PLOPPY DISK

10. VOLUMEB
B PILE DRAWER(S)
] MICROFILN REBL (S}

[
| 1} coxpurer maeg(s)
(1

RUMBER OTHER(SPECIFY)

[] AUDIO TAPE {] VIDEO TAPE {] GROGRAPHICAL

{] OTHER {SPECIFY)

I

l

l

|

I

' l

@ CHRONOLOGICAL |
I

|

I

{1 OTHER (SPRCIFY) |
|

I I

11.FILE I8 USED : ' | 12. PILB BECOMES INACTIVE AFTER
(] DAILY (] WEBKLY B NONTHLY | {1 NONTH(S) # YEAR(S)

NUMBER

13. CURRENT LOCATION(S) (BLDG‘,FLOOR,ROOH)

. 14, IS RECORDS SERIES DUPLICATED BLSEWHERE?
Il W.CHESAPESAKE RAVE

R 185 [] NOo (If Yes, Specify Agency or Office} -

CENTRAN SERVIEES ¢ FIXED ASSERTs DIV,

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

16. AUDIT REQUIREMENTS

|

|

|

» |

TowsoN, MD ,‘
|

| . NONE [] STATE [] PEDERAL |[] INDEPENDENT

17. 1S AN INDEY SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)
Bus [ X

|

|.  18. RECOMNENDED RETENTION

|

-
BY DEPARTAENY, AGEW-Y.:, Bubd¢er ches lI

|

|

then destroy.

years, then destroy.

Retain fixed asset Printout for one year,

Retain all other completed forms for three

| 20. TELEPHONB NUMBER
|
JOANNE RINCER, ASSISTANTI 3120

21. DATE
3/28/89

l
9. NAME AND TITLE OF PREPARER I
- I
l

DGS 550-4{REVISED 2/87)




Instructions TYPE OR PRINT A DEPARTKENT OF GENERAL SERVICES AGBNCY  RECORDS  IRVEBNTORY

SEPARATE FORM POR BACH NEW OR
REVISED RECORDS SERIES. FORWARD

RECORDS MAKAGEMENT DIVISION
7275 WATERLOO ROAD

‘ITH RECORDS RETENTION SCHEDULE B.0. BOX 275 PAGE % oF 0/
1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

PERSONNEL EXECUTIVE/ADMINISTRATIVE

I |
I I
I |
I I
I I
| JESSUP, MARTLAND 20794 I
I I
I I
I I
I I

DEFINITION - RECORD SERIRS A group of related records normally filed and used as abunit for reference as well as
retention and disposition purposes

PUBLICATIONS HISTORY FILES /

I

4. RECORDS SERIES TITLE | 5 BARLIEST YBAR/LATEST YEAR
|
I

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

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

2

7. RECORDS SERIES FORMAT{S) 8. RECORDS SERIES SEQUENCE 9. VOLUNE
M LETTER SIZE [] MICROFILN % ALPRABBTICAL § PILE DRAWER(S)
[] MICROFILN REBL(S)
[] LBGAL SIZR  [] COMPUTER TAPE [1 NUMBRICAL l [] COMPUTBR TAPE(S)
[] OTHER(SPECIFY)
() BOUND BOOK {] PLOPPY DISK {1 CHRONOLOGICAL
10. VOLUME

{] AUDIO TAPR {] VIDEO TAPE {1 GEOGRAPRICAL P PILE DRAWER{S)

[} NICROFILM RBEL {5)

l {] COMPUTER TAPB(S)

NUNBBR [} OTHER{SPECIFY)

[| OTHER {SPECIFY)

I
I
|
I
I
| “NUMBER
I
I
I
I
(] OTHER (SPECIFY) |
I

| I
11.FILE IS USED | 12. PILE BECOMES INACTIVE AFTER
{] DAILY [] WKLY J NONTHLY | [1 NOKTH(S) b(] YEAR(S)
: | NUMBER
. !
13. CURRENT LOCATION{S) (BLDG.,FLOOR,ROON) X | 14, 15 RRCORDS SERIES DUPLICATED BLSEWHERE?
i W. CHes A PEAKE Ave I [] Y88 W MO (If Yes, Specify Agemcy or Office)
VovgoM, MD ,' |
15. ACCESS RRSTRICTIONS (] 188 g X0 | 16, AUDIT REQUIREMENTS
(1f yes, cite law(s} & regulation(s) | ® FORE (] STATE [] PEDERAL [] INDBPENDERT
I —
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and | 18. RECOMMENDED RETENTION
describe any hardware/software) | Retain permantly for eventual transfer
(] YES A 0 'I to the Archives.
o |
|
I I I
9. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMBER { 21. DATE
Joanne Kincer, Assistant | 3120 : 3/28/89

DGS 550-4(REVISED 2/87)




Instructions TYPE OR PRINT A DEPARTMENT CF GENERAL SERVICES AGERCY  RECORDS  INVEKTORY

I |
| I
SEPARATE PORM FOR EACH NEW OR , | RECORDS MAKAGEMENT DIVISION |
REVISED RECORDS SERIES. FORWARD | 1215 WATERLOO ROAD |

| I

ITH RECORDS RETENTION SCHEDULE B.0. BOX 275 PAGR 9 0F T
| JBSSUP, MARVLAND 20794 |
I I
1. DEPARTMENT/AGENCY I 2. DIVISION ! 3, UNIT
e PERSONNEL I EXECUTIVE/ADMINISTRATIVE { :

|
DEFINITION - RECORD SERIBS. A group of related records normally filed and used as a unit for referemce as well as
retention and disposition purposes :

4. RECORDS SERIES TITLE 5 EARLIEST YEAR/LATEST VEAR

OFFICIAL PERSONNEL FILES (BALTIMORE COUNTY) /

§. 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 active and inactive Department Heads and Office of Personnel
staff only. Files contain but are not limited to applications for employment, copies

of waivers, or applications for retirement, performance evaluation, copies of

personnel transaction tickets, accident reports, copies of grievances and their disposition,
copies of payroll change letters, disciplinary actions, commendations and awards.

7. RECORDS SERIES FORMAT(S)
W LETTER SIZE (] MICROFILM

8. RECORDS SERIBS SEQUENCE
I ALPHABETICAL

9. VOLUNE
R FILE DRAWER(S)
. NICROFILM REBL(S)
[] LEGAL SIZE [] COMPUTER TAPE’

NUMBER OTHER(SPBCIFY)

[] BOUKD BOOK [} FLOPPY DISK {1 CHRONOLOGICAL

I

I

I (]
(1 NUMERICAL : | {1 coxpuTeR TAPE(S)

' I ]

I

| 10. VOLUNE
. PILE DRAWER(S)
[] NICROPILN REEL (5)
(1 CONPUTER TAPE(S)
[l

OTHER({SPECIFY)

(] AUDIO TAPE [] VIDEO TABE {] GEOGRAPHICAL

I

|

{1 OTHER (SPRCIFY) (1 OTHER (SPBCIRY) o
|

NUMBER

11.FILE IS USED
[] DAILY B WEEKLY [] MONTHLY

12. FILE BECOMES INACTIVE AFTER
[1 MONTH(S) & TBAR(S)
NUMBER

"l w. CHESAPERAKE AVE B YES [] NO (If Yes, Specify Agency or 0ffice)

Towsed, MD. In PaYAOLM

15, ACCESS RESTRICTIONS [] YES g ¥O 16. AUDIT REQUIREMENTS

|
|
|
I
13. CURRENT LOCATION(S) (BLDG.,FI.OOR,ROOH) | 14, IS RECORDS SERIES DUPLICATED ELSEWHERE?
I
I
|
1 | |
{1f yes, cite law(s) & regulation(s) | [] RONE B STATR {] FEDERAL [] INDEPENDENT

| And CountY
17, IS AN INDEX SYSTEK USED? (If yes, explain br1e£1y and | 18, RECOMMENDED RETENTION
describe any hardware/software) | Retain for three (3) years after termination
B s ] N A | of employment, then destroy. Those deemed not
: | suitable for rehire, microfilm and destroy
. : | paper records, retain mlcrofllm for 20 years,
BY LAST Nﬂ"E | then destroy. :

9. NAME AND TITLE OF PREPARER

I
20. TBLEPHONE NUMBER | 21. DA
JOANNE KINCER, ASSISTANT :

3120 gj35/257(57//2fi§7

I
I
I
I
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