St.

Mary's County Records Center and Archives

RECORDS RETENTION AND DISPOSAL SCHEDULE

Suehiva g o )

No. C-654 /’///
Page

No. /”1)5

Agency
St. Mary's County

Division

Recreation & Parks

Worksheets, budget
copies of budgets
county budget and
development and su
divisions of the D

Financial Reports

Computer printouts

for reference and

Program Receipts

Copies of deposit
grant reimbursemen

Personnel Files

detailing departmental financial activities.

amendment proposals and reports,
and budget requests for annual
capital projects. Relates to
pervision of the budget for all
epartment except the golf course.

from County Finance office
Used
cost projections.

records and receipts for monies

collected through departmental programs and through

ts.

Personnel files consist annual folders containing
timesheets and schedules
containing copies of personnel actions, leave
requests and evaluations.

and personal folders

Item
No. Description Retention
1. Administrative Files
Retain general subject files
General office files relating to the administration in office until administrative
of the Recreation & Parks Department. Includes use ceases, then destroy.
correspondence, forms, reference files, printed Review files before weeding
materials and comprehensive plan materials. and retain all historical or
policy files(including
comprehensive plans files)
permanently. Permanent files
may be transfered to County
Records Center & Archives when
no longer needed in office.
2, Budget

Retain in office until annual
county budget is published or
administrative use ceases,
whichever is later, then
destroy.

Retain in office 2 years after
fiscal year issued or until
administrative use ceases,
whichever is later, then
destroy.

Retain in office 2 years after
fiscal year issued, then
destroy.

Retain Annual folders 4 years,
then destroy. Transfer files
after 1 year to County Records
Center & Archives._ Bersonal
Files retain”fq wduration of
individuals empigyment and
three years after termination,~
then destroy. , Personal Eiles
may, be transferred eriodically

‘Schedule a

Agency, or

PB

roved by Department,
ivision Representative

Y Lottt

&é/>Title

ignature

////a/o”ff
7 VA4

Date

to County Rec
destyructiaon di

Schedule.

Drds“Center to be held until
ate_and_then_destrnved.

autnorrzed by

State Archivist



RECORDS RETENTLION AND DISPOSAL SCHEDULE NO.

C-654

(Continuation sheet)
Page
No. 2 of 3
Item
No. Description Retention
6. Grants/Capital Projects - Active

Files for state funded/matching grant projects Retain in office, Transfer

for parks, waterway lmprovements, and program to Inactive Files when

grants. Types of materials in files include appropriate.

contracts, coples of grants, lease agreements, (See item 7).

reference materials, layouts and drawings, and

reports. Material is accumulated over months or

years as parks and projects are developed.

7. Grants/Capital Projects — Inactive

Files for completed grant and capital improvements a. Retain Park Files

projects including state funded projects for parks, Permanently.

waterway improvements and program grants, Types b. Retaig program and water-

of materials include contracts, copies of grants, way files ?or > years

lease agreements, reference materials, layouts after funding cycle

and drawings, and reports. Park files reflect completed, Fhen destroy.

the history and development of each park. NOTE: Retain files (a&b) in
office 2 years after grant or

a. Park Files until administrative value

b. Waterway and Program Files ceases, thereafter transfer
to County Records Center &
Archives * for permanent
retention of park files and
temporary retention of other
files.

8. Site Plans

Land plats, blue prints and drawings for each park Permanent. Retain in office

site maintained by the department. until administrative value
ceases, thereafter transfer
to County Records Center &
Archives* for permanent
retention.

9. Project Bids & Specifications

Copies of successul bid proposals and Retain in office until

specification bids for equipment. Used for administrative value ceases,

reference in developing new bids. thereafter destroy.

10. General Files (RECREATION)

Reference files for Recreation division containing:

a. Fingerprint checks

b. Finanical Files (cancelled checks, purchase
requests)

¢c. General data and report files

a. Retain 3 yeatrs after
employees are terminated,
thereafter destroy.

b. Retain 3. years after FY in
which created, thereafter
destroy.

c. Retain until administrativ

*  value ceases, thereafter

- destroy.



RECORDS RETENTLON AND DISPOSAL SCHEDULE

(Continuation sheet)

No.

Page

Description

Retention

Current Programs/Timesheets (RECREATION)

Files for each program sponsored or supervised by
Recreation Division containing promotional
information, timesheets for part-time leaders

and general program informaion.

Museum Files (MUSEUM)

Files related to the administration and programs
of the St. Clements Island and Potomac River
Museum. Includes:

a. Financial and report data

b, By-laws of museum board and policy statements
c. Correspondence and general subject files.

Wicomico Shores/Chaptico Recreation Association
(GOLF COURSE)

Annual files for administration of Wicomico Golf
Course. Includes contracts, budget informationm,
budget worksheets, bank deposits, membership dues,
correspondence, and courtesy copies of Advisory
Board reports.

* 1f no County Archives is being maintair
transfer to Maryland State Archives.

Retain 3 years or until audits
completed, whichever is later,
thereafter destroy. Retain
in office 1 year, thereafter
transfer to County Records
Center and Archives to be
held 2 years and destroyed.

Retain for 2 years after
close of fiscal year
created, thereafter destroy
. Retain permanently and
transfer to County Records
Center & Archives* when no
longer needed in office.
Retain until administrative
value ceases, thereafter
destroy.

a,

Retain 5 years. Retain in
office 2 years, thereafter
transfer to County Records
Center & Archives to be held
3 years and thereafter
destroyed.

NOTE: To insure proper
retention of Advisory Board
records, copies of any
independent audit statements
and policy files not maintaine
by the Advisory Board should
be retained permanently.
Retain in office.uptil
administrative value ceases,
thereafter transfer to County
Records Center and Archives.*

ed,



CLEY
JUSTRYCTIQNS - -TYPE OR PRINT A DEFARTMENT OF GLNERAL SERVICES : VL N
SiL—PIARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVtI\HUR{
REVISED RECORD SERIES., FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 278

(DGS 380-1) JESSUP, MARYLAND 20794

Pace _/ _or /3

‘EPARI‘MENT/AGENCY 2. DIVISION 3. UINIT
St. Mary's. County Recreation & Parks

DEF INIT I} ON - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOS|TICN PURPOSES
4. RECORD SERIES TITLE ' ' 5. EARLIEST YEAR/LATEST YEAR
Administrative Files 1987- To 1989

RECORD SERIES DESCRIPTIW (DRIIFLY DESCRIBE THE TYPES OF lNFOMTlON/DOCMNTS/'OM FOUND
‘IN THE SERIES. . INCLUDE THE PURPOSBE OR FUNCTION OF THEK BEFIES)

8.

General office files relating to the Administration of the Recreation and Parks
department. Includes correspondence, forms, reference files, printed materials,
and comprehensive plan materials.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

X8 FILE DRA¥WER(S)

| O MICROFILM REEL(S)
, O LEGAL SIZE 0O COGMFUTER TAPE O NUMERICAL 1 O COMPUTER TAFPE(S)
RUMBER 5 oriep(sPECIFY)

XXLETTER SIZE O MICROFILM RXALPHAEET I CAL

BOOK U FLOPPY DISK O CHRONOLOGICAL,

a o
AUDIO TAPE VIDEO TAPE GEOGRAPHICAL 10. ANNUAL ACCUMULAT |ON

0 OTHER{ SPECIFY) O OTHER(SPECIFY) XB FILE DRAWER(S)
.5 O MICROFILM REEL(S)
ROUWEER O COMPUTER TAPE(S)
0 OTHER(SPECLEY.)

' 1V. piLE IS USED 12. F|LE BECOMES INACTIVE AFTER
O palLY 0 WEEKLY B MONTHLY m O MONTH(S) X2 YEAR(B)

13, CURRENT LOCATION(S)} (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL |CATED ELSEWHERE?

ttr vES, BPECIFY raENCY OR OFFicCE)

Governmental Center - Recreation & Parks office
0 YES RXNO

15, ACCESS RESTRICTIONS O yes ¥ No 16. AUDIT REQUIREMENTS

{(1r ves, ciTE LAW(B) & REGULATION(S)
XXNONE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? LB
(1P ves, exrLaIN 18. RECOMMENDED RETENT ION

BEIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE ) e A e AT Tl P WP
. . Retain in office untll admlnnsbratgygﬁialue
0O YES x& NO ceases. Review perlodlcally for-Hatet{als’
' of permanent/historiical value (policy
statements, special ﬁeports) oL

N

§
’ NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21, DATE
Jan Blodgett/County Archivist (301) 475-7844 9/28/89

o

DGS 350-4 (REVISED 2/87)




: JUDTRWCTIQNS - -TYPE OR PRINT A DEFARTMENT OF GUNERAL SERVICES RDS [Vﬁ.élyt\f
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECO I\J tN UR{
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENT ION SCHEDULE P.O. BOX 278 race ) or /3
(DGS 580-1) JESSUP, MARYLAND 20794 A '

—.azrmr/nm 2. DIVISION 3. WNIT

| St. Mary's County Recreation & Parks

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

4. RECORD SERIES TITLE ' 5. EARLIEST YEAR/LATEST YEAR
Budget 1986 +vo 1989
§. RECORD SERIES DESCRIPTION (PR!EFLY DESCRINE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
i ‘IN THE SERIES, . INCLUDE TME PURPOSE OR FUNCTION OF THE SEFIES)
‘ Worksheets, budget amendment proposals and reports, copies of budgets and budget
requests for annual county budget and for capital projects. Relates to the development
and supervision of the budget for all divisions of the department except the Golf
Course.
1
1
i
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
R LETTER SIZE O MICROFILM O ALPHABETICAL BXF ILE DRAVER(S)
_ O MICROFILM REEL(S)
! O LEGAL SIZE 0O COMFUTER TAFE 0O NUMERICAL .5 O COMPUTER TAPE(S)
' ‘ RUMBER o oryER(sPECIFY
BOOK O FLOPPY DISK xx8l CHRONOLOG | CAL . ( )
] 10 o] 0
AUD TAPE VIDEO TAPE GEOGRAPH | CAL 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) EXF ILE DRAWER(S)
2" O MICROFILM REEL(S)
ROWBPE O COMPUTER TAPE(S)
O OTHER(SPECIEY )

131 piILE 1S USED 12. F|LE BECOMES INACTIVE AFTER
O paiLy O WEEKLY RXMONTHLY RU&!!I' O MONTH(S) XXYEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14, 15 RECORD SERIES DUPL |CATED ELSEWHERE !

{ir yes, sPpECIFY sr0ENCY OR OPFFicCE)

- i ffi 2 A ,
Governmental Center Recreation & Parks office YEs © No some duplication at County Finance

15. ACCESS RESTRICTIONS O yEs X& NO 16, AUDIT REQUIREMENTS

(1r vyes, ciTe vaw(s) & rEGuULATION(S)
XXKNONE O STATE O FEDERAL O INDEPENDENT

17, 1S AN INDEX SYSTEM USED?T (1r vyxS.E)XPLAIN

. 18. RECOMMENDED RETENT JON
BRIEFLY AND DESCRIBE ANY MARDWARE/BOFTWARE )

0 yEs XX NO Retain in office until annual County budget
is published or administrative value ceases,
whichever is later, then destroy.

’NANE AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE ..

Jan Blodgett, County Archivist (301) 475-7844 9/28/89

DGS 550-4 {(REVISED 2/87)




CANSTRYCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REV ISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 8850-1)

DEFARTMENT OF GLNERAL SERVICES

cLsY

RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVtI\HURY

7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

PAGE > _oF |3

—]l'bEPARTMENT/AGENCY

St. Mary's.County

2. DIVISION

Recreation and Parks

3. WINIT

DEFINITION-RECORD SERIES-? 9F°VP

OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT PFOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOEESR

: 4, RECORD SERIES TITLE

Financial Reports

5. EARLIEST YEAR/LATEST YEAR
1987 1o _1989

6. RECORD SERIES DESCRIPTION ‘IRIKFLY DESCRIBE THE TYPKS OF INFOMTION/DOCMNTS/FOM FOUND

‘IN

THE SERIES.

INCLUDE THE PURPOSE OR PFUNCTION OF THE SEFIES )

Computer prinouts from County Finance Department detailing Recreation & Parks
financial activities used for reference and projections.

7. RECORD SERIES FORMAT(S)
£%LETTER SI1ZE O MICROFILM

O LEGAL S1ZE O COMFUTER TAPE
BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAFPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME

O ALPHAEETICAL

O NUMERICAL

XR FILE DRAVWER(S)
O MICROFILM REEL(S)

l,é O COMPUTER TAPE(S)
um

O CHRONOLOGICAL . O OTHER(SPECIFY)

0 GEOGRAPHICAL

10, ANNUAL ACCUMULAT ION

DL OTHER(SPECIFY) X8 FILE DRAWER(S)

Lonical
r

.5 O MICROFILM REEL(S)
RUNEER O COMPUTER TAPE(S)

0 OQTHER(SPECIFY )

"1l piLE 1S USED

O pAlLY O WEEKLY

BXMONTHLY

12. FILE BECOMES INACTIVE AFTER

ﬂ O MONTH(S) xR YEAR(S)

13. CURRENT LOCATION(S) (BLDG,,FLOOR,ROOM)

Governmental Center - Recreation & Parks office

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

t1r ves, sPEcIFY raEnNcY OR oOFricE)
#% YES O NO County Finance office

15, ACCESS RESTRICTIONS Q YES

xNo

(1r vyESs, cITE LAW(8) & REGULATION(S)

16, AUDIT REQUIREMENTS

S NONE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (p

YRS EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDIARE/'QFTWARE)

0O YES 8X NO

18. RECOMMENDED RETENT ION

Retain in office 2 years after fiscal year
created or until adminstrative value ceases,
whichever is later.

, NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

(301) 475-7844

20. TELEPHONE NUMBER 21. DATE

9/28/89

DGS 550-4 (REVISED 2/87)




CISTIVCT QNS -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REV ISED RECORD SERIES, FORWARD

DEFARTMENT OF CLNERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO RQOAD

- CL5Y
AGENCY RECORDS INVENTURY

St. Mary's County

Recreation & Parks

WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 Y 2
PAGE OF
(DGS 880-1) JESSUP, MARYLAND 20794
-‘DEF‘ARTMENT/AGENCY 2. DIVISION 3. WNIT

DEFINITION-RECORD SERIES-

A GROUP

OF RELATED RECORDS NORMALLY WFJLED

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSESR

4. RECORD SERIES TITLE

Program Receipts

AND USED A8 A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1988 TO _1989

6. RECORD SERIES DESCRIPTION |

‘IN THE SERIJES.

BRIEKFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTS/POM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES |

Copies of deposit records and receipts for monies collected through departmental

programs and through grant reimbursements.

Originals sent

to County Finance.

7. RECORD SERIES FORMAT(S)

KXLETTER SIZE O MICROFILM

O LEGAL SIZE 0O COMFUTER TAPE
BOOK 0O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
BXALPHABET | CAL

0 NUMERICAL

0 CHRONOLOGCAL

0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

xx® FILE DRAWER(S)
O MICROFILM REEL(S)
l O COMPUTER TAFE(S)

“w“_“ O OTHER({SPECIFY)

10, ANNUAL ACCUMULAT ION
*3 FILE DRAWER(S)
.5 0O MICROFILM REEL(S)
ROWEPE O COMPUTER TAPE(S)
D OYHER(SPECIFY)

b1l piLE IS USED Y2. F|LE BECOMES INACTIVE AFTER
O pAILY O WEEKLY B MONTHLY 2 O MONTH(S) RXYEAR(S)
RUREEN.
13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL |CATED ELSEWHERE 1

Governmental Center-Recreation & Parks office

tir ves,

SPECIFY 2.GENCY OR OFFicCE)

&% YES O NO County Finance Office

15, ACCESS RESTRICTIONS

O YES XQxNO
{ir yEB, CITE LAW(S) & REGULATION(S)

EBNONE O

16. AUDIT REQUIREMENTS

STATE 0O FEDERAL 0O INDEPENDENT

17.

0O YES x& NO

IS AN INDEX SYSTEM USED?! (1w YES.E)PLAIN
BEIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

Retain in
close of
destroy.

RECOMMENDED RETENT ION

office for 2 years, after
the fiscal year created, then

’ NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

(301) 475-7844

21. DATE

9/28/89

DGS 550-4 (REVISED 2/87)




ALSTRWCT QRS- - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(PGS 3850-1)

—

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

Cbs™v
AGENCY RECORDS INVENTOURY

PAGE 5 oF /3

.JEPAR‘I‘MENT / AGENCY
St. Mary's.County

2. DIVISION
Recreation & Parks

3. WNIT

DEFINITION-RECORD SERIES A OGROUP OF RELATED RECORDS NORMALLY FJLED

REFERENCE AS WELL AD RETENTION AND DISPFOS

i 4, RECORD SERIES TITLE
Personnel

AND UBSHED AS A UNIT FOR

ITION PURPOSES
8. EARLIEST YEAR/LATEST YEAR
1984 To 1989

8. RECORD SERIES DESCRIPTIW (DRIIFLY DESCRIBE THE YYPEKS OF INFOMTION/DOCMNTS/POM FOUND

‘'N THE SERIES.

INCLUDE THE PURPOSBE OR FUNCTION OF THE SEFIES )

|
I
l FOlders for active and inactive/former personnel in the Recreation and Parks department

except golf course employees.

schedules.

Contain copies of personnel actions, time sheets,

7. RECORD SERIES FORMAT(S)

*x LETTER S1ZE O MICROFILM
O LEGAL SIZE O COMFUTER TAFE
BOOK U FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
BXALPHABET ICAL
O NUMERICAL
0 CHRONOLOGICAL
0 GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

¥XFILE DRAWER(S)

O MICROFILM REEL(S)

2 O COMPUTER TAPE(S)
RUMBER 0 or i p(sPECIFY)

10. ANNUAL ACCUMULAT ION
X8 FILE DRAWER(S)
2" O MICROFILM REEL(S) -
RUWERR U COMPUTER TAPE(S)

0 OTHER|SPECIFY}

11 glLE 1S USED 2. pILE BECOMES INACTIVE AFTER
O pAILY O WEEKLY TXMONTHLY 1 O MONTH(S) 8 YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL I|CATED ELSEWHERE?

Governmental center - Recreation & Parks office

tir ves,

SPECIFY ,.GENCY OR OFFicCE)
T YES D NoO County Personnel Office

15, ACCESS RESTRICTIONS

{1» ves,
MD Annotated Code.

X YES

CITE LAW(S) & REGULATION(S)
State Government §10-616

0 No 16.

AUDIT REQUIREMENTS

¥ NONE O STATE O FEDERAL 0D INDEPENDENT

17, 1S AN INDEX SYSTEM USED?! (1» vRS.E)PLAIN
BRIEPFLY AKND DESCRIBE ANY MHDIARE/BOPTHARE)

O YEs BX NO

3 years.

18, RECOMMENDED RETENT ION

-

EL R

Retain current personnel folders &%aoffice.
Transfer time sheets andwtérmlnated
personnel folders! to County Records Center
and Archives after 1 year, to be held for

[y

’ NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMEBER

(301) 475-7844

’a -

DATE

Y

21,

X

9/28/89

DGS 550-4 (REVISED 2/87)



D ALSTRYCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
{DGS 380-1)

DEFARTMENT OF CGENERAL SERVICES
RECORDS . MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O, BOX 278
JESSUP, MARYLAND 207%4

eLs Y
AGENCY RECORDS INVENTURY

Pace (o __oF /3

‘Ermm /AGENCY
St. Mary's County

2, DIVISION
Recreation & Parks

3. UINIT

DEFINIT}ON-RECORD SERIES.A GROUP OF RELATED RECORDS

NORMALLY PFILED

REFERENCE AS WELL ABS RETENTION AND DISPOS

4, RECORD SERIES TITLE

Grants/Capital Projects - Active

AND USED AS A UNIT FOR
LTION PURFOSER

5. EARLIEST YEAR/LATEST YEAR
active  TO

8. RECORD SERIES DESCRIPTION (DRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/POM FOUND

program grants.

‘IN THE SERIJES.

INCLUDE THE PURPOSBE OR FUNCTION OF THEK BEFIES )

Files for State funded (Matching funds) projects for parks, waterway improvements, and
Types of materials in files include contracts, copies of grants, lease
agreements, reference materials, layout and drawings, and reports.
accumulated over time as parks and projects are developed.

Material is

7. RECORD SERIES FORMAT(S)

AX LETTER SIZE O MICROFILM

{ O LEGAL SIZE 0O COMPUTER TAPE
BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAFE
0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
EXALPHABET ICAL
O NUMERICAL

D CHRONOLOGICAL

9. VOLUME

BXFILE DRAVWER(S)

O MICROFILM REEL(S)

1 O COMPUTER TAFPE(S)
NUMBER 3 orypp(sPECIFY)

O GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT JON

X% FILE DRAWER(S)
O MICROFILM REEL(S)
RUWERR O COMPUTER TAPE(S)

O OTHER(SPFCIFY )

11y,

FILE IS USED 12. F|ILE BECOMES INACTIVE AFTER
O pAILY RXWEEKLY O MONTHLY variles O MONTH(S) O YEAR(S)
ROREFR
13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 15 RECORD SERIES DUPL |CATED ELSEWHERE?
{ir vyEs, serECIFY r0rNCY OR OFFice)
Governmental Center - Recreation & Parks office 0 yEs XX NO
15, ACCESS RESTRICTIONS O YES fxNO 16. AUDIT REQUIREMENTS

{ir vyes, ci17TE Law{S) & REGULATION(S)

O NONE DO STATE O FEDERAL QxINDEPENDENT

17.

0 vyes 8% no

1S AN INDEX SYSTEM USED? ((# vESB.,E)PLAIN
BRIEFLY AND UESCRIBE ANY HARDIARE/SOFTHAHE)

18.

Retain in office.
Files when appropriate.

RECCMMENDED RETENT ION

Traﬁsfer to Ianctive

, NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20, TELEPHONE NUMEER
(301) 475-7844

21. DATE

9/28/89

DGS 550-4 (REVISED 2/87)




COINSTRUCTIGHS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 8B0-1)

DEFARTMENT OF GLINERAL

RECORDS MANAGEMENT
727% WATERLOO

P.O, BOX 278
MARYLAND 20794

JESSUP,

ebsY

oviron | AGENCY RECORDS INVENTORY
ROAD

pace .7 of [

‘DEPAR’D‘ENT /AGENCY

St. Mary's. County

2. DIVISION

Recreation & Parks

3. WNIT

DEFINITION-RECORD SERIES-

A OGROUP

OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSER

4. RECORD SERIES TITLE

Grants/Capital Projects - Inactive

5. EARLIEST YEAR/LATEST YEAR
Inactivee

8. RECORD SERIES DESCRIFTION (BRIIFLY DESCRIBE THE TYPES OF INFOMT'ON/DOCMNTS/'OM FOUND

‘IN THE SERIES.

Files for departmental activities related to grants:
projects for parks, waterway improvement projects and program grants.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

state funding/matching funds
Types of

materials in files include contracts, copies of grants, lease agreements, reference
materials, layouts and drawings, and reports.
time and reflect the history and development of each park.

Park materials have been created over

XR FILE DRAWER(S)
O MICROFILM REEL(S)

i__2_l_!_7‘_l3 COMPUTER TAPE(S)
YMEER 0 oTHER(SPECIFY)

ANNUAL ACCUMULAT ION
X FILE DRAWER(S)
O MICROFILM REEL(S)
KROWBER O COMPUTER TAPE(S)

O oTHER(SPECIFY)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
ZXLETTER SI1ZE O MICROF | LM x& ALPHABETICAL
0 LEGAL SI1ZE 0O COMFUTER TAFPE O NUMERICAL
BOOK O FLOPPY DISK O CHRONOLOG | CAL
O AUDIO TAPE 0 VIDEO TAPE O GEOGRAPHICAL o,
O OTHER(SPECIFY) O OTHER(SPECIFY)
1. piLe 1S useD 2. FILE BECOMES INACTIVE AFTER
O pAlLY 0 WEEKLY X& MONTHLY O MONTH(S)

XXYEAR(S )

RObEYE

13. CURRENT LOCATION(S) (BLDG,,FLOOR, ROOM)

Governmental Center - Recreation & Parks office

14.

15 RECORD SERIES DUPL |CATED ELSEWHERE?

tir vyEs, spEciPY raENCY OR OPFICE)
O YES X8 NoO

i5. ACCESS RESTRICTIONS

0O yes =& NO
(17 ves, ciTe Law(s) & rREGULATION(S)

AUDIT REQUIREMENTS

FXNONE O STATE O FEDERAL © [INDEPENDENT

17.

0 vyes  No

IS AN INDEX SYSTEM USED?! (1F YES.E)PLAIN
BRIBFLY AND DESCRIBE ANY MRDIARE/BOPTHAR!)

RECOMMENDED RETENT 1ON

Retain in office 2 years after grant or
funding cycle ceases or until administrative
use ceases. Transfer to County Records

Center & Archives for review and permanent
retention. Park history files contain
permanent information; program files will vary

’ NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20.
(301) 475-7844

TELEPHONE NUMBER

21. DATE

9/28/89

DGS 350-4 (REVISED 2/87)



| 1LSTRUCTIQNS - - TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES., FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF CLNERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD

cLS Y
AGENCY RECORDS INVENTORY

St. Mary's County

Recreation & Parks

P.O. BOX 278 2
or |3
(DGS 880-1) JESSUP, MARYLAND 20794 PAGE & oF D
_‘T:zrm/mmcv 2. DIVISION 3. WNIT

DEF INIT} ON - RECORD SERIES°A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

' 4, RECORD SERIES TITLE
Site Plans

REFERENCE AS WELL AD RETENTION AND DISPOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
Agtjye . To _lInagtive

8. RECORD SERIES DESCRIPTION (BRIIFLY DEBCRIBE THE TYPES OF INPOMTION/DOCMNTB/POM FOUND

‘'N THE SERIJES.

INCLUDE THE PURPOSE OR FUNCTION OF THK BEFIES )

Land plats, blueprints and drawings for each park site maintained by the department.

7. RECORD SERIES FORMAT(S) 8.

O LETTER SIZE O MICROFILM

O LEGAL SIZE 0O COMFUTER TAPE C NUMERICAL
BOOK U FLOPPY DISK
O AuDlO TAPE O VIDEO TAFE

BXOTHER( SPECIFY)

Oversize (50"x 32")

RECORD SERIES SEQUENCE 9.
X8 ALPHABETICAL

O CHRONOLOG | CAL
0 GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

® FILE DRAWER(S)

O MICROFILM REEL(S)

2 O COMPUTER TAFPE(S)
RUWBER 0 orypp(sPECIFY)

10. ANNUAL ACCUMULAT ION
X5 FILE DRAWER(S)

.5 O MICROFILM REEL(S)

ROWBER O COMPUTER TAFPE(S)
O OTHFR({SPECIFY)

"1V pILE IS USED

O DAILY O WEEKLY xR MONTHLY

12. p|LE BECOMES

RUHEEE

INACTIVE AFTER
O MONTH(S) X8 YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14, 15 RECORD SERIES DUPL ICATED ELSEWHERE?
, . tir ves, spEciFY sraENCY OR OFPFicCE)
- n P office M
Governmental Center Recreation & Parks 0 YES BxNO
15. ACCESS RESTRICTIONS O YES xB&xNO 16. AUDIT REQUIREMENTS

(1w vyEs, ciTE LAW(S8) & REGULATION(S)

AKNONE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDPEX SYSTEM USED? (ip YRS.E)XPLAIN
BRIEFLY AND DESCRIBE ANY H.ARDIARE/BOPTWAR!)

0 yes *& No

18, RECOMMENDED RETENTION

Permanent

'. NAME AND TITLE OF PREPARER 20,

Jan Blodgett/County Archivist

TELEPHONE NUMBER

(301) 475-7844

21. DATE

9/28/89

DGS 550-4 (REVISED 2/87)



INSTRYUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

LY
AGENCY RECORDS INVENTORY

REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

' Project Bids & Specifications

WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 Q)
PAGE or L3
({DGS 380-1) JESSUP, MARYLAND 20794
-—’DEPAR’TMENT/AGENCY 2. DIVISION 3. UNIT
St. Mary's County Recreation & Parks Parks
DEF INIT1ON - RECORD SERIES-” OFOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
1TION PURPOSES

8. EARLIEST YEAR/LATEST YEAR

L83 TO _1a88_

6. RECORD SERIES DESCRIPTION ‘BRIIPLY DESCRIBE THE TYPKS OF INPORMATION/DOCMNTS/FOM FOUND

‘tN THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE BEFIES )

Copies of successful bid proposals and specification bids for equipment used for
reference in developing new bids.

7. RECORD SERIES FORMAT(S)
XX LETTER S1ZE O MICROFILM
0O LEGAL SI1ZE D COMFUTER TAPE
.aomn BOOK U FLOPPY DISK
0 AUDIO TAPE O VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
B ALPHABET ICAL

0 NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
IXFILE DRAWER(S)

O MICROFILM REEL(S)

NT&%'T O COMPUTER TAFPE(S)

ER D oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
, B FILE DRAWER(S)
3 O MICROFILM REEL(S)

RGWSER O COMPUTER TAPE(S)

O OTHER(SPECIFY) .

L1l piLe 1S UsED 12. FILE BECOMES INACTIVE AFTER
O palLY O WEEKLY CKMONTHLY 3 D MONTH(S) RXYEAR(S )
RUNBEN

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

Governmental Center - recreation & Parks office

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, sPECIPY r0ENCY OR OFFicE)
0O YyEsS X NO

15. ACCESS RESTRICTIONS 0O YES XKNoO
(1 vyea, ciTe LAW(8) & REGULATION(S)

16. AUDIT REQUIREMENTS

O NONE O STATE O FEDERAL O INDEPENDENT

17, IS AN INDEX SYSTEM USED? (Ir YRS.E)PLAIN

BREIEFLY AND DESCRIBE ANY HARDRBARE/SOFTWARE )

Q YES XB NO

18. RECOCMMENDED RETENTION

Retain in office until administrative
value ceases, then destroy. .

19. NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20,

TELEPHONE NUMEER
(301) 475-7844

21. DATE

9/28/89

DGS 550-4 (REVISED 2/87)




cLsY
INSTRYCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES . T
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES, FORWARD 727% WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 278
/O oF
DGS 350-1) JESSUP, MARYLAND 20794 PAGE 2
il'DEF?U?ﬂMENT/AWEU*TY 2. DIVISION 3. WNIT
St. Mary's County Recreation & Parks Recreation
DEF INITION-RECORD SERIES.® OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSES
4. RECORD SERIES TITLE ) ’ ' 5. EARLIEST YEAR/LATEST YEAR
i General Files FY{89__ To

| 6. RECORD SERIES DESCRIPTION (!Rl!PLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)|

Reference files for the Recreation Division containing program reports, purchase
requests, cancelled checks and employee fingerprint checks.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
% LETTER S1ZE O MICROFILM XX ALPHAEBET | CAL XXFILE DRAVWER(S)
O MICROFILM REEL(S)
O LEGAL S1ZE U COMFUTER TAPE O NUMERICAL .5 __ O COMPUTER TAPE(S)
NUMB
.aomp BOOK O FLOPPY DISK O CHRONOLOGICAL ' O OTHER({SPECIFY)
0 AuDIO TAPE O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) ' O OTHER(SPECIFY) ¥FiILE DRAWER(S)

,n O MICROFILM REEL(S)
KOWEPR O COMPUTER TAPE(S)

0 OTHER[SPECIEY )

| 11. giLe 1S useD 12. FILE BECOMES INACTIVE AFTER

A 0 pAlLY 0 WEEKLY HX MONTHLY ﬂ!ﬁﬂ' O MONTH(S) K YEAR(S)

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Governmental Center - Recreation & Parks office {ir ves, speciry raency or orrice)

O YES & NO

15. ACCESS RESTRICTIONS < YES 0O nNo 16. AUDIT REQUIREMENTS
(1@ vE8, CI1TE LAW(B) & REGULATION(S]
Fingerprint records only restricted O NOoNE O STATE O FEDERAL i INDEPENDENT

17. 1S AN INDEX SYSTEM USED?! (1r YRS,.E)PLAIN

18. RECOMMENDED RETENT ION
BF:IEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

Retain fingerprint records 3 years after
employees are termlnated,.flganc1al flles
3 years from flscaluyear c}eated wgeneral
data files untllxadmlﬂlstratlve value ceases.

0 ves ¥ no

rn ) - f

B e
] :

19. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEBER 21, PATE
&
Jan Blodgett/County Archivist (301) 475-7844 % 9/28/89"

N

DGS 350-4 (REVISED 2/87)




INSTRYUCTIONS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

£651
AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD

WITH RECORDS RETENTION SCHEDULE P.O. BOX 2758 PAGE /I OF /5
(DGS 380-1) JESSUP, MARYLAND 20794

DEFARTMENT /AGENCY 2., DIVISION 3. UINIT
St. Mary's County Recreation & Parks Recreation

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY PFILED
REFERENCE AS RELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

Current Programs/Time sheets

AND USED AS A UNIT FOR

JTION PURPOSES
5. EARLIEST YEAR/LATEST YEAR

1985 __ To 1989

| 8. RECORD SERIES DESCRIPTION (DRIIPLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/POM FOUND

information.

‘IN FHE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE BEFIES )

Files for each program sponsored or supervised by Recreation Division containing
promotional information, time sheets for part-time leaders and general program

7. RECORD SERIES FORMAT(S)
BXLETTER SI1ZE O MICROFILM
O LEGAL SI1ZE 0O COMFUTER TAPE

.Boum BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
XB® ALPHABETICAL
0 NUMERICAL

O CHRONOLOGICAL

9. VOLUME

%% FILE DRAWER(S)

0O MICROFILM REEL(S)
ﬁﬁﬁéié

O COMPUTER TAPE(S)
O OTHER({SPECIFY)

O GEOGRAPHICAL
0 OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
X# FILE DRAWER(S)

-3 D MICROF ILM REEL(S)

KRONMGER O COMPUTER TAPE(S)

0 OTHER(SPECIEY)

|11 piLE 1S useD 12. FILE BECOMES INACTIVE AFTER
O pAILY X wEEKLY O MONTHLY 2 O MONTH(S) RE YEAR(S)
RUMEER
' 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
tir vyeEs, spEciIFY rarEncy OR OFrice)
Governmental Center—-Recreation & Parks office O YEs £KNO
15. ACCESS RESTRICTIONS C YES XB NO 16. AUDIT REQUIREMENTS
{ir vyEs, ciTE LAw(S) & REGULATION(S)
0 NONE ZREXSTATE O FEDERAL O INDEPENDENT
17, 1S AN INDEX SYSTEM USED? :
1r ves, E2PLAIN 18. RECOMMENDED RETENT ION
BEIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE)
. . : Retain 3 years or until audits completed,
0 yes & nNo whichever is later. Retain current year
and 1 year prior in office, then transfer
to County Records. Center and Archives.
19, NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. :DATE
Jan Blodgett/County Archivist (301) 475-7844 9/28/89

DGS 350-4 (REVISED 2/87)




JINSTRYCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WiTH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISJON

LY
AGENCY RECORDS INVENTORY

727% MWATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

PAGE /& or !é

DEFARTMENT / AGENCY
St. Mary's .-County

2. DIVISION
Recreation & Parks

3. UNIT
Museum

DEFINITION-RECORD SERIES-

A GROUP OF
REFERENCE AS RWELL AS RETENTION AND DISPOS

RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE

i Museum files

AND USED AS A UNIT FOR

ITION PURPOSES
B. EARLIEST YEAR/LATEST YEAR
1987 To _1989

| 6. RECORD SERIES DESCRIPTION (BRIRPLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTU/FOM FOUND

River Museum.

N THE SERIES.

INCLUDE THE PURPOBE QR FUNCTION OF THE SEF1ES |

Files related to the administration and programs of the St. Clement's Island Potomac
Includes time sheets, attendance reports, budget files, by-laws of
Museum Board, correspondence, development and policy statements.

7. RECORD SERIES FORMAT(S)
#X LETTER SI1ZE O MICROFILM
O LEGAL SIZE 0O COMFUTER TAPE

.Bomp BOOK DO FLOPPY DISK
Q Auplio TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
XX ALPHABET | CAL
D NUMERICAL

D CHRONOLOGICAL

9. VOLUME
X% FILE DRAWER(S)

O MICROFILM REEL(S)
ﬁﬁhsiw

O COMPUTER TAPE(S)
"~ DO OTHER(SPECIFY)

0 GEOGRAPHICAL
O OTHER(SPECIFY)

ANNUAL ACCUMULAT ION
¥¥FILE DRAWER(S)
-50 MICROFILM REEL(S)
ROWGET O COMPUTER TAPE(S)
O OTHER(SPECIFY)

| 11,

12.

FILE 1S USED FILE BECOMES INACTIVE AFTER
O DALY 0 WEEKLY X MONTHLY Rmé!' O MONTH(S) X YEAR(S)
! 13. CURRENT LOCATION(S) (BLDG.,FLOCR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
Governmental Center - Recreation & Parks office (1P ves, spECIFY r0ENCY OR OFFicCE) )
® YEs D No Financial records/County Finance
15. ACCESS RESTRICTIONS & YES 0O NO 16. AUDIT REQUIREMENTS

{ir ves, ciTE LAW(S) & REGuULATION(S)

Personnel files only

QW NONE O STATE O FEDERAL O INDEPENDENT

17. 1S5 AN INDEX SYSTEM USED? (1 YES.E>PLAIN
BRIEBFLY AND DESCRIBE ANY HARDIARE/SOFTIARE)

g YES QxNo

18,

after close

permanently;

RECOMMENDED RETENT ION

Retain financial and report data for 2 years

of fiscal year created: General

subject files retain until administrative
value ceases.

By-lwas, policy files retain

transfer to County Records Center
- & Archives when no longer needed in office.

L 4

19. NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMEER

(301) 475-7844

DATE
9/28/89

21.

DGS 550-4 (REVISED 2/87)




: eLiH

LHSTRYCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES . N
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 PAGE /5 OF /3
iDGS 580-1) JESSUP, MARYLAND 20794

DEFARTMENT / AGENCY 2. DIVISION 3. UNIT
St. Mary's County Recreation & Parks Wicomico Golf Club

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

4. RECORD SERIES TITLE ' 8. EARLIEST YEAR/LATEST YEAR
' Wicomico Shores/Chaptico Recreation 4l288 To __ 1989

| 6. RECORD SERIES DESCRIPT ION (BRIIPLY DEBCRIBE THE TYPES OF [NFORMAT!ON/DOCUMENTS/FORMS FOUND
‘IN THE SERIES. . INCLUDH THE PURPOSE OR FUNCTION OF THE SERIES)

Annual files for administration of Wicomico Golf Course. Includes contracts, budget
information, budget worksheets, bank deposits, membership dues, correspondence

and information files. The Golf course is self-funded/self-supporting and administered
through the Recreation & Parks department.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
% LETTER SI1ZE O MICROF LM x¥X ALPHABET I CAL K FILE DRAWER(S)
- O MICROFILM REEL(S)
O LEGAL SIZE 0O COMFUTER TAPE O NUMERICAL l] O COMPUTER TAPE(S)
NUMBER 0 oTHER(SPECIFY)
‘somn BOOK O FLOPPY DISK D CHRONOLOGICAL .
o o : o
AUDIO TAPE VIDEO TAPE GEOGRAPH I CAL 10. ANNUAL ACCUMULAT 1ON
O OTHER(SPECIFY) 0 OTHER(SPECIFY) EXFILE DRAWER(S)
5 o MICROF ILM REEL(S)
ROWERPR O COMPUTER TAPE(S)
. O OTHER(SPECIFY)
| 1. pie 1S usED 12. FILE BECOMES INACTIVE AFTER
A Q paiLY 0 WEEKLY #*% MONTHLY namr O MONTH(S) B YEAR(S)
| 13, CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Governmental Center - Recreation & Parks office t1r vES, BPECIFY 2rGENCY OR OFFICE)

Bxyes 0O No County Finance office

15. ACCESS RESTRICTIONS O YES & NO 16. AUDIT REQUIREMENTS

(1w vyEs, ciTE LAW(S8) & rEGULATION(S)
O NONE O STATE O FEDERAL IX |NDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r YES.E)PLAIN

18. RECOMMENDED RETENT ION
BREIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

u“"’ - M
oyl

Retain 5 years. Retaiiiy 1n*dff1ce224years,

0O YES £ NO T
then transfer to County Re'tords Center: &

Archives. g
lls. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. r)ATE oo o s
Jan Blodgett/County Archivist (301) 475-7844 9/28/§§ﬂ

DGS 550-4 (REVISED 2/87)




