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CHARLES COUNTY GOVERNMENT i
RECORDS MANAGEMENT DIVISION

REClORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. /\ «r--^ s
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Agency Division/Unit
Treasurer's Office

Item
No.

01

02

03

04

05

Description

GENERAL CORRESPONDENCE
Subject arrangement of original incoming letters, copies
of outgoing letters, memoranda, studies, reports,
directives, policies and other materials related to the
administration of the agency.

UNOFFICIAL PERSONNEL FILES
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.

LEAVE AND TIME SHEETS
This file contains office copies of employees' daily,
weekly, monthly, and annual leave records including
leave and comptime requests, timesheets, etc.

BUDGET RECORDS
Annual Budget submissions. Monthly budget printouts
and workpapers.

BANK DEPOSIT LOG AND DEPOSIT SLIPS
Binder that may contain date, cashier name and code,
amount of deposit, and disbursement log for invest-
ments. Deposit slips are bank validated.

Schedule Approved by Department,
Agency, or Divisio/i F^ep/esentative
Date
Signatu
Typed Name^Tugene f L a u e r
Title County(Administrator

Schedule Authorized

Date «LUN 2 2

Signature j^yC**r*.

Retention

Screen annually and destroy
that material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development, and accomplish-
ment of the agency. Transfer
periodically to the Maryland
State Archives.

Retain for three (3) years after
termination, then destroy.

Retain for three (3) years, then
destroy.

Retain for three (3) years, then
destroy.

Retain for three (3) years and
until all audit requirements have
been fulfilled, then destroy.

by State Archivist

\ 1998
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Agency
Treasurer's Office

Division/Unit

Item
No.

Description Retention

06 ELECTRONIC STOP PAYMENTS
Copy of computer generated stop payment of check
which may contain the check number, date issued,
payee, amount of check, stop pay acknowledgment,
reason for stop payment, and date of stop payment.

Retain for one (1) year after
fiscal year, then destroy.



CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION
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Agency Division/Unit
Treasurer's Office

Item
No.

07

08

09

10

11

12

13

Description

COPIES OF HANDCUT CHECKS
May also contain backup documents (i.e., copies of
check requests, copies of stop payments and memo
to re-issue check, etc.)

WIRE TRANSFERS AND ACH TRANSFERS
May contain copies of memos instructing monies to be
transferred either by wire or ACH. ACH transfers may
also contain copies of computer generated reports indi-
cating amount of transfer, transferee, receiving bank
account information, effective date of transfer, and
sending bank account information.

INVESTMENT INFORMATION
May contain copies of investment purchase sheets,
individual investor's files, and security trust monthly
reports.

COLLATERAL REPORTS AND PLEDGES
May contain information regarding securities pledged,
Statements of Pledged Activity, and authorizations to
deposit and withdraw securities for collateral.

BANK STATEMENTS
May contain copies of General Fund reconciliation,
Bank analysis statements indicating monthly fees
charged, and Portfolio valuation statements including
accumulated transactions.

CHECK LOG
Ledger book which may contain dates of check runs,
starting and stopping check numbers, and date and
check numbers for all voided and handcut checks.

RETURNED CHECK LOG
May contain actual returned checks for property taxes
or Motor Vehicle tags, copies of letter sent to payer,
date check was returned, name of payer, amount of
check, date notice was sent to payer, date restitution
was made, initials of employee sending letter to payer.

Retention

Retain for two (2) years after
fiscal year, then destroy.

Retain for two (2) years after
fiscal year, then destroy.

Retain for two (2) years after
fiscal year, then destroy.

Retain for three (3) years after
fiscal year, then destroy.

Retain for two (2) years after
fiscal year, then destroy.

Retain for one (1) year after
fiscal year, then destroy.

Retain for three (3) years and
until all audit requirements have
been fulfilled, then destroy.
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Agency Division/Unit
Treasurer's Office

Item
No.

14

15

16

17

18

19

20

Description

NIGHT DEPOSITORY LOG
Contains information regarding items deposited into
Night Depository including name, account number,
payment type and amount of payment.

ACCOUNTS PAY. & SECTION 8 CHECK REGISTER
May contain summary listing of checks paid each
week (includes check number, date, vendor number,
name and check amount.

MVA ACTIVITY REPORTS
May contain summaries of tags sold, owners' names,
title number, tag number, fees collected, vehicle class,
registrations voided, etc. from daily MVA activity.

DAILY MVA TAG RENEWAL LEDGER
Ledger includes number of tags sold, state and county
fees collected, and daily totals for each cashier.

UTILITY BILLS & ACCOUNTS RECEIVABLE PAID
Contains paid Utility and Accounts Receivable
billing receipts and may include customer name,
address, account number, invoice number, amount
billed, amount and date paid, and cashier validation.

CASHIER PRINTER TAPES
Printer tape of cashiers' transactions including cashier
code, date, type of transaction, receipt number,
document and check validation.

A/P & SECTION 8 CHECK SIGN-OUT CARDS
Log of checks released to individuals which may contain
date of check run, name on check, amount of check,
signature of recipient, initials of person releasing check.

Retention

Retain for one (1) year after
fiscal year, then destroy.

Retain for one (1) year after
fiscal year, then destroy.

Retain for two (2) years after
fiscal year, then destroy

Retain for one (1) year after
fiscal year, then destroy.

Retain for three (3) years after
fiscal year and until all audit
requirements have been
fulfilled, then destroy.

Retain for six (6) months,
then destroy.

Retain for three (3) years and
until all audit requirements have
been fulfilled, then destroy.
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Agency Division/Unit
Treasurer's Office

Item
No.

21

22

23

24

25

Description

PROPERTY TAX ROLLS
State Dept of Assess. & Taxation Control totals,
computer printouts of property owners, account
number and assessment information used for original
billing for any particular tax type and tax year.
Also includes Homeowner Tax Credit tax rolls.

TAX BILLING RECORDS
Tax billing records may contain amount
of taxes billed for the year, type of taxes billed
(county, state, special, charges, etc) and date and
amount of payments. Billing record information is
transferred to microfiche periodically.

PERSONAL PROPERTY AND PUBLIC UTILITY TAX
WRITEOFFS
Copy of each taxpayers tax inquiry screen, query
reports on amount of taxes owed, accounts receivable
reports on all unpaid balances prior to write-off, and
copy of write-off report sent to State of MD
Comptroller's Office.

TAX PROPERTY MAINTENANCE FILES
Contains information regarding changes to properties
such as address changes, property transfers (changes
in ownership), set-up sheets to create new accounts,
additions/abatements to assessment notices,
certifications for personal property billings including
public utilities, corporations and business personal
property, and Homestead Credit adjustments.

LIEN INFORMATION
Information concerning liens filed on corporations,
businesses, public utilities including copies of notices,
liens filed, returned mail and correspondence. Also
includes Lien Releases containing release of lien forms,
check requests to release liens, copy from Courthouse
that lien was released including cashier's receipt.

Retention

Retain for three (3) years after
fiscal year, then destroy.

Retain for fifty (50) years after
fiscal year and until all audit
requirements have been
fulfilled, then destroy.

Retain for twenty-five (25) years
after fiscal year and until all
audit requirements have been
fulfilled, then destroy.

Address changes-retain for two
(2) years after fiscal year, then
destroy.

All other, retain for five (5) year
then destroy.

Retain for three (3) years after
liens are released and audit
requirements have been fulfilled
then destroy.
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Agency Division/Unit
Treasurer's Office

Item
No.

26

27

28

29

30

Description

MASS PAYMENT/BILLING INFORMATION
Files may contain queries, memos, correspondence,
Lotus spreadsheets, layout instructions, list of accounts,
manual billings, computer printouts, listing of accounts
paid through Mass Payment program billing tape.

SPECIAL ASSESSMENT INFORMATION
Files may contain any information relating to special
assessments including notice of liens, assessment
information, copy of ordinance, owners of record, plats,
agreements, release of liens, receipts from certified
correspondence, printout of lotus spreadsheets, copy
of transfer, tax bills, accumulative transaction listing,
amortization, assessment rolls, journal entries and edit
listings, check requests for refunds, transmittal
forms, copies of checks, general correspondence

AUDITORS1 BALANCING REPORTS
Assessable base-assessments billed and adjusted.
Accounts Receivable-taxes billed and adjusted.
Tax Refunds-held and released refund edit lists, refund
check register, updated refunds report.
Real Estate Bought at Tax Sale-all tax sale property
purchased by County Commissioners.
Unpaid Tax Listing-all outstanding taxes as of June 30

RETURNED MAIL
Tax bills and notices returned as undeliverable.

TAX SALE FILES
Purchaser's Tax Sale Files-check requests, paid tax
receipts, correspondence, court petitions, letters of
satisfaction. Tax Sale Auction-unpaid tax listing,
newspaper ad, incorporated town list, bid list, faxed
deletions. Tax Sale Redemptions, Tax Sale
Foreclosures, Tax Sale Books.

Retention

Retain for three (3) years after
fiscal year, then destroy.

Retain for five (5) years after
fiscal year assessment is paid
in full and until all audit
requirements have been
fulfilled, then destroy.

Retain for two (2) years
after fiscal year and until all
audit requirements have been
fulfilled, then destroy.

Retain for three (3) years, then
destroy.

Auction & Redemptions-retain
for five (5) years and until all
audit requirements have been
fulfilled, then destroy.

Tax Sale Books and
Foreclosures-retain for 25 years
and until all audit requirements
have been fulfilled, then
destroy.
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Agency Division/Unit
Treasurer's Office

Item
No.

31

32

33

34

35

Description

HOMEOWNER TAX CREDIT FILES AND
RECAPTURES
Homeowner tax credit certificates, listing of homeowners
with certificates paying semiannually, recaptured
homeowners tax credit information and tax credit
recapture release forms, check requests to State for
recaptured tax credits.

STATE TAX RECEIVABLE MONTHLY REPORTS
Copies of reports which include homeowner's tax
credits, agricultural transfers, copies of E-17 request for
state tax refund, copies of additions/deductions to
assessable base, check request for State taxes, copy
of check, state G/L transaction reports, tax receivable
summary, Report of Collectors of State Tax.

INCORPORATED TOWNS TAX RECEIVABLE
MONTHLY REPORTS
Monthly report of collections including check request
for town taxes, copy of check, municipal payment/
adjustment report, G/L transaction report, Report of
Collections.

HELD TAX REFUNDS AND PAID PROPERTY TAX
REFUNDS
Held Tax Refunds-pending property tax refunds
including correspondence and backup documentation.
Paid property tax refunds on corporation taxes, persona
property taxes, real property taxes and public utility
taxes. The file may contain the name of payee, address
amount of refund, check number, reason for the refund,
and any correspondence or back up documentation
for the refunds.

PAYMENT ALLOCATION UPDATES
Cashier updates and queries of tax payments, payment
edit listing, payment update and allocation, recalcs
and adjustments on tax accounts, interest updates,
accounts flagged for returned checks and utilities.

Retention

Retain for two (2) years after
fiscal year, then destroy.

Retain for five (5) years after
fiscal year or until all audit
requirements have been
fulfilled, then destroy.

Retain for five (5) years after
fiscal year or until all audit
requirements have been
fulfilled, then destroy.
audit requirements have been
fulfilled, then destroy.

Retain for five (5) years after
fiscal year of refund and until
all audit requirements have
been fulfilled, then destroy.

Retain for five (5) years after
fiscal year and until all audit
requirements have been
fulfilled, then destroy.
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Agency Division/Unit
Treasurer's Office

Item
No.

36

37

38

39

Description

BALANCE OVER TAX SALE
Correspondence, check requests, assessment notices,
settlement sheet, deeds decree, lotus spreadsheets,
copies of driver's licenses, affidavits, memos, death
certificates, chart of heirs, last will and testaments,
petition for letters' testamentary, estate inventory,
appraisals of real estate, list of interested persons
(Register of Wills), tax bills, certified receipts, balance
over tax sale receipt, newspaper printout and
Courthouse listing, certificate of sale, old
correspondence, receipts from certified letters.

BANKRUPTCY DEAD FILES
Closed bankruptcy cases-forms, bankruptcy notices,
correspondence containing bankruptcy proceedings
and dismissals/discharges of debtors.

FRONT FOOT SPECIAL ASSESSMENT CHANGES
Forms authorizing increases or decreases to special
assessments for current or prior years on the tax rolls.

PAID TAX RECEIPTS
Record of taxes paid with validation by cashiers.

Retention

Retain for five (5) years after
fiscal year of disbursement,
then destroy.

Retain for two (2) years after
fiscal year in which case was
discharged/dismissed, then
destroy.

Retain for five (5) years after
fiscal year, then destroy.

Retain for three (3) years and
until all audit requirements have
been fulfilled, then destroy.



Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
',' : P.O. BOX 275

JESSUP, MARYLAND 20794

. AGENCY RECOROS INVENTORY

PAGE OF

lt D epartment/Agency

Charles County Government

2. Division

Treasurer's 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 deposition purposes.

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Indude (he purpose or function of the series.

•'•Correspondence reference number, customer's; name, correspondence subject, date, and

initials of person sending correspondence out.

7. Record Series Fomiat(s)

Letter Size • Microfilm

• Legal Size • Computer Tape

• Bound Book • Floppy Disk

Q Audio Tape Q Video Tape

••Other (specify)

8. Record Series Sequence

Q Alphabetical

• Numerical

Jzf Chronological

• Geographical

D Other (specify)

9. Volume

1

O File Drawees)
'-'• G Microfilm Reel(:
D Computer Tape(s;

Number ;.;,;. ' ; D ...Other (specify)'

L o o s e l e a f Binder'^•^•fPZ"^

10,-AnnuaJ Accumulation l^'V^sS^l
••-•'•••i''c'.':'D "File Drawees)"

L e s s t h a n : ;v:;a>ficrofnrn':Reel(:
1 B i n d e r ; o Computer.Tape(s;

Number ' D Other (spedfy)

11. Re is Us
Daily D Weekly D Monthly

12. File Becomes Inactive After
/ . O Month(s)

Number :
Year(s)

13. Current Location(s) (Bldg., Roor, Room)

Treasurer's Office.- table in front office

14. Is Record Series Duplicated Elsewhere? . . - . - •
• (If yes, specify agency or office) :'."

• Yes D No A c t u a l c o r r e s p o n d e n c e ' i
filed in cabinet in bac

15. Access Restrictions a Yes
(rf Yes. ate Law(s) & Regulation(s)

No 16. Aucfit Requirements . office.

:^i-;: ŝl None f. D State : D Federal . " - 7 D Independent ;';'.&

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

D Yes

18. Recommended Retention

/*?. Name and Title of Preparer

Betty J. Windsor, Head Cashier

20 . Telephone Number • --••!-•

645-0709 (x709)

21. Data ,. '.., -1;>.

Apr i l 29, 1997

<iS> aaO-4 (Kav. 1/S3)

''FZk'i' ' '



.e* * , - , £ 7 i - _ * — . -fypg w p r i n , a separate form for each
V . > « I H W or revised record series, forward with Record

"Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF

2. Division 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.

5. Earliest Year/Latest Year

6. Record Series Description (Briefly describe the types o^informationrvdocuments/forms found in the series. Include tho purpose or function of the series.lesen

\

\

7. Record Series Format(s)

cyLetter Size D Microfilm

O Legal Size • D Computer Tape

• Bound Book • Floppy Disk

D Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

D Alphabetical /

O Numerical /

•• Y

Chronological

D Geographical \

D Other, (specify) \

—r \
\

9. Volume

Number

D Rle Drawees)
D Microfilm Reel(s

D Computer Tape(s)
D Other (specify),

10.-Annual Accumulation
D File Drawees)
D Microfilm Reel(s;

D Computer Tape(s)
Number D Other (specify)

A4-AJL
11. File is Used

• Daily O Weekly

/UYVJI

D Monthly
12. File Becomes Inactive After

'••• O Month(s)

Number

C Year(s)

13. Current Location(s) (Eildg.. Floor. Room)

r.o,
14. Is Record Series Duplicated Elsewhere?

(If yes, specify agency or office)
D Yes \ . a No

15. Access Restrictions • Yes
(H Yes! cite Law(s) & Regulation(s)

16. Audit Requirements

/ None D State

• • V

D Federal D Independent

17. Is an Index System Used? (If yes, explain/briefly and describe
any hadware/software

O Yes

18. Recommended Retentionv-

Name and Title of P 20. Telephone Number 21. Data

i S3O-4 IKev. 1/93)









.-.•••/.•tructions - Type or Print a separata form for each
^ or revised record series, forward with Record
"Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

• AGENCY RECORDS INVENTORY

PAGE OF

2. Division 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.

5. Earliest Year/Latest Year
to

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

j y&Aj y J& sk^^-dW

7. Record Series Format(s)

• Letter Size • Microfilm

D Legal Size O Computer Tape

jund Book • Floppy Disk

• Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

D Alphabetical

• Numerical

fey Chronological

O Geographical

D Other (specify)

9. Volume

Number

D File Drawees)
• a Microfilm Reei(s

• Computer Tape(s)
• Other (specify)

10. -Annual Accumulation
• File Drawees)
O Microfilm Reel(s

• Computer Tape(s)
Number • Other (specify)

11. File is Used
O Daily D Weekly d Monthly

12. File Becomes Inactive After
• Month(s)

Number
D Year(s)

13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
O Yes B7 No

15. Access Restrictions a Yes
(If Yes. cite Law(s) &.Regulation(s)

16. Audit Requirements

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

18. Recommended Retention

• Yes No

9. Name and Title of Preparer 20. Telephone Number 21. Data

CiS 5=0-4 lHav. 1/93)





'-rSSJ-v-^y'w
:.;-ffitructions . Type or Print a separate form for each

*'%ffiB"M o r revised record series, forward with Record
..^Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

• AGENCY RECORDS INVENTORY

PAGE OF

2. Division 3. Unit

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

5. Earliest Year/Latest Year
•-;•••'• • • t o T / T

6. Record Series Description (Briefly describe the types of infarmationn/documents/fonns found in the series. Include the purpose or function of the series.

7. Record Series Format(s)

D Letter Size D Microfilm

Q Legal Size

O Bound Book

• Audio Tape

r (specify)

Q Computer Tape

• Floppy Disk

• Video Tape

T ir[

8. Record Series Sequence

• Alphabetical

D Numerical

Chronological

O Geographical

D Other (specify)

9. Volume

Number

D File Drawees)
' O Microfilm Reel(s)

• Computer Tape(s)
D Other (specify)

10. Annual Accumulation
• Re Drawees)
D Microfilm Reel(s)

D Computer Tape(s)
Number • Other (specify)

11. File is Used
O Daily D Weekly a Monthly

12. File Becomes Inactive After
_ _ _ _ _ _ D Month(s)
Number [

D Year(s)

13. Current Location(s) (Bldg.. Floor. Room) 14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office) /)~ ~
a Yes D No r

15. Access Restrictions a Yes a No
(If Yes. cite Law(s) & Regulation(s)

16. Audt Requirements

O None D State D Federal & Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software -

18. Recommended Retention

D Yes a No
J 6 IV-

)<?. Name and Trbe of Preparer

r
20. Telephone Number 21. Oats

aoO-4 (Rev. 1/93)



^
Type or Print a separate form for each

record series, forward with Record
Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

2. Division 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.

5. Earliest Year/Latest Year
to /d/

6. Record Series Description (Briefly describe the types of informationn/documonts/forms found in the series. Include the purpose or function of the series.

7. Record Series Format(s)

^Letter Size D Microfilm

7
D Legal Size • Computer Tape

D Bound Book

D Audio Tape

• Other (specify)

D Floppy Disk

• Video Tape

f r

8. Record Series Sequence

• Alphabetical

O Numerical

Chronological

D Geographical

• Other (specify)

9. Volume

Number

D File Drawees)
' • Microfilm Reel(s

Q Computer Tape(s)
• Other (specify)

10.-Annual Accumulation
D File Drawees)
O Microfilm Reel(s

D Computer Tape(s)

Number D Other (specify)

11. File is Used
. . D Daily D Weekly • Monthly

12. Re Becomes Inactive After
.. D Month(s)

Number
C Year(s)

13. Current Location(s) (B(dg., Floor, Room) 14. IsRecorJSines Duplicated Elsewhere?
•WfTyes, sp&afy agency or office)

( h Yes / O • No

15. Access Restrictions • Yes W No
(If Yes. cite Law(s) & Regulation(s) '

16. Audit Requirements ..

D State D

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software -

18. Recommended Retention

D Yes No

?. Name and Title of Preparer 20. Telephone Number 21. Data

)GS 550-4 (Rev. 1/93)



jtructions • Type or Print a separate form for each
or revised record series, forward with Record

Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

• AGENCY RECORDS INVENTORY

PAGE OF

2. Division 3. Unit

DEFINITION - RECORD SERIES - A group of related records normaJly filed and used as a unit for reference as well as retention and deposition purposes.

5. Earliest Year/Latest Year

7/

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Indude the purpose or function of the series.

7. Record Series Format(s)

D Microfilm

D Computer Tape

• Floppy Disk

k)Letter Size

Q Legal Size

D Bound Book

D Audio Tape

Q Other (specify)

D Video Tape

8. Record Series Sequence

O Alphabetical

• Numerical

-/NGTj Chronological

O Geographical

• Other (specify)

9! Volume

Number

Ulx

D Rle Drawees)
• Q Microfilm Reel(s)

O Computer Tape(s)
• Other (specify)

10. Annual Accumulation
D Rle Drawees)

/ • Microfilm Reel(s)
I i i • Computer Tape(s)

Number / JQ U Other (specify)

11. File is Used
D Daily D Weekly a Monthly

12. Re Becomes Inactive After
. • • . D Month(s)

Number
• Year(s)

13. Current Location(s) (Bldg., Roor, Room) 14. Is Record Series Duplicated Elsewhere?
yes, specify agency or office)

Yes D No

15. Access Restrictions Q Yes
(If Yes. cite Law(s) & Regulation(s)

/No 16. Auo|t=R&gyirernents .

Q N o n e / D State D Federal

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software — •••• - ; •/•

18. Recommended Retention

• Yes No

Name and Title of Preparer 20. Telephone Number 21. Date

i30-4 (Rev. 1/93)









•'. yl-tnictions - Type or Print a separate form for each
. //lew or revised record series, forward with Record

.-..;/? Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE.

2. Division 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.

5 Earliest Year/Latest Year
•7/<>5' to fr

5. Record Series Description {Briefly describe the types of inforrnationn/docurnents/forms found in the series. Indude ihe purpose or function of the senes.

7. Record Series Format(s)

^Letter Size

0 Legal Size

D Bound Book

• Audio Tape

D Other (specify)

D Microfilm

a Computer Tape

• Fioppy Disk

• Video Tape

8. Record Series Sequence

O Alphabetical

• Numerical

Chronological

O Geographical

D Other (specify)

9. Volume

Number
/

• File Drawer(s)
' D Microfilm Reel(s)

D Computer Tape(s)
D Other (specify)

10. Annual Accumulation
• File Drawer(s)
Q Microfilm Reel(s)

' D Computer Tape(s)
Number. .•• • Other (specify)

11. File is Used
Daily G Weekly ^Monthly

12. File Becomes Inactive After
' D Month(s)

Number
Year(s)

13. Current Location(s) (Bldg., Floor, Room)

. .'•'/ • U

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office) ., /
U'C Yes D No / ' • • - - .

15. Access Restrictions • Yes
(If Yes.- cite Law(s) & Regulation(s)

16. Audit Requirements

•• 4 None J O State • Federal D Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadwars/software

18. Recommended Retention

• Yes No
J

)•?. Name and Title of Preparer 20. Telephone Number 21. Oats

350-4 (riev. 1/93)



• • /

•'. Vjtructions - Type or Print a separate form for each
•" /ew or revised record series, forward with Record
/'Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF

2. Division 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.

5 Eariiest Year/Latest Year
7'°-^ to

S. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Format(s)

$0 Latter Size D Microfilm
i

• Legal Size • Computer Tape

Q Bound Book • Floppy Disk

D Audio Tape • Video Tape

D Other (specify).

8. Record Series Sequence

D Alphabetical

• Numerical

"tfj Chronological

Q Geographical

O Other (specify)

9. Volume

Number

D File Drawer(s)
G Microfilm Reel(j

D Computer Tape(s)
• Other (specify)

10. Annual Accumulation
D File Drawer(s)

. D Microfilm Reel(s
I Q Computer Tape(s)

Number D Other (specify)

U •
11. File is Used

• Daily O Weekly '' Monthly
12. File Becomes Inactive After

/ O Month(s)
Number

0 Year(s)

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office) •/},. .
• } Yes • No . < V '

15. Access Restrictions D Yes
(If Yes. cite Law(s) & Rsgulation(s)

16. Audit Requirements

B j None D State • Federal ' D Independent

17. Is an Index System Used? (If yes. explain briefly and describe
any hadware/software

18. Recommended Retention

D Yes 'O' No CL-\J £- \V

19. Name and Title of Preparer 20. Telephone Number 21. Oats

aoO-4 (Hev. 1/93)



- Type or Print a separate form for each
f or revised record series, forward with Record

"Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

• AGENCY RECORDS INVENTORY

PAGE OF

2. Division 3. Unit

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

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

\ •

V • •

• \

7. Record Series Format(s)

V) Letter Size D Microfilm

Q Legal Size O Computer Tape

D Bound Book D Floppy Disk

D Audio Tape D Video Tape

• Other (specify) .. •,,'....

8. Record Series Sequence

• Alphabetical

D Numerical

ml Chronological

D Geographical \

• Other (specify) \

9. Volume.,

A
-Number

D Rle Drawer(s)
' n Microfilm Reel(s)

D Computer Tape(s)
e • Other (specify)

10. -Annual Accumulation
D Rle Drawees)

j D Microfilm Reel(s)
' D Computer Tape(s)

Number / / „ D Other (specify)

11. File is Used
D Daily D Weekly D Monthly

13. Current Location(s) (Bldg., Roor. Room)

12. File Becomes Inactive After
\ D Month(s)

Number \

D Year(s)

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office) /)
f Yes , _Q No

M
-15. Access Restrictions : • O Yes

(K Yes! cite Law(s) & Regulation(s)

16. lire merits

None \ D State \ a Federal

17. Is an Index System Used? (If yes, explain briefly and describe • '
any hadware/software — .--> ; •' v - v . ;

;-

18. Recommended Retention ' ' \

D Yes No

• • • . • • . . • • • ; / .

20. Telephone Number 21. Data

JCiS 650-4 (Hev. 1/93)











• %y
aris - Type or Print a separata farm .'cr each

or revised recsrd series, forward with Recsrd
Retention Schedule (DGS ScO-1)

DEPARTMENT OF GENERAL SEHVICS3
RECORDS MANAGEMENT CIVISICN

7275 WATERLOO ROAD
P.O. HCX 275

JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENTCFT

PAGE CF

/ bl, D«par5r.ent/Agene/ 2. Division 3. Unit

DEFiNITiON - RECCRO SERIES • A group of relstad recsrd; ncrmaily Sied and usad as a unit for rafaranca as well as ratantien and dspcsiticn purpose.

S. Record Series Oassipticn (Hrierly dassriha She types of informaocnn/dccjments/fcrms (cund in ths ssries. Induda tia purpcsa or funcScn of the saris:

L

7. Recsrd Series Fcrmat(s)

^Lattar 3i;3 C Micrsnlm

Q LsgaJ Sea G Camputsr

Q Sound Sock G Floppy Disk

• Auca Tcs-a C Vidso Ta

G Other (sc-scify) .

S. -Record &ar.as Sequenca

• Alphabetical

Q Numerical

Z Chrenclogical

Q Gec^rsphicai

Q Cthsr {specfy)

9. Volume

Number

Q Fiie Drswef(:
' G Miccnim Re.

G^Corr.putsr Tap«
q Cther (specify.

10.-Ar.nuaJ Accumulation
G Re Drawees
C Wicr5fiim Ret

• Ccmputsr Tape
Number • Other (spscfy;

11. F:ie is Used
Daily G Weekly G Monthly

13. Currant L2caScr.(s) (5icg.. rccr, Ficcrn)

15. Accass nssricicra ^ G X?s G No 0
(If Yes. dta Law(s) i r.esu!aticn(s)

17. Is art Index System Used? (If yes, axplain briefly and describe
any hac

Q Yss No

12. Fila Beccrnes Inactive Aftar
a Mcnth(s)

Number

G Year(s)

14. Is Recsrd Sarias Ducficatsd Esawhera?
(If yes, specify ac,sncy cr ofSca)
G Yes • No .

16. Audt Rec^'irarrvents .

G Ncna C Stata G Fadersi Clrxiepan

IS. Raccmmended Retention

/<?. Name and Tifia cf Prepsrar 20. TsJaphona Number 21. Date











Instructions • Typo or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1) '" •.: -\

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY.'^

PAGE. OF smm
I, Q epartment/Agency

Charles County Government

2. Division

Treasurer's 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

- J Check Log

6 Record Senes Description (Briefly describe the types of informationn/documents/forms found in the series. Indude the

' 7" x 11.5" ledger book containing dates of check
numbers, date and check numbers for all voided checks

7. Record Series Format(s)

G Letter Size a Microfilm

Q LegaJ Size • a Computer Tape

Book

C3 Audio Tape •

n Floppy Disk

D Video Tape

D Other (specify)

8. Record Series Sequence

D Alphabetical

D Numerical . .

Chronological

D Geographical :.

Q • Other (specify) - .

9. Volume

1 Book
Number.

D ..[ Re Drawees)
; G _ Microfilm :Reel(s;

O ..ComputerTape(s)

10.-Annual
Less than

Number

.= Q lFi^Drawer(s) =•
- n/Microfilm Reel(s)

i i . ' F U e f e U s e d "•••

-' ;;tii£^n Daily Weekly D Monthly
12.. File Becomes Inactive After
. • • ' - • ' / D Month(s)

•"- : Number ' / . '

13. Current Location(s) (Bldg.. Floor, Room) .

••••;". T r e a s u r e r ' s O f f i c e v a u l t

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office) ^/&

j$ Yes D No i

•15. Access Restrictions . • Yes • & No
(If Yes ate Law(s) & Regulation(s) / ; , ^ . ,

16. • Audit Requirements . . - . ' • . ' - ^ i l ^ t s - f e S ^

•'-..'•:• •"•"Sj None D State • Q Federal • ' ' : l K - D " ( f e i C

17. Is an Index System Used? (If yes, explain briefly and describe.
any hadware/software :'??".'•"•''•'.:•'

0 Yes No

18. Recommended Retention

v ••'-• . • ' Y . - . : - /

;<?. Name and Title of Preparer - • :Vr

B e t t y J . W i n d s o r , Head C a s h i e r

20. Telephone Number ... ..

' 645-0709 (x709)

21. Data ;..; -):

April 30, 1997 Jl

:.. UUS s=O-» (Hev 1/93)

- . : - . . - ^ . . . V ^ . . ^t,,, ^..A .—_. . - ^ . .



Instructions - Type or Pnnt a separate form for each
new or revised record senes, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

11, Department/Agency

Charles County Government

2. Division

Treasurer's Office

3. Unit

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

4 Record Senes Title

R e t u r n e d Check Log

Year

S Record Senes Descnp&on (Bnefly describe the types of informationn/documGnts/forms found in the senes. Indude the purpose or function of the series.

s- far f'W ,>*<<2S err M \//+ i*fS aUty
Actual returned checks along with the letter sent to the customer are kept in this binder

The log contains the following information: date check was returned to this office, name

of customer, account of relevant account, amount of check date notice was sent to custome

date restitution was made, and the initials of the employee sending letter to the" custome

7 Record Senes Format(s)

Size Q Microfilm

• Legal Size • Computer Tape

• Floppy Disk• Bound Book

Q Audio Tape

C Other (specify)

• Video Tape

8 Record Senes Sequence

Q Alphabetical

D Numencal

•T Chronological

O Geographical

D Other (specrfy)

9 Volume

1 Binder
Number

Q Fie Drawees)
n Microfilm Reel(

D Computer Tape(s'
a f Other (specify)

10 Annual Accumulation -
• File Drawees)

Less t h a n • 'Microfilm Reel(i
1 B i n d e r a Computer Tape(s)

Number & Other (specify)

11 File is Used

a Daily ^Weekly Q Monthly
12. R e Becomes Inactive After

• Month(s)
Number

• Year(s)

13 Current Location(s) (Bldg , Poor, Room)

Treasurer's Office - table • in-froat offi

14 Is Record Senes Duplicated Elsewhere?
(If yes, specify agency or office)
O Yes f)f No Copies o f cor respondenc

a l s n f i l PH i n

15. Access Restnctons D Yes O No
(If Yes ata Law(s) & Regulation(s)

16 Audit Requirements " ^ pondence f i l e i n back .

' " • None D State D Federal ~ ft Independent __.

17. Is an Inoax System Used*7 (If yes, explain bnefly and describe
any hadware/software

18. Recommended Retention

D Yes No

19. Name and Title of Preparer

Betty J. Windsor, Head Cashier

20. Telephone Number

645-0709 (x709)

21 Data

April 29, 1997

(Hev



- Type or Print a separate form for each
or revised record series, forward with Record

Retention Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

• AGENCY RECORDS INVENTORY

PAGE • OF

f \, Department/Agency

Charles County Government

2. Division 3. Unit

Treasurer's Office

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

4. Record Series Title .. y:.

Night Depository Log

5 Earliest Year/Latest Year ~
1 / 2 / 9 7 to P r e s e n t

6. Record Series Description (Briefly describe the types of infornnation^oVjcunwn^rrns foundI in the.series. Include the purpose or function of the series.

:•Itemized lists of name, account number, payment.-.type, and amount of payment of all items

deposited in Night Depository. Daily accounting of all night deposit activity.

^Night Depository is located on outside of Government Building on adjacent wall to Atrium

.,: entrance to building/

7. Record Series Format(s)

Size

a Legal Size . . .

D Bound Book • •'•

. O Audio Tape . r

• i ;n Other (specify)'

D Microfilm

D Computer Tape

• Roppy Disk

• Video Tape

8. Record Series Sequence

Q Alphabetical

D ..Numerical. -•;_'

EK Chronological

"'•' Geographical ';'-'

..'..;•'b Other (specify)

9. Volume
D Rle Drawees)

• G Microfilm Reel(s)
* D Computer Tape(s)

Number • , Other (specify)
9.5" x 11" expanding f i l e

10. Annual Accumulation
D ..File Drawees)

'•'••.'.• . :D""Microfilm Reel(s)
'•' 1 D Computer Tape(s)

Number . . . D Mother (specify)

6". x 9" e n v e l o p e " '

11! R e is Used :!: ';.; • .' -
••H;';"..v•-.'• CX Daily". •, O Weekly D Monthly

12. Re Becomes Inactive After
1 • --•••••:„ •. D M o n t h ( s )

Number ..;•' .• V. . : -

. XK Year(s)

13. Current Location(s) " (Bfdg., Roor, Room) ''.'•

Treasurer's Office (on computer desk shelf
at Head Cashier's desk) .^v; : •

14. Is Record Series Dupflcated Elsewhere?
. : (If yes, specify agency or office)

•::•, ,U Y e s . : , . . • ] . - . H X No .

15. Access Restrictions : . D Yes
(K Yes. cite Law(s) & Regulation(s)

No 16. Audit Requirements ;,v.rs ;.: :•

'"•:. U None . ' D State D Federal Q Independent

17. Is an Index System Used? (If yes, explain briefly and describe
a n y h a d w a r e / s o f t w a r e • . : •• ~ •.'••. • : •> ^ ; - J • . - • - . • • ' - • • • '•:'•'•'*'

No

18."Recommended Retention

J9. Name and Title of Preparer

Betty J.. Windsor, Head Cashier

20. Telephone Number

645-0709 (x709)

21. Date •

A p r i l 29, 1997
i • • • r . _ ~ ; V. •• . ' .

)\*b 550-4 (H6V. 1/93)



^ructions - Type or Print a separate form for each
few or revised record series, forward with Record

'Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

• AGENCY RECORDS INVENTORY

PAGE OF

* / , Department/Agency

Charles County Government

2. Division

Treasurer's Office

3. Unit

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

4. Record Series Title '

N ight Deposi tory Log

5. Earliest Year/Latest Year
1994 to 199£ •

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Indude the purpose or function of the series.
I t e m i z e d l i s t s of name, a c c o u n t number , payment ' type a r id ' amount of payment of a l l i t e m s
deposited in Night Depository. Daily accounting of al l night deposit activity., .

7. Record Series Format(s)

JO Letter Size • Microfilm

D Legal Size • Computer Tape

Q Bound Book Q Floppy Disk

D Audio Tape D Video Tape -

O Other (specify) . -, _.?',.:';

8. Record Series Sequence

D Alphabetical

D . Numerical

XX Chronological

0 Geographical

• Other (specify)

9. Volume

Number /

D File Drawees)
' a Microfilm Reei(s

• Computer Tape(s)
ft / (specjfy)

10. Annual Accumulation ; r
D File Drawees)

, D Microfilm Reel(s
- O Computer Tape(s)

Number S& Other (specify)
^"ytj* L a r g e e n v e l o p e

11. Re is Used
... • Q Daily • Weekly

Less than
XX Monthly

12. File Becomes Inactive After
i- D Month(s)

Number . .
Year(s)

13. Current Location(s) (Bldg.. Floor, Room)

Treasurer's Office (inside storage boxes

containing UT bills paid in storage room)

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
• Yes : - ;-. EX No

15. Access Restrictions • Yes
(If Yes. cite Law(s) & Regulation(s)

[No 16. Audt Requirements

D None D State O Federal • Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software •~:..;_iT v.;V.' ::

D Yes"1 " ' ti No;:- " :

18. Recommended Retention

One Yea r

It. Name and Tide of Preparer

Bet ty J . Windsor, Head Cashie^

20. Telephone Number

645-0709 (x709)

21. Date

A p r i l 22, 1997

560-4 (H6V. 1/S3)



Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

fli Department/Agency

Charles County Government

2. Division

Treasurer's 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 ^

Accounts Payable'Check Registers

5. Earliest Year/Latest Year
1/3/97 to Present

5. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

Summary listing of a&counto paid each week (includes check number and date, vendor number
and name, and check amount).

7. Record Series Fcrmat(s)

^f Letter Size D Microfilm

Q Legal Size G Computer Tape

D Bound Book D Floppy Disk

D Audio Tape ' O Video Tape

0 Other (specify)

Record Series Sequence

C Alphabetical

C Numerical

J$ Chronological

D Geographical

D Other (specify)

9. Volume
D File Drawer(s)
a Micrcrilm Real(sj

D Computer Tape(s)
• Other (specify)

9.5" x 11" expanding file

10. Annual Accumulation
D File Drawer(s)
• Microfilm Reel(s)

1 D Computer Tape(s)
Number D Other (specify)

9.5" x 11" expanding f i l e

11. Re is Used
D Daily ^Weekly D Monthly

12. File Becomes Inactive After
1 D Month(s)

Number
Year(s)

13. Current Location(s) (Elcg., Floor, Room)

Treasurer's Office (on computer desk shelf
at Head Cashier's desk)

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or ofSca)
W1 Yes • No Accounting Of f ice

15. Access Restrictions • Yes
(If Yes. cite Law(s) & Regulation(s)

' • No IS. Audit Requirements

D None • State D Federal Q Independent

17. Is an Index System Used? (If yes. explain briefly and describe
any hadware/sofcvare

18. Recommended Retention.,

Q Yes a No 1 y e a r •.:' -• • : •.'•:''•

/9. Name and Tide of Preparer

Bet ty J . Windsor, Head Cashier

20. Telephone Number

645-0709 (x709)

21. Date

Apr i l 29, 1997











•,-.:/jtructions - Type or Print a separate form for each
Oy/i'ew or revised record series, forward with Record
-^Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF

I;

i i, 0 epartment/Agency

Charles County Government

2. Oivision

Treasurer's 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

MVA Activity Reports

5. Earliest Year/UtestYear

6. Record Series Description (Briefly describe the types of informationn/documents/fomis found in the series. Indude the purpose or function of the series.

Daily activity reports. Summaries of tags sold,' owners' names, title no., tag no., fees
collected, vehicle class, registrations voided, for daily MVA activity in Treasurer's Office
Used to reconcile registration renewal forms and fees collected for and sent to Motor Vehicl
Administration.

$6 Do not have reports for 10/31/92 through 4/30/93 and 10/1/93 through 10/31/93.

7. Record Series Format(s)

Q Letter Sizs a Microfilm

Q Legal Size O Computer Tape

G Bound 3ook • Floppy Disk

• Audio Tape • Video Tape

X{? Other (specify) Computer p r i n t o u t s
— (-12" X 15" expanding

file)

S. Record Series Sequence

O Alphabetical

• Numerical

yS. Chronological

D Geographical

D Other (specify)

9. Volume

Number

D File Drawer(s)
' • Microfilm Reel(s)

Computer Tape(s)
$ Cthe; (specify)

10. Annual Accumulation
G File Drawer(s)

i G Microfilm Reel(s)
' G Computer Tape(s)

Number „ Q Gtr]er (specify)

11. File is Used
O Daily • Weekly D Monthly

12. File Becomes Inactive After
6 W Month(s)

Number
• Year(s)

13. Current Location(s) (Blag., Floor, Room)

Treasurer's Office

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

XH Yes D No Motor Vehicle Adminis-
tration (Glen Burnie)

15. Access Restrictions D Yes
(If Yes. cite Law(s) & Regulation(s)

O No 16. Audit Requirements

a None D State • Federal D Independent

17. Is an Ipdex System Used? (If yes, explain briefly and describe
any hacwars/software

G Yes a No

18. Recommended Retention

Six months

?. Name and Title of Preparer

Betty J . Windsor, Head Cashie

20. Telephone Number

645-0709 (x7O9)

21. Date

April 22, 1997

360-4 (riev. 1/S3)





Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

• AGENCY RECORDS INVENTORY

PAGE OF

f it D epartment/Agency

Charles County Government

2. Division

Treasurer's 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 Trtie

Daily MVA Tag Renewal Ledger

5. Earlie

3/ki
: Year/Latest Year

T

S. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the senes.

Daily ledger^includes number of tags sold, MVA fees, state and county fees, and:daily tota
for each cashier. This ledger is used to prepare the weekly check request for money sent
MVA in connection with tag renewals purchased at the Charles County Treasurer's Office. v

7. Record Series Formats)

ffl Latter Sizs

. D Legal Size

D Bound Book

• Audio Tape

O Other (specify)

• Microfilm

. •.. • Computer Tape

D Floppy Disk

••,•• O Video Tape

8. Record Series Sequence

• Alphabetical

D Numerical

tf Chronological

D Geographical

Q Other (specify) 1

9. Volume

5 ::•-.;;I-
Number : •_:

D File Drawees)
• Q Microfilm Reel(

'•':'•'•'•• • Computer Tape(r
:..-v-X Other (specify)
:: .• T a b l e t s "$:~r-

10.-Annual Accumulation ...'•_.. . :>X;-
r : vr-;•"•• O File Drawer(s)

" , : : . ' n Microfilm Reel(
_ _ _ i _ _ ; . ; ; : : , ' Q^Computer Tape(:
Number '"'"'.": S Other (specify)

• v .. . T a b l e t .:>:••••/•

11. FdeisUs
Daily D Weekly D Monthly

12. Rle Becomes Inactive After
1 D Month(s)

-Number

Year(s)

13. Current Location(s) (Bldg., Poor, Room) '

Treasurer's Office - in MVA printer cabinet
in front office.

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
• Yes 4rV No

•15. Access Restrictions . D Yes
. (If Yes. cite Law(s) & Regulation(s)

D No 16. Audit Requirements .

,. None • State • D Federal "..:; • Independent.

17. Is an Index System Used? (If yes. explain briefly and describe
any hadware/software

O Yes No

18. Recommended Retention

1 Year. Recommend separate ledger tablet
:—-'""- ' b e used for each year, with retei

of pervious year only. •: .

. Name and Title of Preparer

"Bet ty J . Windsor,' Head Cashi

20. Telephone Number ,

fer - 645-0709 (x709)

21. Date . : ; . ." . . : '

A p r i l 29 , 1997





1/

/jtructions - Type or Print a separate form for each
.•/few or revised record series, forward with Record
/Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

I, D epartment/Agency

C h a r l e s County Government

2. Division

Treasurer's 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

Utility Bills Paid/Accounts Receivable Paid

5. Earliegt Year/Latgst^year
' to

6. Record Series Description (Briefly describe the types of informaaonn/docurnents/rcrms found in the series. Include the purpose or function of the series.

Utility bill document including customers name', address, account number, amount billed,
late payment amount, and amount paid. (Usually top potion of bill sent to customer,
returned with payment for posting to account.) •>/;/ /,• •/•> £..-•'-•: •

Accounts Receivable - includes customers name, address, customer number, invoice number,
amount of payment, type of account, amount paid. • . : "•

7. Record Series Fcrmat(s)

D Latter Siza • Microfilm
r

0 Legal Size . D Computer Tape

Q Bound Book • Floppy Disk

• Audio Tape D Video Tape

XXpther (specify) Top p o r t i o n of b i l l
( 3 . 5 " X 8 .5")

3. Record Series Sequence

D Alphabetical

D Numerical

jp Chronological

D Geographical

D Other (specify)

9. Volume

Number

oin It
-p

• File Drawer(s)
O Microfilm Reel(i

D Computer Tape(s)
% Other (specify)

10. Annual Accumulation
D File Drawer(s)

/ - - ' Q Microfilm Reel(s
'•^ D Computer Tape(s)

Number Sf Other (specify)

11. File is Used
• Daily fj' Weekly

Less than-
£( Monthly

12. File .Becomes Inactive After
//? jflf Month(s)

Number
• Year(s)

13. Current Location(s) (Bidg., Floor, Room)

Treasurer's Office - Store room

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
D Yes p No

•15. Access Restrictions • Yes D No
(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

- D None D State D Federal D Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

D Yes D No

18. Recommended Retention

1 year

(9. Name and Tide of Preparer

Betty J. Windsor', Head Cash

20. Telephone Number

Ler 645-0709 (X709)

21. Date

A p r i l 28, 1997

GS aoO-4 (Rev. 1/93)







Instructions - Type or print a
separate form for each new or
revised record series.

AGENCY RECORDS INVENTORY

Page of

1. Department/Agency
Treasurer's Office

2. Division 3. Unit/Program

DEFINITION: Record Series: a group of related records normally filed and used as a unit for reference as well as retention & disposition purposes.

4. Record Series Title
Property Tax Rolls and Tax Billing Records

5. Earliest Year / Latest Year
to

6. Record Series Description
(Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)

Property tax rolls:
Computer printouts of property owners, account number, and assessment information. Tax billing records
also contain amount of taxes billed for the year, type of taxes billed (county, state, special, charges, etc)
and date and amount of payments. Billing record information transferred to microfiche periodically.

7. Record Series Format(s)

! ! Letter Size i Microfilm

1 , Computer Tape

. i Floppy Disk

| j Audio Tape • j Video Tape

Other (specify)

; Legal Size

Bound Book

8. Record Series Sequence

Alphabetical

Numerical

: [ Chronological

i Geographical

j i Other (specify)

9. Volume
Number

j File Drawer(s)
Microfilm Reel(s)

j Computer Tape(s)
j Other (specify)

10. Annual
Accumulation Number

j File Drawer(s)
j Microfilm Reel(s)
J Computer Tape(s)
1 Other (specify)

11. File is used^
j I Daily ' j Weekly ; Monthly

12. File becomes inactive after
Month(s) Year(s)

13. Current Location(s) (Building, Floor, Room)
XX

XX

XX

14. Is recordjeries duplicated elsewhere?
Yes i X j No (If yes, specify agency or office)

15. Access Restrictions
: i Yes X | No (If yes, cite law(s) and regulation(s))

16. Audit Requirements | ! None

X

X

State

17. Is an index system used?
; I Yes [X~ No
(If yes, explain briefly and describe any hardware/software)

j Federal ; : Independent
County

x
x

18. Recommended retention
Tax Rolls-retain for 3 years after FY, then destroy.
Tax Billing Records-retain for 50 years after FY,
then destroy.

19. Name and Title of Preparer
Adair M. Hocking
Title: Deputy Treasurer

20. Telephone Number
301-645-0712

21. Date
2/9/98







































••w

.;- .yJnxi&cns - Type or Print a separate form for each
vYww or revised record series, forward with Record
-vp Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECOR0S INVENTORY

PAGE OF

2. Division 3. Unit

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

5. Earliest Year/Latest Year

6. Record Series Description (Briefly describe the types of infcrmationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Format(s)

• Letter Size • Microfilm

Size a Computer Tape

Q Bound Book • Roppy Disk

• Audio Tape • Video Tape

• Other (specify)

8. Record Series Sequence

Q AlphabeticalX

• Numerical \

WJ Chronological

D/ Geographical

• Other (specify)

9. Volume

Number

Q Rle Drawees)
' O Microfilm Reel(:

D Computer Tape(s^
• Other (specify)

10. Annual Accumulation
• File Drawees)
D Microfilm Reel(s

D Computer Tape(s)
Number • Other (specSy)

11. File is Used
• Daily • Weekly / • Monthly

12. Rle Becomes Inactive After
\ Q Month(s) a Year(s)

Number \
\

13. Current Locafon(s) (Elcg., Roor, Room) 14. Is Record Series Duplicated Elsewhere?
(Ifayes, specify agency cr office)

Yes b. No / C-
\ CAtUCt

15. Access Restrictions Q Yes
(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements \

Q None D State \ D Federal Q Independent

17. Is an Index System Used? (If yes. eiplain briefly and describe
any hadware/software /

18. Recommended Retention J

D Yes No

It. Name and Title of Preparer 20. Telephone Number 21. Data

ug 3OU-4 \f\ev. 1/S3)





























',-'J.::'//

'••^vO-trjcSons - Type or Print a separata form f o r s a c r i

>.-7;iew or revised record saries. forward with Record
-•^Retention Schedule (DGS 550-1)

f:
jjy/, D apartment/Agency

OEFiNtTiCN - RECORD SERIES - A group

4. Record Saries Trtla

3. Record Series Description

1 \

2.

of relatad records

CWcL 1

DEPARTMENT CF GENERAL SERVICES
RECORDS .MANAGEMENT OIVISION

7275 WATERLOO ROAD
P.O. SOX 275

JESSuP, MARYLAND 207S4

Division

normally Sled and usad as a unit for raferanca

••'"'. •...-. —-) 4£JL l&U^'Z

(Erieiiy describe the typas of infcrmaticnn/dccuments.fcrms found in She saries.

"•^^ / i L u f o j * , S L i o J U - i . ' V ; v v - : • • • ; - . • • • • • ' - • ' / • • ' . -

3.

as well

/
5.

Indude

AGENCY RECORDS INVENTORY

PAGE CF _ ' " ' . :X

Unit • . ' • ,V;:
:.

as retention and dspcsScn purposai

Earliest Year/Latsst Year •'-•.::. •:• yr

tfw purpcsa or function of the sarias

^ J l« jLr \

7. Record Series Formats)

EKTafisr Siza G Micrefiim

a L&gal Siza . C Computar Tape

• Bound 3cok QRcppy Disk

0 Audio Tape O Video Tape

Q Other (spscify)

. Record Sarias Sequence

0 AJphah-aticai /

S " Nurr.ericsl;

• Chrcnofocical

Q . Geograchicai

• . : • / . • • • . . • . \

• ' Gthar (sp-ecify) •,

S. Volume

Number

' S Re Drawees)
' • Micrcnim Ree

D Ccmputsr Tapei
C C^her (specify.)

10.-Ar.nuai Accumuiaticn

Q.

Drawees)
MicrsSIm Reel

Number : ;-.'';••;".'D . Other'(specify)

11. Re is Usad . • .
D Daily Weekly / • Mcnftiy

12. Fiia Sacsmes Inactive Aftar \
''- ' . G Mcnth(s)

Numfae f , . •• . . .

a Yaar(s)

13. Currant Lccaticn(s)

T.O.

• (3ldg.. Rocr, Ream) 14. Is Recerd-Series Duplicatsd Ssswhera?
(If yes, specify^ agsney cr offica)
D Yas ' \ ST. No .

•15. Access Rastncnons • Yes
(tf Yes. cita LJW(S) & ReguteScnfs)

15. Audit Requirements._ t. .. :.-...'

Q None a State . • Federal

17. Is an Index Systam Ussd? (If yes, explain briafly and describe
any hadwars/sefcvare •• / . • , . . .

O Yes

1S. Recommended Retention }'i

Name and Title of Preparar 20. Telephone Number ' . . 21. Oats

















STATE REPORT OF COLLECTIONS/TAXES RECEIVABLE REPORT

DESCRIPTION

15. This is a file of duplicate copies of state forms (*) which include monthly general ledger files,
check requests, copies of the remittance check and accompanying work papers. The original is
submitted monthly to the Comptroller of the Treasury. The report details monthly collections of
state taxes transmitted & details taxes receivable.

(*)Stars Report. #Cot/Gad 170
CB Credit Report. #HTC-103
Agric. Farm & Wooded
Claim for Refund of Real & Personal Property Tax Report. #E-17 or OC-020
Additions/Abatements Report. #030, 031, 033, E12

RETENTION

Retain for five (5) years after the end of the fiscal year it represents, or until all audit requirements
have been fulfilled, then destroy.



JIU DISPOSA
(CONTINUATION 5HKT)

BGEND.

ITEM
NO. CESCRIFTICN REIENITCN

13

14

Folders of all property sold are retained
and filed together.

j
/.'•'in • / : - ^ • 1.

ASSESSMENT CHANGES NOTICE
The original cf the notice is sent from the
Appeal Tax Court of Assessments Office
which directs the Collector's office to
increase or decrease an assessment for the
current ort or prior years This is the
official authorisation to make
corrections on the tax rolls.

retroactive

TAX INSTALLMENT ACCOUNTS fil iff
The County permits the installment payment
of taxes in advance of the tax due date. A
card and duplicate are made for each
installment account; the original is the
Collector's ledger card; the copy is the
taxpayer receipt. when the account is
paid, the two copies are stapled together
with the notice of payment. The cards are
itemized accounts payable which support the
totals reported on financial statements and
carried in control ledgers.

STATS REPORT OF COLLECTIONS/TAXES ^L
RECEIVABLE REPORT ••//•i-̂
This is a file of duplicate copies of'state
Formi^AO-^^, ''the original of which is
submitted monthly to the Comptroller of the
Treasury. The report details'^c'orlections
cf State Taxes transmitted and details
taxes receivable. A—&&PV—Q4—the— State
wa-ŝ F-?.-nt—i-s—r-e-fe-arn-ed—to—the -County as .
a-c-k-.no w-l-s d-te-m-e-n-t~-o-f •• • t-h-e—-t r a n s m-i-t t a-1-. T h - e - ^ *
T.a;-,-p,~ R ° r , 3

. r-e.ce-i-v-a-b-i es; irt—is—p-rspa-red— in—p-errcr! r and
a.-copy—i-s—foi-wa-rded-to • the Office of -

-yeeirs-r The file also contains work
papers..

destroy.

Retain sale folders
(deeded properties)
permanently.

Retain all tax sale
folders prior to
1944 permanently.

Retain for five (5)
years after the
change is made or
until all audit
requirements have
been fulfilled, the
destroy.

Retain for three (3
years after the end
of the fiscal year
in which the tax wa
paid or until all
audit requirements
have been fulfilled
then destroy.

Retain for five (5)
years after the end
cf the fiscal year
it represents, or
until all audit
requirements have
been fulfilled, the
destroy. T

no
HTC -

(REV. VS6)



-.- _ . - . . . . . . . - * • • • • * * : , / /

• * . •»••••* ; . * _ / i i

.:^v -r-'-o'-fitructions - Type or Print a separata form (or each
r or revised record series, forward with Record

^Retention Schedule (DGS 550-1)

. -royv ;,*

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISICN

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTOf^?

PAGE. OF

• . -A'
2. Division 3. Unit

DEFiNITION - RECORD SERIES - A group of related records normally Sled and usad as a unit for rafaranca as well as retention and disposition purposes!'

5. Earliest Year/Latsst Year

Wy&*j*?j.3*
S^Record Series Description (Briefly describe the types of infarmationn/doeamants/forms found in the series.- Indude the purpose or function of the seri^/.

.<ur..^ .. P - J^;'&gi

V- O\

fi^
. P- CMCUJL U JOAJUL

7. Record Series Format(s)

•Q-Iitiar Siz9

O LagaJ Siza

•.. 'O Bound Bock

- n Audio Tape

C Other (specify)

n Microfilm

D Computer Tape

D Floppy Disk

• Video Tace

8. Record Saries Sequenca

• Alphabetical '

D Numerical

Q ^ Chronological .

O Geographical

0 Other (specify)

9. Volune

Number

0 Re Drawees)
• Q Microfilm Reel(

D Computer Tape(3
Brother (spedify);;

10. Annual Accumulation ;, ••.•••'<)*$}§£%
• Q File Drawees)';

D Microfilrn^Reel[(:
I kix>t • ComputerTape(s

Number . ' Q--Cther (speafyj.11:

U..;ReisUsad
D Weekly • Monthly

13. Currant Locafor.(s) (BIdg.. Rcor, Room)

• T O
15. Access Restrictions • X§s

(rf Yes. eita Law(s) & Reguiaticn(s)
C N o

1Z Fila Becomes Inactive After
' V D Month(s)

Number . • " •• "••.•'••' .- .

; ^ ^

14. Is Record Series Duplicatsd Elsewhere?
(If yes, specify agency cr office)

. G Yes nK" No .

1S. Audit Requirements : .. ,.. _ •:•.•.

• None. D State O . Federal .

17. Is an Index System Used? (If yss, explain briefly and describe
any hadware/software • • .

D Yes

18. Recommended Retention ,./^j'Vy ''="' "'• /•'\''r'-'~'? :*!Wz.-3£

. Name and Title of Preparer



Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule <DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

• AGENCY RECORDS INVENTORY.;

PAGE OF

j 4 D apartment/Agency 2. Division 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 p u r p o s e d

5. Eariiest Year/Latest Year ' ,

F

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.'?:

•.; " "v,;.'6;v*

7. Record Series Format(s)

Blatter Si2e D Microfilm

0 Legal Size • Computer Tape

D Bound Book O Floppy Disk

D Audio Tape . D Video Tape

D Other (specify)

8. Record Series Sequence

Q Alphabetical

D Numerical

Q^ Chronological

D Geographical

D Other (specify)

9. Volume

1 bof
Number

D File Drawees)
D Microfilm Reel(s)

D Computer Tape(s)
•E Other (specify) ;

10.-Annual Accumulation ../•.:-.^v?-.";;:.
D Re Drawer(s) ;'
O Microfilm Reel(s)

D Computer Tape(s)
Number Q"Other (specify) "•:

11. File is Used
• Daily • Weekly • Monthly

0 V.SLT--

12. Re Becomes Inactive After
. •••' •"'- ; : . D M o n t h ( s )

Number
• Year(s)

13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
B ^ Yes . D No

15. Access Restrictions Q Yes
(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements :•• ,•-•

D None D State D Federal Q'lndependent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software •

D Yes

13. .Recommended Retention

1
'A.

t. Name and Title of Preparer 20.. Telephone Number 21. Date





:-;j,6*uctions - Type or Print a separata form for each
i or revised record series, forward with Record

^Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION ..

: 7275 WATERLOO ROAD ' ::i • "
• • P.O. BOX275 - '-'t-'.---.-

JESSUP, MARYLAND 20734 ': '

AGENCY RECORDS INVENTORY

PAGE . OF

2. Division . 3. Unit

DEFINITION - RECORD SERIES • A group of related "recoVs normaJly Sled and usad as a unit for reference a / well as retention and dspositicn purposes.

4. Record Series Title 5. Earliest Year/Latest Year \ v" ?<•
•." - t o . -'•••'.•""

;. Recsrd Series Description (Briefly describe the types of informationn/documents/forms found in We series.:-Include the purpose or function of the series.
n < * r i • i p i — u . . . . . . M - - - i - • • r * f i i i m i ' ' - 1 ' , i •"• • " i • '••'/•"' n e i " T S " - ' - • - • • • • • ' - • • ' • • • ' ; : •

7. Record Series FonTiat(s)

B-Lattar Siza D Micrctilm

•'Legal Siza . Q Computer Tape

D Bound Bock D Floppy Disk

a Audio Tape • • Video Tape

Q Other (specify)

8. Record

D AlphaKeticaJ \

D NumencaJ •'••'•: 'v

D-ychrenological .' V

Q Gaographicai . V

/ 0 Other (specify)

9. Volume

Number

Q-"fi!e Drawees)
' a Micronim Ree,

D Computer Tape(
• Other (specify)

10. Annual Accumulation '."-'. .;
• C3^File Drawees)

\ n Microfilm Reel
\ . ' •' D Computer Tape(

Number • Q Other (specify)

11. Re is Used
:

Daily : ' Weekly /

13. Current Location(s) (Eidg.. Floor, Rpom)

15. Access Restrictions • D ^._
(K Yes. cite Law(s) & Regulajfcn(s)

17. Is an Index System Used? (If yes, explain briefly and describe
any hacwara/softwara •••_

. . Q Yes / • ""

12. File Becomes Inactive After
,r."-:- •' v J - " • Monih(s)

'_•'•?: Number
\

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or ofSca)

V V "Yes O V No •

16 Audt Requirements

Q None • State D Federal ... CUhdependent

18 Recommended Retention

J*?. Name and Title of Preparsr 20. Telephone Number 21. Date

wCM {Haw. 1/93)







Instructions - Type or print a
separate form for each new or
revised record series.

AGENCY RECORDS INVENTORY

Page of

1. Department/Agency
Treasurer's Office

3. Unit/Program

: DEFINITION: Record Series: a group of related records normally filed and used as a unit for reference as well as retention & disposition purposes

4. Record Series Title
Held Tax refunds and Paid properly Tax Refunds

5. Earliest Year / Latest Year
to

! 6. Record Series Description
I (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)

! Held Tax refunds-pending property tax refunds including correspondence and backup documentation.
• Paid property tax refunds on coproration taxes, personal property taxes, real property taxes and public

utility taxes. The file may contain the name of payee, address, amount of refund, check number, reason for
the refund an any correspondence or back up documentation for the refunds.

7. Record Series Format(s)

| ' Letter Size : ^ J Microfilm

j_ i Legal Size | Computer Tape

| : Bound Book : | Floppy Disk

Audio Tape '• j Video Tape

! Other (specify)

8. Record Series Sequence

i Alphabetical

9. Volume
Number

J Numerical

_; Chronological

_; Geographical

: Other (specify)

I File Drawer(s)
_; Microfilm Reel(s)
j Computer Tape(s)
i Other (specify)

10. Annual
Accumulation Number

File Drawer(s)
Microfilm Reel(s)
Computer Tape(s)
Other (specify)

11. File is usedj_
| j Daily i , Weekly i Monthly

13. Current Location(s) (Building, Floor, Room) 14. Is record_series duplicated elsewhere?
Yes i X No (If yes, specify agency or office)

16. Audit Requirements15. Access Restrictions
Yes X No (If yes, cite law(s) and regulation(s))

x
X

12. File becomes inactive after
Month(s) Year(s)

State Federal |_Xj Independent
County

17. Is an index system used?
~ Yes I T No
(If yes, explain briefly and describe any hardware/software)

x
X

18. Recommended retention
Retain for five (5) years after FY of refund and until!
all audit requirements have been fulfilled, then
destroy.

19. Name and Title of Preparer
Adair M. Hocking
Title: Deputy Treasurer

20. Telephone Number
301-645-0712

21. Date
2/9/98











Type or Print a separata farm for aach
or revised record saries, forward with Record

Pnatenfion Schedule (DGS 3=0-1)

DEPARTMENT CF GENERAL ScKVlCS3
RECORDS MANAGEMENT CIVISICN

7275 WATERLOO SCAD
P.O. BOX 275

JE3SUP, MARYLAND 207S4

AGENCY RECCHOS INVENTOR'

PAGE . CF

•'(/
2. C (vision 3. Unit

DEFINITION • RECORD SERIES - A group of reiatad records ncrxaily filed and usad as a unit for rateranca as well as retention and aspcsitien purpcss

5. EarjiBSi YaanLatast Year

3-3

5. Record Swiss Oes=rpticn (Hriaiiy d«scriba fto^lypss o< infcrmaticnn/dccyrnerrts/fcnns found in tha sarias. Induda tha purpcsa or functon of t.a sane.

7. necord Series Forrr.at(s)

O0.sRsr Siis C Microfilm

Q UgsJ Sea G Ccmcutsr Tape

G Bound Seek G Rcppy Disk

• Audo Tapa C Video Tap-a

G Other (spec'iy)

S. Record Series Saquerca

G/ Alphac-aticsi

0 iS'urr.ericai

G Chronological

O Geographical

G Cftsr (s?«<=fy)

9. VclLTTiS

Number

D rile Drawer*..'
• G Wicroiiim Re-

.Corrcut9r Tap*
Other (specify

10.-Ar.nual Ac=--muiaticn
C Fiie Drawer(:
C Microfilm Re-

n Computer Tap*
Number G Other (spacfy

11. Rie is Used
G Daily G Weekly G Monthly

13. Currant L:cs!icr!(s) {Hicg.. Fccr, Rcom)

15. Accsss nsstrioions Q X&s G No
(rf Yas. sta Uw(s) S R&su!siicr.(s)

17. Is an Incax System Usad? (If yes. explain briefly and describe
any hscwsra'scft.vsre

0 Yas No

12. Fi!a Bacsmss I r^r fve Aftar
O Month(s)

Number

G Yesr(s)

14. Is Recsrd Series Duplicated Esawhsra?
(If y6s. sp«dry agency or cfSca)
D Yas 3 ^ No ..

16. Audit Requirements . .

D None D State D Federal S'lndIndependent

18. Raccmmendad Retention '...'

;*?. Name and TiSa cf Preparsr 20. TsJephcns Number 21. Data







. •:.• T-';->y6fruca'ons - Type or Print a separate form for each
'•.-'.-j^iew or revised record series, forward with Record

" .^ /Retent ion Schedule (DGS 550-1)

DEPARTMENT CF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD .. •
P.O. BOX 275 '•• '

JE3SUP, MARYLAND 20794

;: 'AGENCY RECORDS INVENTORY

PAGE OF

2. Division 3. Unit

DEFINITION - RECORD SERIES • A grouo of relatad records normaily filed and used as a unit for reference as well as retention and disposition purposas

6. Record Series Description (Briefly describe the types of informaticnn/dccuments/farms found in the sanes Indude the purpose or function of the senes

7. Record Series Fcrmat(s)

D Latter Sizs O Microfilm

n Legal Siza O Computer Tape

• D Bound Book • Floppy Disk.

' • Audio Tape • Video Tape "

Q-Cther (specify) .

8. Record Series Sequence'

Q , Alphabetical :
;

• - f

D Numerical >-

O^'Chronologicai

D Gsograchicai .

. 0 Other (specify)

9 Volt-me

Number

D Fie Drawees)
• D Micronim Re«l

n Computer Tape(
• Other (specoy)

10. -Annual Accumulation
• File Drswer(s)
• Microfilm Reel

n Computer Tape(
B Other (speafy)

0
Number

11. ReisUsad
.. - D Daily D Weekly.

/
D Monthly

12. File Becomes Inactive After
D Months)

Number
• Year(s)

13. Currant Location(s) tBIdg., Rocr, Room)

TO.-

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or offica) ^
D Yes ' Q ^ No ,. •-. . ;.

15. Access RestricSons a Yes
(tf Yes. cite Law(s) & RsgulaBon(s)

D^flo 16. Audit Requirements

n None • State • Federal B"lndependent

/
17. Is an Index System Used? (If yes, explain briefly and" describe

any hadwara/software • . ..: /

• . • ' Y e s •

13. Recommended Retention

1"?, Name and Trtie of Preparar 20. Telephone Number 21. Data



i
Type or Print a separata form (cr each

or revised record series, forward with Record
Retantion Schedule (DGS S50-1)

DEPARTMENT ,CF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JE3SUP. MARYLAND 20734

AGENCY RECORDS INVENTORY

PAGE OF

f
2. Division 3. Unit

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

S. Record Series Description (Briefly describe !ha types of ihfsUationn/documents^crrns found in the series. Indude the purpose or function of the saries.

7. Record Series rcrmat(s)

C Lattar Sizs C Micronim

O Lagal SiZ9 0 Computer Tape

p Bound Bock D Floppy Oisk

n Audio Tape • Video Tac-a

D Other (specify) - .

8. Record Saries Sequanca

C Aiphabea'cal

ST NumericaJ

D Chronological

D Geographical

Q Other (specfy)

9. Volume
D Rie Drawec(s)

• a Micronim Reel
n Computer Tape(:
^ Other (specify)

10.-Annual Accumulation
• File Drawees)
O Microfilm Reeli

Q Computer Tajpe(:
Number Q Other (sperffy)

11. File is Used
D Daily Q Weekly • Monthly

12. Fila Becomes Inactive Attar
D Month(s)

Number
• Year(s)

13. Currant Locaticr,(s) (Elcg., ncor, Room) 14. Is Record Series Duplicatsd Eisawhere?
(If yes, specify agency o; offica)
C Yes CT No

15. Access Restrictions • X?s D No
(K Yes. dta Law(s) a Regulations)

1S. Audit Requirements .

D None D Stata • Federal

17. Is an Index System Used? (If yes, explain briefly and describe
any hadwara/softwara • . .

13. Recommended Retention

D Yes

P&fif/A?
No

Independent

/*?. Name and Title of Praparsr 20. Talephona Number 21. Data





'jAfianxSars - Type or Print a separata form for aach
or ravisad recsrd series, forward with Recsrd

/Retention Schedule (DGS 550-1)

OEPAfiTMEVT CF GcNERAL SEnVICSS
RECCROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. SOX 275

JE3SUP, MARYUVNO 20754

AGcNCY RECORDS INVENTOR"

PAGE CF

fit I, D apartment/Agency 2. Civisicn 3. Unit

OEriNITiCN - RECORD SERIES - A group of reiatsd records normally 5ied snd ussd as a unit for rafaranca as well as retention and disposition purpose

5. Eadiest Ysar/Latas t̂ Year

5. Record Series 0es=rpt:cn (Briefly dsscriea J-.a typss ot infcrmaticr.ricccjrr.entafems found in the series. Induda !he purpcsa or funcson of tha

7. Recsrd Series Fcrmst(s)

0 Lacal StZ3

O Sound Sock

• Auda Tape

(spsdiy)

C Mic-crcrn

C Computer Tape

• Floppy Disk

O Video Tsc-a

S. Raccrd Series Sscuanca

D Alphawticai

G Nurrericsl

D ChrcnclcsicaJ

0 Gcc^rsrhical

D Cftsr (scedfy)

9. Volume

Number

a File Drswer(:
' G Microfiim Re-

D Computsr Tape
J^ Ctftar (spscfy.

10.-Annual Accumuiaticn
D Re Drawees
• Microfilm Re--

Q Computer Tap«
Number • Cther (spa

11. rae is Ussd
G Daily G Weekly D Monthly

13. Current Lscancr.(s) (Side;., rccr, Room)

t\

15. Access Rassictcns • Xfs
(H Yas. eta Law(s) i Regulaticn(s)

G No

17. Is an Index System Used? (If yes, axplain briefly and descrie
any

D Yas No

12. riia Seccmas Inactive Aftsr
D Mcnth(s)

Number

Q Year(s)

1-i. Is Recsrd Ssrias DupRcatsd Ssawnsra?
(If yes. specfy agsney^ar ofSca)
a Yas er Ho .

15. Auct Requirements •

O Nona O Siata • Fsdaral Independent

IS. Recsmmended Retanticn_

9. Name and TiKa cf Praparar 20. TaJacrtcr!8 Nuir.&ar 21. Data










