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CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

Schedule No.c

=7

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 9
Agency Division/Unit
CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES
Item Description Retention
No.
1 GENERAL CORRESPONDENCE Screen annually. Destroy
) material having no further
Subject arrangement of original incoming letters, administrative, fiscal, legal,
outgoing letters, memorandum, and any and all or operational value. Retain
correspondence of the department or it's division. permanently any material
that serves to document
the origin, development, and
accomplishments of the
department or it's divisions.
Transfer periodically to the
MD State Archives.
2 TIME AND ATTENDANCE Retain for 3 years,
_ then destroy.
Files may contain some or all of the following:
leave requests, comptime request, weekly
timesheets, etc.
3 EMPLOYEE PERSONNEL RECORDS Retain for 3 years after
termination, then destroy.
Files may contain some or all of the following:
evaluations, awards, training, written correspondence,
etc.
4 FISCAL YEAR BUDGETS Retain for 3 years,

Budget expenditure files for departments, tracking
of expenses, invoices, purchase orders, check
request, etc.

then destroy.
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Signature

Typed Name EgeneT _auer T
Title County Administrator

Date

nigtive

Schedule Authorized by State Archivist
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Schedule No.
CHARLES COUNTY GOVERNMENT C—3x27
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 9
(Continuation Sheet)
Agency ' Division/Unit
CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES
ltem Description Retention
No.
ADMINISTRATION FILES
1 PAYROLL SHEETS Retain for 2 years, then
_ destroy.
Payroll sheets with on call pay
2 DAILY STOCKROOM TICKETS Retain for 2 years, then
destroy.
Issues from stockroom
3 REQUISITIONS Retain for 1 year, then
destroy.
Requisitions are used for reorder purposes
4 TIME CARDS Retain for 2 years, then
destroy.
Verify time worked
5 PRODUCTIVITY MEASUREMENTS Retain for 3 years,
then destroy.
To maintain and monitor daily activities.
6 FUEL REPORTS Retain for 2 years, and until
all audit requirements have
Monthly fuel consumption, vehicle card number, been fulfilled, then destroy.
personal card number, fuel allocation to proper
account charges
7 CFA INVENTORY Retain for 3 years, and until
all audit requirements have
Current listing of stock inventory and repair orders, been fulfilled, then destroy.
monthly , year end and obsolete inventory reports
8 POLICY AND PROCEDURES Retain until replaced

Departmental Policies and Procedures

or superceded, then
destroy.




CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

Schedule No.

L—ZRT7

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3 of 9
(Continuation Sheet)
Agency Division/Unit
CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES
Iltem Description Retention
No.
Administration Files Con't
9 CIP PROJECT FILES
Retain for 5 years, then
Listed by project, includes correspondence, budget destroy.
information and purchase orders
10 BUDGET FILES
General Fund, Enterprise Fund, Capital Project Retain for 5 years, then
Proposed budget, approved budget, budget destroy.
transfer request.
11 DIVISION MANUALS
Retain until updates
Misc. info. pertaining to phone numbers, evaluations, or superseded, then
anniversary dates, radio call numbers, copies of various destroy.
forms, job descriptions, equipment inventory.
CIP/BUILDING & TRADES
1 ARCHITECT DRAWINGS/BLUE PRINTS Retain for life of Facility,
plus 1 year, then destroy.
To have the ability to review drawings plans.
2 BUILDING MAINTENANCE FILE Retain for Life on Contract
plus 2 years, then destroy.
Maintain necessary information regarding contracting
and preventive maintenance. )
3 LEASE FILE Retain for life of contract/
lease, plus 2 years, then
To obtain copies of lease agreement information. destroy.
4 DAILY MAINTENANCE RECORDS Retain for 2 years,
then destroy.
To track daily activities
[




CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No.

C—-337

Page 4 of 9

Agency Division/Unit
UNTY GOVERNMENT PUBLIC FACILITIES
ltem Description Retention
No.
BUILDINGS & TRADES FILES CON'T
5 MISCELLANEOUS CIP/BUILDING & TRADES
Miscellaneous information on county facilities, i.e. Retain until tank is removed,
oil tank specifications, EDA requirements, inspection plus 1 year, then destroy.
certificates, etc.
6 COUNTY FORMS Retain until updated
or superseded, then
To have forms on hand. destroy.
7 TOOL INVENTORY
To maintain/inventory tools in department. Retain for life of tool, plus
1 year. then destroy.
8 KEY REQUEST LOG BOOK
Retain for 1 year
To inventory county issued keys then destroy.
PARKS AND GROUND FILES
1 EQUIPMENT MANUALS/INFORMATION Retain until updated
or superseded, then
Equipment Manuals and Specification Books destroy.
2 WHITE PLAINS GOLF COURSE DEPOSITS/INVENTORIES Retain for 3 years and
until all audit requirements have been
Deposit forms, monthly summary sheet, inventories fulfilled, then destroy.
3 BANK STMTS/CANCELLED CKS/DEPOSIT SLIPS Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy.




CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. a# 5.27

Page 5§ of 9

Agency Division/Unit
CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES
ltem Description Retention
No.
PARKS AND GROUND FILES CON'T
5 SPORTS PROGRAMS
Budget worksheets; league schedules; correspondence Retain for 3 years,
with public, season expenses information then destroy.
6 FACILITY SCHEDULING Retain for 4 years,
then destroy.
Master Facility Usage Scheduling
7 MARYLAND OFFICE OF PLANNING
Correspondence with Maryland Office of Planning; Planning Retain for 6 years,
Reports concerning Charles County and Open Space then destroy.
Planning.
8 PROGRAM OPEN SPACE GRANT PROGRAM Retain for 10 years, and until
Grant requirements are met,
Correspondence with Dept of Natural Resources; Grant then destroy.
Applications; Annual Fund balances
9 PARK CONSTRUCTION
Retain for life of Park,
Specifications for Park Facilities, details on Park plus 1 year, then destroy.
and current Park projects; project specification
books.
10 WATERWAY IMPROVEMENT PROGRAM Retain for life of grant or project, plus

Correspondence with Department of Natural Resources;
Grant Applications; Project fund balances; Project
Specifications.

2 years and until all audit requirements
have been fulfilled, then destroy.




CHARLES COUNTY GOVERNMENT
. RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. C _ 527

Page 6 of 9

Agency Division/Unit

CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES

Item Description Retention
No.

PARKS AND GROUNDS FILES CON'T

11 WHITE PLAINS GOLF COURSE/GROUNDS CHEMICALS

List of chemicals utilized in golf courses & general grounds
maintenance; calendars for application of chemicals;
application rates.

1 BLANKET PERMITS

Copies of all utility permits issued for County roads.

2 ATHLETIC FIELD INFORMATION

Copies of bills, overtime, etc. for athletic field projects
done by roads.

3 DEPARTMENT OF NATURAL RESOURCES

information on wetlands, wildlife and tree permits

4 DRIVEWAY ACCESS PERMITS

Copies of all driveway permits issued for Charles
County from 1996 to present.

5 CHARLES COUNTY ROADS

Deeds and inspection reports from PGM for
all County roads.

Retain for 6 years,
then destroy.

Retain for 3 years,
then destroy.

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

Retain for 3 years,
then destroy.

Retain for 3 years,
then destroy.

Permanent, transfer
periodically to the Md.
State Archive.




CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

Schedule No. C"’ §27

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 7 of 9

(Continuation Sheet)

Agency Division/Unit
CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES
ltem Description Retention
No.
ROAD FILES CON'T
6 SIGN REQUEST
Retain for 3 years,
Requests/work done on signs from other then destroy.
departments throughout the County
government.
7 SIGNAL MAINTENANCE Retain for life of
signal, plus 1 year,
Agreements on signal maintenance for then destroy.
Charles County.
8 BOARD OF EDUCATION Retain for 3 years, and
until all audit requirements
Road repair for schools and asphalt invoices. have been fulfilled, then destroy.
9 ROAD MAINTENANCE
FY 1992 - 1995 Qverlay, Slurry Seal ('92-95), Line Retain for 3 years,
Striping ('92-95), Shoulder Maintenance ('92-95). then destroy.
10 BRIDGES/CIP PROJECTS Retain for 3 years, and
until all audit requirements
All information, supplies used, payroll, etc. have been fulfilled, then destroy.
used on Pine Grove, Poor House Rd, Popes
Creek Rd and Woodpville Road Bridges, and
Smallwood Drainage.
SOLID WASTE/VEHICLE MAINTENANCE
1 UNIFORM RECORDS Retain for 3 years, and
until all audit requirements
Records for uniforms and boots for employees have been fulfilled,
of the landfill. then destroy.




CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

{Continuation Sheet)

Schedule No. C"‘ 5;77

Page 8 of 9

Letters, permits, tonnage figures, hazardous waste
info., material recycling information applicable to
recycling operation.

Agency Division/Unit
CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES
item Description Retention
No.
SOLID WASTE/VEHICLE MAINTENANCE CON'T
2 SHOP EQUIPMENT AND TOOL INVENTORY Retain for life of equipment/
tool, plus 1 year, then
Files on equipment, serial numbers over $500.00 destroy.
in value. Files on all shop tools & equipment.
3 VEHICLE SAFETY INSPECTION CARDS Retain for life of vehicle
plus 1 year, then destroy.
Inspection safety cards for vehicles.
4 VEHICLE/EQUIPMEMT INFORMATION Retain for life of
equipment/vehicle
Serial numbers, locations, etc for all plus 1 year, then destroy.
equipment and vehicles.
5 REPAIR MANUAL LIBRARY Retain until updated
or superseded,
Equipment and vehicle manuals, Equipment then destroy.
Specialty Manuals.
6 WEIGH TICKETS Retain for 2 years,
then destroy.
Weigh tickets for use of landfill.
7 RECYCLING SURVEYS
Retain for 3 years,
Scrap metal, glass, aluminum can, newspaper, then destroy.
tickets, station logs, tag-a-bag sticker logs.
information required for compilation of recycling
reports/surveys.
8 RECYCLING OPERATIONS Retain for 5 years,

then destroy.




CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

, "RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. C"' 72 7

Page 9 of 9

Agency Division/Unit
CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES
Item Description Retention
No.
" SOLID WASTE/VEHICLE MAINTENANCE CON'T
10 LANDFILL OPERATIONS Retain for life of
landfill, plus 1 year,
Letters, surveys, reports, tonnage figures, then destroy.
general information regarding Charles County
Sanitary Landfill and Pisgah landfill.
11 LANDFILL INFORMATION AND REGULATIONS Retain for life of landfill,
plus 1 year, then
Information/regulations pertinent to landfill destroy.
operations.
12 LANDFILL RECORDS Retain for 3 years, and
until all audit requirements
Landfill records include copies of bills paid, tonnage have been fulfilled,
reports, customer records, and leachate reports. then destroy.
13 SOLID WASTER ADMINISTRATION Permanent

Letters, reports, minutes, policies pertinent to the
operation of the Solid Waste Division.

Transfer periodically
to the Maryland State
Archives.




MEMORANDUM

TO: Victoria Greenfield,
Assistant County Administrator
FROM: Michael T. Mudd, WMQ‘O
Deputy County Administrator
DATE: May 7, 1997
SUBJECT: Records Retention
Pursuant to your memorandum dated March 18, 1997, please find attached, completed

Records Inventory Forms for the Department of Public Facilities. The forms are sorted by the
following Divisions:

. Administration

. Administration/Inventory

. CIP/Buildings & Trades

. Parks & Grounds

. Solid Waste

. Solid Waste, Sanitary Landfill
. Roads -

. Vehicle Maintenance

If you have any questions or if we may be of further assistance, please do not hesitate to
contact me.

Attachments

- MTM:TDK/tdk

i
;

o Ave g, nl!q 3
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. COUNTY commissimms e
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___ LAPLATA MARYLAND"" *




Instructions - Type or Print a separate form for sach
~ew or revisad recard serigs, forward with Record
otention Schedule (DGS 530-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTCRY

7275 WATERLOQ RQOAD
P.O. BOX 275
JESSUP, MARYLAND 20734

PAGE OF

'y /, D epartmenVAgency
Public Facilities

2. Division

Administration

3. Unit

DEFINITION - RECCRD SERIES - A group of related records normally filed and used as a unit fer referance as well as retention and disposition purposes.

4. Record Series Title

Personnel Files-Administration

5. Earliest Year/Latest Year
1974 to _Present

Evaluations, Correspondence, Leave Records,

Time sheets

6. Record Series Description (Briefly dascribe the typas of informationn/documentsiforms found in the sariss. Include the purpase or function of the saries.

7. Record Seres Format(s) 8. Record Series Seguenca 9. Volume
X File Drawer(s)
A Lettor Size O Microfilm X Alphabetical O Micrefiim Reel(s)
1 O Computer Taps(s)
O Legal Size Q Computer Tape 8 Numerical Number 0 OCther (specify)
O Bound Book 0 Floppy Disk O Chronological
: . 10. Annual Accurnulation
1 Audio Tape O Video Tape 0O Geographical O File Drawer(s)
. . ’ O Microfim Reel(s)
0 Cther (specify) O Cther (specify) 0 O Computer Taps(s)
De— Number O Cther (specity)
11, File is Used ‘12. File Becomes Inactve After
O Daily X3 Weekly O Monthly N/A 0O Month(s) O Year(s)
Number
13. Current Location(s) {Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
. (If yes, specify agency or office)
Public Facilities, Administration Building Yes O No
‘ Personnel
15. Access Restrictions Q Yes O No 16. Audit Requiraments
(If Yes. cite Law(s) & Regulation(s)
. R R None 0O State O Federal O Independent
Confidential
17. Is an Indax System Used? (If yes, explain briefly and describe 18. Recommended Retsntion .
any hadware/software / &%f . F’ -
o KTtz + 7 ” W/
O Yes X No - Three Years after _ ’/¢74§}L)
- P
—_ Lo
DesTrs 7
19. Name and Title of Preparer h 20. Telephone Number - 21. Date
Pat Hall-Office Manager (301)932-3440 May 6, 1997

DGS 5503 (Rev. 1/93)




|

Instructions - Type or Print a separate form for sach
~ew or revisad record series. forward with Record
atention Schedule (DGS 530-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO RCAD
P.0. BOX 275
JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTCRY

PAGE OF

v ), D sparment/Agency
Public Facilities

2. Division

Administration

3. Unit

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

4. Racord Saeries Title

Inactive-Miscellaneous Department Correspondence

S..Eariest Year/lLatest Year
1995 to 1996

6. Record Serias Description (Briefly describe the types of informationn/documentsiforms found in the saries. Include the purpose or function of the seriss.

Inter-Office Correspondence, Citizen Correspondence, Alcohol & Drug Testing,
Fixed Assets, Position Listing

O VYes 3 No

Desbrow—

7. Racord Series Format(s) 8. Record Series Sequenca 9. Volume
: O File Drawer(s)
X Latter Size 0O Microfim K Alphabetical O Microfim Reel(s)
2 O Computer Taps(s)
O Legal Size O Computer Tape 0  Numercal Number X Other (speciy)
O Bound Book O Floppy Disk 01 Chronological Storage Boxes
. Annual " lat
2 Audio Tape O Video Tape O Geographical 10. Annual Accumula én File Drawer(s)
; . O Microfim Reel(s)
0 Other (specify) Q Cther (specify) 0 O Computer Tapa(s)
E——— Number O Other (specify)
11, File is Used . 12. File Becomes Inactive After
g Daily 0 Weekly O Monthly O Month(s) a Year(s)
N/A Number
13. Current Location(s) {Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhera?
. sy s (If yas, specify agency or offics)
Public Facilities O VYes X No
15. Access Restrictions a Yes g No 16. Audit Reguirements
(!f Yes. cite Law(s) & Regulation(s)
® None O State O Federal O Independent
17. Is an Index System Used? (!f yes, explain briefly and describe 18. Recommended Retention —, s .
any hadware/software , P B = '(’/,;/—"’/‘
e U5 [Tl TAE Sz e

 19. Name and Title of Preparer

Pat Hall-Office Manager

20. Telephone Number -
(301)932-3440

21. Date

May 6, 1997

DGS 5504 (Rev. 1/33)




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTCORY
instrucions - Type or Print a separata form for sach RECORDS MANAGEMENT DIVISION
~ew or revisad record saries, forward with Record 7275 WATERLOO ROAD
etention Schecule (DGS 53¢-1) P.0. BOX 275
JESSUP, MARYLAND 20794 PAGE __ OF ___
tw 1, DeparmentAgency A 2. Division 3. Unit
Public Facilities Administration

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

4. Record Series Title 5. Earliest Year/Latest Year

. 1994 0 Pres
Miscellaneous Department Correspondence ent

8. Recerd Series Description (Briefly describe the typas of inforrnat:'onn/doéuments/’forms found in the series. include the purposs or functon of the series.

Inter-Office Correspondence, Citizen Correspondence, Alcohol & Drug Testing,
Fixed Assets, Position Listing

7. Recerd Series Format(s) 8. Record Series Sequence Q. Volume
- B File Orawer(s)
XLetter Size D Microfilm K  Alphabetical 3 O Microfim Reel(s)
O Computer Tapa(s)
O Legal Size 0 Computer Tape 0O ° Numerical Number O Cther (specify)
O Bound Book O Floppy Disk O  Chronological S
* | 10. Annual Accumulation
£ Audio Tape 0O Video Tape O Geographical @ File Drawar(s)
. : . ' O Microfilm Reel(s)
O Cther (specify) QO Cther (specify) 3 O Computer Tapa(s)
—— Number O Cther (specify)
11. File is Usad 12. Filo Bacomes Inactive After
O Daily X3 Weekly O Monthly O Month(s) £ Year(s)
Number : :
13. Current Location(s) (Bldg., Floor, Room) 14. s Record Series Duplicated Eisewhere?
: ' (It yes, specify agency or office)
Public Facilities-Administration O Yes X No
15. Access Restrictions O Yes 2 No 16. Audit Requirements
(1 Yes. cite Law(s) & Regulation(s) )
® None O State O Federal O Indepsndent
17. s an Index System Used? (If yes, explain briéﬂy and describe 18. Reccmmended Retsention
any hadware/software ' " : P 2 R
B . . & // , - / / :‘ :’1/
o Y N | WSE Gere/z) /7 e /i ] o

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

Pat Hall-Office Manager (301)932-3440 May 6, 1997

2 ev. 1/




Instructions - Type or Print a separate form for sach
~ew or revised recsrd senes, forward with Record
.otention Schedule (DGS 530-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLCO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

PAGE OF

g ), D sparment/Agency
Public Facilities

2. Division

Administration

3. Unit

DEFINITION - RECORD SERIES - A group of related records nommally filed and usaed as a unit for referance as well as retention and disposition purposes.

4. Record Series Title

Inactive-Miscellaneous Department Correspondence

S. Earliest Year/Latest Year
1995 10 1996

Fixed Assets, Position Listing

Inter-Office Correspondence, Citizen Correspondence, Alcohol &

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

Drug Testing,

7. Record Series Format(s) 8. Record Series Sequence 9. Volumse
: O File Drawer(s)
K Letter Size 0 Microfilm ¥ Aphabetical 5 O Micofilm Reel(s)
O Computer Tape(s)
0 Legal Size O Computer Tape D Numerical Number & COther (specify)
0 Bound Book Q Floppy Disk O Chronological Storage Boxes
" . : lati
3 Audio Tape 00 Video Tape O Geographical 10. Annual Accumula én File Drawer(s)
. . O Microfim Reel(s)
O Cther (specify) O Cther (specify) N/A O Computer Tapa(s)
Number O Cther (specify)
11, File is Used 12. File Becomes Inactive After
O Daily D Weekly O Monthly 8O Month(s) O Year(s)
‘Number
N/A
13. Current Location(s) (Bldg..' Floor, Room) 14, is Record Series Duplicated Eisewhere?
(i yes, spacify agency or office)
Public Facilities-Warehouse O Yes T No
15. Access Restrictions O Yes 8 No 16, Audit Requirements
(If Yes. cite Law(s) & Regulation(s)
R None O State O Federal O Independent
17. Is an Index System Uséd? (!f yos, explain briefly and describe 18. Recommended Ratention
any hadware/software o Y - ./ I il
. WSS ool f7ie. f e
O Yes XX No Destsroy-

19. Name and Title of Preparer

Pat Hall-Office Manager

20. Telephone Number -
(301)932-3440 i

21

. Date

May 6, 1997

DGS 5504 (Rev. 1/33)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Instructions - Type or Print a separate form for sach
new or revised record serias, forward with Record
‘antion Schedule (DGS 550-1)

7275 WATERLCO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794 PAGE ___ OF

v 1, D epartment/Agency

Public Facilities

2. Division

Administration

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and usad as a unit for refersnce as well as retention and disposition purposes.

4, Record Series Title
CIP Project Files

S. Earliest Year/Latest Year
: 1o Present

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

Listed by project - includes correspondence, budget information and purchase orders.

7. Record Series Format(s) 8. Record Series Sequence S. Volume
- & File Drawer(s)
& Letter Size 0 Microfitm #  Alphabetical 1 O Microfilm Reel(s)
: O Computer Taps(s)
O Legal Size O Computer Tape O Numerical Number O Other (specify)
J Bound Book C Floppy Disk O Chronological
) . 10. Annual Accumulation
0 Audio Tape O Video Tape O Geographical X File Drawer(s)
. . 4] O Microfim Reel(s)
O Other (specify) O Cther {specify) O Computer Tape(s)
_— Number O Cther (specify)
11. File is Used 12. File Becomes Inactive After
B Daily O Weekly O Monthly - O Month(s) O Year(s)
. . Number
13. Current Location(s) (Blag., Floor, Room) 14. is Record Series Duplicated Elsewhere?
(i yos, specify agency or office)
Public Facilities, Administration Building QO VYes X No
15. Accass Rastrictions 0 Yes ¥ No 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s) :
B Nore D State DO Federal D Indepsndent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommﬁdei Retention
any-hadWa.re/software /F/& e Ve
ive years
O Yes & No y T — o

19. Name and Title of Preparer

Terri Kahouk
Contract Specialist

20. Telephone Number
(301)932-3441

21. Date

May 6, 1997

ev. 1/




Instructions - Type or Print a separate form for sach
new or revised record seriss, forward with Record
antion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ RCAD
P.Q. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY |

PAGE OF

—

¢}, D epartment/Agency
Public Facilities

2. Division

Administration

3. Unit

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

4. Record Series Title
Budget Files

5. Eariast Year/Latest Year
1993 o Present

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

General Fund, Enterprise Fund, Capital Projects

Proposed budget, approved budget, budget transfer request

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
5 File Drawer(s)
E Lotter size O Microfilm 0O Alphabetical 2 O Microfilm Reel(s)
: 0O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specify)
J Bound Book O Floppy Disk 5 Chronological
. . 10. Annual Accumulation
3 Audio Tape O Video Tape 0 Geographical & File Drawer(s)
. ) j O Microfim Resel(s)
0 Cther (specify) O Other (specify) 1/2 O Computer Tapa(s)
Number - O Cther (specify)
11. File is Used 12. File Bacomes Inactive After
Daily O Weekly O Monthly Five O Month(s) X Year(s)
. Number
13. Current Location(s) (Bldg., Floor, Room) 14. |s Record Series Duplicated Elsewhere?
s . . . . . . . . lf Al g fﬁ
Public Facilities, Administration Building yesy:spwfy ag°'é°y OL‘; )
Fiscal Services
15. Access Restrictions O Yes B No 16. Audit Requirements
(If Yes. cite Law(s} & Regulation(s)
5 None O Stte O Federal O Independent

any hadware/software

5No

O Yes

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

18. Recommended Retention

BT’ Fer—
Five years _——

19. Name and Title of Preparer

Terri Kahouk
Contract Specialist

|

20. Telephone Number

(301)932-3441

21. Date

May 6, 1997

av. 1/




Instructions - Type or Print a separate form for sach
" or revised recerd series, forward with Record
.ontion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTCORY

—

PAGE OF

v 1, Department/Agency

Public Facilities

2. Division

Administration/Inventory

3. Unit

DEFINITION - RECCRD SERIES - A group of related records nommally filed and used as a unit for reference as wall as retention and disposition purpases.

4. Record Series Tille

Payroll

5. Earlisst Yearatest Year
1996 1t _1997

6. Record Series Descripticn (Briefly describa the types of informatienn/documents/forms found in the series.

Payroll sheets with on call pay:

Incdlude the purposa or function of the seres.

Number

7. Record Series Format(s) 8. Recerd Series Sequence 9. Volume
p'( @~ File Drawer(s)
otter Size O Microfilm (B/Alphabetical O Microfilm Resl(s)
: O Computer Tapsa(s)
7 Legal Sizs O Computer Tape 3 Numerical Number 0 OCther (specity)
O Bound Book 0 Floppy Disk g Chronological
10. Annual Accumulation -~
0 Audio Tape O Video Tape O Geographical = Fo Orawer(s)
) . ; O Microfim Resl(s)
O Cther (specify) O Cther (specify) [ O Computer Tapa(s)
Number D Other (specily)
11. File is Used 12. File Becomes Inactive After
O Daily tzr@k:y O Monthly O Month(s) m/@(s)

13. Current Location(s) {Bldg., Floor, Room)
Fhmmemecs Rimin, Hid

G

%

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

File Cabinet J! Yas O No
Payroll
15. Accass Restrictions a Yes O No 16. Audit Requirements
(i Yes, cite Law(s) & Regulation(s) 12/
None O State O Federal D Independent

any hadware/software

2" No

O VYes

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

18. Reoommended Reten

4 @/ T

year
7/7/*2/(/ D255

ti

s~
7

19. Name and Title of Preparer

Jeanette McCully

20. Telephone Number -

301 932-3442

21. Date

5/06/97

. Purcha51ng Coordinator

G5 5 ev.




Instructions - Type or Print a separate form for sach
' or revised record seriss, forward with Record
.antion Schedule {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO RQAD :
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace _Ll cF 1

¢ |, DepartmenvAgency 2. Division

Public Faciliites

Administration/Inventory

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. i

4. Record Series Title
Fuel Reports

5. Earliest Yaar/lLatest Year
1996 1

to proper account charges

6. Record Serias Dascription (Briafly describa the typas of informateonn/documents/forms found in the saries.

Monthly fuel consumption, vehicle card #,

Include the purpesa or function of the sarias.

personal Card # Fuel allocation

7. Record Series Format(s) 8. Record Series Sequence 9. Volume -
’ Eﬁ Drawer(s)
Wéer Size O Microfiim O Alphabetical , O Microfim Reel(s)
{ 0O Computer Tape(s)
71 Legal Size O Computer Tape 0 Numerical Number 0 Cther (spedify)
O Bound Book O Floppy Disk E/Chrohological
10. Annual Accumulation
0 Audio Tape O Video Tape O Geographical 8 G Fio Drawer(s)
. . o _ O Micofim Resl(s)
O Other (specify) g Cther (specify) { O Computer Tapa(s)
_— Number O Other (specty)
Inventory Office File
11. File is Used 12. File Becomes Inactive After
O Daily 0O Weekly onthly O Month(s) D/{ar(s)

Number

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

Inventory Control Office

14, Is Record Series Duplicated Elsewhere?

(If yss, specify agency groffice)
D Yes No

ofo

15. Accass Restrictions O Yes
(If Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

D@e BF/ed;raJ '

O None O Independent

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

18. Recommended Retention

T G2 FEr—

Yos O No two years gy s o777 /f// /f//d//
Petro Vend )?e fcfﬁpf_ /f)ﬁ/“’ é:ﬁfﬁ—)
) //e:g T DeJrs
19. Name and Title of Preparer 20. Telephone Number - / 21. Date /
Jegngtte MeQully, . 301 932-3442 5/06/97




Instructions - Type or Print a separate form for sach
1 or ravised recard serigs, forward with Record
ention Schaedule {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLCQ ROAD
P.O. BOX 275
JESSUP, MARYLAND 207394

paGE_L oF _L

¥ 1, Department/Agency

Public Facilities

2. Division

Administration/Inventory

3. Unit

DEFINITION - RECORD SERIES - A group of related records nommally filed and usad as a unit for reference as wsll as retsntion and disposition purposaes.

4. Record Series Title

Requisitions, PO Nos.

5. Earliest Year/Latast Year
1992 + 1997

Requisitions are used for reorder purposes

6. Record Series Description {Briefly describe the typas of informaticnn/documents/forms found in the series. Include the purpose or function of the sarias.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume V
B/File Drawer(s)
Dféner Size O Microfilm O Alphabetical : O Microfim Resl(s)
- i 0O Computer Taps(s)
"1 Legal Size 0 Computer Tape mjmerical Number QO Cther (specify)
O Bound Book O Floppy Disk O Chronofegical
10. Annual ‘Accumulation
2 Audio Tape O Video Tape O Geograghical " Flo Drawer(s)
. , , O Microfilm Reel(s)
0 Other (specify) O Other (specify) 77 O Computer Taps(s)
Number O Other (specify)
Storage Boxes
11. File is Used 12. Fila Becomes Inactive After
" @ Daiy O Weakly O Monthly 'O Month(s) @ Vear(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(1 yes, specify agency or office)
Warehouse Shelf (boxed) @~ Yes O No
Purchasing Dept.
15. Access Restrictions a Yes W 16. Audit Requirements
(If Yes. cite Law(s) & Regutation(s) ID/
None O State O Federal O Independent

any hadware/software
B/Yes O No

otus

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

18. Recommended Retsntion

1 year

RETRIA fo—

a

19. Name and Title of Preparer

Jeanette McCully
Purchasing Coordinator

20. Telephone Number -

301 932-3442

21. Date

5~-6-97

b/ av. v/




Instructions - Type or Print a separate form for each
' or revised record sanes, forward with Record
sntion Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION
7275 WATERLOGQ RCAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTCRY

PAGE_1 _OF _1_

¢ ), DeparmenvAgency

Public Facilities

2. Division

Adminstration/Inventory

3. Unit

DEFINITION - RECCRD SERIES - A group of related records normally filed and used as a unit for refersncae as well as retention and disposition purposes.

4. Record Series Title
‘Daily Stockroom Tickets

5. Earliest Year/Latest Year
1992 4, 1997

Issues from Stockroom _

6. Record Series Description (Briefly describe the typas of informationn/documents/forms found in the series.

Include the purposa or function of the saras.

7. Record Series Format(s)

Eﬁter Size

8. Rececrd Series Sequence

8. Volume

Bﬁ) Drawer(s)

Number

O Microfilm O Alphabetical ) O Microfim Resl(s)
O Computer Taps(s)
~1 Legal Size 00 Computer Tape O Numerical Number O Cther (specify)
O Bound Book O Floppy Disk Aaronologica]
10. Annual Accumulation
2 Audio Tape 0 Video Tape O Geographical M e e Drawer(s)
. . ( O Microfim Reel(s)
0 Other (specify) _ O Cther (specify) O Computer Taps(s)
Number Cther (specity)
Storage Boxes
11. File is Used ~~ : 12. File mes Inactive After .
z4aily 0 Weekly O Monthly 2 O Month(s) B/Year(s)

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

Warehouse Shelf

O Yes

14. |s Record Series Duplicated Elsewhere?
(! yes, specify agency ffice)
7 Na

(o}

2 fo

15. Accass Restrictions O Yes
(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

E/Yes 0 No

ac Easy(Past)

O None O State O Federal  EThdependent
17. Is an Index System Used? (It yes, explain briefly and describe 18. Recommended Retention
any hadware/software Q.-_a;/ﬂjy o

One Year 4Hk¢ﬂﬁa%n-audasa49x;21.Aﬁﬂgyrifi

/21) }%/&ﬁ’ffcg,(,
Lot [ ed T DRET 5

BP7ENT] S P

19. Name and Title of Preparer

Jeanette McCully
Purchasing Coordinator

20. Telephone Number -

301 932-3442

21. Date

May 6, 1997

DGS 5504 (Rev. 1/93)




Instructions - Type or Print a separate form for each
7 or revised recard saries, forward with Record
.ention Schedule (DGS 530-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT ODIVISION

AGENCY RECORDS INVENTORY

7275 WATERLCO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20734

PAGE 1__ OF

¢ 1. Dopartment/Agency

Public Facilities

2. Divisien

Adminstration/Inventory

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
Personnel

5. Earliest Year/Latest Year
to 1997

8. Record Series Description (Briefly describe the types of informatienn/documentsiforms found in the series.

Personnel, job description, leave records, evaluations, recommendations, etc.

Include the purposae or function of the saries. ’

7. Record Series Format(s)

E?Qer Size

3 Microfilm

8. Recerd Series Sequenca

B/Alphabeﬁcal - .

8. Volume .
[=r File Drawer(s)
O Microfilm Reel(s)
0O Computer Taps(s)

Confidential

"] Legal Size 0 Computer Tape 0 Numerical Number 2~ Other (specify)
] ] 2 files
0 Bound Book O Floppy Disk @ Chronological
: . 10. Annual Accumulation
0 Audio Tape O Video Tape O Geographical O File Drawer(s)
. : ' O Microfilm Reel(s)
O Other (specify) O Other (specify) 0 O Computer Tape(s)
Number O Cther (specify)
11. File is Used B/‘ 12. File Bacomaes Inactive After
O Daiiy O Weelly Monthly O Month(s) O Year(s)
' Number -
13. Current Location(s) (Bldg., Floor, Room) 14. |s Record Series Duplicated Elsewhere?
» . (If yasrspecify agency or office)
Puil tac. Administration Office © Yes g Ne Personnel
15. Access Restrictions E/Yes O No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s) ' l]/
None O State 0 Federal O Independent

any hamare/software

0O Yes

oo

17. ls an Index Systam Used? (If yes, explain briefly and describe

18. Recommended Retention

Aeidw for—377 = Py

-d-wt:f:::tz—w‘ T+

/f%f"';——'
TermIK T 1on) TenlDe o//"/

19. Name and Title of Preparer

Jeanette McCully
Purchasing Coordinator

20. Telephone Number -

301 932-3442

21. Date

May 6, 1997

9 av. 1/




Instructions - Type or Print a separate form for sach
“~w or revisad record saries, forward with Racord
stantion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISICN
7275 WATERLCO ROAD
P.C. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTCRY

1

paGE L oF

v ), D sparment/Agency

Public Facilities

2. Division

Administration/Inventory

3. Unit

DEFINITION - RECORD SERIES - A group of related records nommally filed and used as a unit for refersnce as well as retention and dispesition purpesas.

4. Record Series Title

Dac Easy Stockroom Budget

5. Earliest Year/Latest Year
1996 5 1997

Record of expenditures and

6. Record Series Description (Briefly describe the typas of informationn/documentsiorms found in the saries.

purchases for Stockroom Budget

Inclucde the purpose or function of the sariaes.

Number

7. Recerd Series Format(s) 8. Reccrd Series Sequence 9. Volume
0O File Drawer(s)
0O Letter Size O Microfilm O Alphabetical Micfofilm Reel(s)
1] Computer Taps(s)
0 Legal Size @ Computer Tape O Numerical . Number O OCther (specify)
0 Bound Book Drﬁﬁppy Disk D/Chronologiczl
iy T . 10. Annual Accumulation
12 Audio Tape 0 Video Tape 0O Geographical O File Drawer(s)
. . ) Microfim Reel(s)
0 Cther (specify) O Cther (specify) 11 Computer Tapa(s)
Number O Cther (spacify)
11. File is Used 12. File Becomes Inacive After ] :
O Daily O WeeKly O Monthly O Month(s) o~ Year(s)

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

14. s Record Series Duplicated Elsewhere?

(If yes, spacify agency ffice)
. , O Yes E);Z
Fire Safe Inventory Office
15. Access Restrictions O Yes D/ﬁo 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s)
0. None O State O Federal mependent

any hamvare/software

0O VYes: O No .

17. Is an Indax System Used? (If yes, expiain briefly and descnbe

18. Rocommended Retention

S
/Rt?gk//

Ve 7

2 years ,6)’/((//6(,/7’2—/5///
2% W/&ﬁﬁ*’f/j

s
| fed 7,;'50&

/fl/

19. Name and Title of Preparer

Jeanette McCully
Purchasing Coordinator

20. Telephone Number -
(301)932-3440

May 6,

. Date

1997

DGS 5504 (Rev. 1/93)




Instructions - Type or Print a separate form for each
' or revised record saries, forward with Record
.ention Schadule (DGS 550-1)

JESSUP,

DEPARTMENT CF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION
7275 WATERLOQ RQAD

P.

AGENCY RECORDS INVENTORY

0. BOX 275

MARYLAND 20754 PAGE_1 OF _1

¢ 1, D epartment/Agency

Public Facilities

2. Division

Adminstration/Inventory

3. Unit

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

4. Record Series Title

Time Cards

5. Earliest Year/latest Year
1994 1997

Verify time worked

6. Racord Seriss Description (Briefly dascribe the typas of informatienn/documents/forms found in the series. Indlude the purposae or function of the sadiaes.

7. Record Series Format(s) 8. Record Series Seguence : 3. Volume
- - O File Drawer(s)
O Letter Size Q Microfilm Q/Alphabeﬁcal O Microfilm Resi(s)
/ O Computer Taps(s)
71 Legal Size O Computer Tape O Numerical Number Cther (specify)
A o e ’ -
O Bound Baok O Floppy Disk g Chronological STOoRMAG( éa X
o - . 10. Annual ‘Accumulation
[} Aud}o Tape O Video Tape 0 Geographical - O File Drawer(s)
) . s O Microfilm Reel(s)
m&er (specify} O Cther {specify) { O Computer Taps(s)
Number O Other (specify)
KSCD\C Storage Box
L
11. File is Used . 12. File Becomes Inactive After .
O Daiy O Weekly @ Tonthly O Month(s) o Voar(s)
Number .
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Serias Duplicated Elsewhere?
(I yes, specify agency or office)
Box stored in Office Q  Yes @ No
15. Access Restrictions O Yes a-No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s) o
& None O State O Federal O Independent

any hadware/software

O Yes G- No

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

18. Recommended Retsntion

2 e
hetrno "2 L ; %@féﬁy

19. Name and Title of Preparer

Jeanette McCully
Purchasing Coordinator

20. Telephone Number -
301 932-3442

21. Dats

5/06/97

DGS 5504 (Hev. 193]




|

Instructions - Type or Print a separate form for sach
raw of revisad recard series, forward with Record
‘antion Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
P.O. BOX 275
JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTCRY

PAGE _1 OF _]

v ), D sparment/Agency

Public Facilities

2. Division

Administration

3. Unit

DEFINITION - RECCORD SERIES - A group of reiated records normally filed and used as a unit for referenca as well as retention and disposition purposes.

4. Record Series Title
Budget

5. Earliest Year/Latest Year
1991 01997

Series of Departmental Budget _—,-d.‘.Egpense History

6. Record Seriss Description (Briafly describe the typas of informationn/documents/forms found in the series. Includs the purpose or function of the saries.

Accounts for each department for comparison purposes year to year

0 Weekly

Number

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
4 @ Computer Taps(s)
O Legal Size Q0 Computar Tape O  Numerical Number O Cther (specify)
J Bound Book O Floppy Disk O Chronological
10. Annual ‘Accumulation
0 Audio Tape O Video Tape 0 Geographical n O File Urawer(s)
i A A O Microfim Reel(s)
O Cther (specify) g COther (specify) X Computer Tape(s)
Number O Cther (specify)
11. Fileis Us;d/" 12. File Becomes Inactive After .
Daily O Monthly O Month(s) BYaar(s)

13. Current Lmtion(s)' (Bldg.. Floor, Room})

14. |s Record Series Duplicated Elsewhere?
(if yas, specify agency or offica)

. . O Yes O No
Fire Safe at Public Fac AS/400
15, Access Restrictions a Yes o 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s)
@ None O State . O Federal O Independent -

any hadware/software

0O VYes O No

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

3 years

18. Recommended Retention

eTimn /o

/ ,fé/;p.,ézf;gy

19. Name and Title of Preparer

Jeanette McCully
Purchasing Coordinator

20. Telephone Number

301 932-3442

21. Dats

5)06/97

DGS 5504 (Rev. 1793




~aw or ravised recard saries, forward with Record
tention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for sach

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISICN
7275 WATERLOQ ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

PAGE _1 _o©OF 1

v ), D spartment/Agency

Public Facilities

2. Division

Administration/Inventory

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and usad as a unit for reference as well as retention and dispesition purposaes.

4. Record Series Title
CFA Stock

5. Earliest Year/Latest Year
1996 101997

6. Record Series Dascription (Briefly describs the typas of informationn/documents/idorms found in the series.

Current listing of stock inventory and repair orders

Indlude the purpose or function of the sanes.

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume
~ O File Drawer(s)
Q Letter Size 3 Microfilm O Alphabetical O Microfiim Reel(s)
E‘J/Computer Tape(s)
O Legal Size B{omputer Tape O  Numerical Number O Cther (spacify)
J Bound Book O Floppy Disk D/Chrono!ogiwl
: " 10. Annual ‘Accumulation
0 Audio Tape [ Video Tape 0O Geographical O File Drawer(s)
: . g Microfim Reel(s)
O Cther (specity) O  Cther {specify) O Computer Taps(s)
Number Q Crher (specify)
11. Fileis Us;d/ 12. File Becomes Inactive Aftar N
Daily O Weekly O Monthiy 0 Month(s) O—Year(s)
Number
13. Curmrent Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(it yes. specify agency or office)
- < @ Yes O No
ML= ML S
15. Accass Restrictions 'E/Yes 2 No .16. Audit Requirements
(If Yes, cite Law(s) & Reguiaﬁon(s)
A ) O None O State O Federal ~ @-TRdependent
FASSWoL iy lpgreL/?u
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retennon
any hadware/software
v o /é/ﬂ‘/&)f// , L
os ° 3 years Gari A~,,gﬂf"' =y /‘CCZZ,
UaIT7 AT fre 2 /e ppe e =

/f/egf/y 5// ied 7 "’ﬂfészr

19. Name and Title of Preparer

Jeanette McCully
Purchasing Coordinator

20. Telephone Number

21. Date

301 932-3442 : 57/06/97

DGS 5504 (Rev. 1:93)

AGENCY RECOROS INVENTORY




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.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 1 OF 1

1.

Department/Agency

Public Facilities

2. Division

CIP/Buildings & Trades

3.. Unit

disposition purposes.

DEFINITION - RECORD SERIES - A group of retated records normally filed and used as a unit for reference as well as retention and

4.

Record Series Title

County Forms

5. Earliest Year/Latest Year
97 to 97

Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the series.

County Forms, i.e., purchase requisitions, workman's comp, telephone request forms, telephone requests, work request, etc.

Purpose: To have forms on hand.

7. Record Series Format(s) 8. Record Series Sequence . 9. Volume
X_Letter Size ___Microfilm X_ Alphabetical X _File Drawer(s)
) ___Micro File Reel(s)
__Legal Size ___ Computer Tape Numerical 1 ___Computer Tape(s)
Number  Other(specify)
___Bound Book __ Floppy Disk Chronological
___Audio Tape ___Video Tape Geographical 10. Annual Accumulation
: ___ File Drawer(s)
___Other (specify) Other (specify) ___Micro File Reel(s)
0 ___Computer Tape(s)
Number  Other(specify)
11. File is used 12. File Becomes Inactive After N/A
X_Daily __ Weekly Monthly > Month(s)  Year(s)
Number '
13. Current. Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?

(If yes, specify agency or office)

Buildings & Trades __ Yes __ No
15. Access Restrictions 16. Audit Requirements
(If Yes, cite Law(s) & Regulatlon(s)
None _ State __ Federal Independent

\

17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention /{ /7; ,0> /,y/,
any hardware/software uhn f" 4. /}/_ 1 LIS, /f[‘-'-”/ -—=<——4¢3¢j
____ Yes ~ X No ue_-xetennen——nezmanem
TS DPESTre e
19. Name ar;d Title of Prepa 20. Telephone Number 21 ./Date

L0, (/140,()

Bonnie J. Turner
Administrative Secretary

301-932-3490

May 6, 1997




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 AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE 1 OF 1

1. Department/Agency

Public Facilities

2. Division

CIP/Buildings & Trades

3. Unit

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

4. Record Series Title

Purchasing Correspondence

5. Earliest Year/Latest Year
85 to 97

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

Purchase orders & requisitions for all construction projects, CIP projects and miscellaneous projects.

Purpose: To track project activities.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
___Letter Size ___Microfilm __ Alphabetical __ File Drawer(s)
___Micro File Reel(s)
__ Legal Size __ Computer Tape ___ Numerical 1 ___Computer Tape(s)
Number X _Other(specify)
___Bound Book __ Floppy Disk __ Chronological Shelf assembly
___Audio Tape ___Video Tape ___ Geographical 10. Annual Accumulation
___File Drawer(s)
X _Other (specify) X_ Other (specify) ___Micro File Reel(s)
Binders By project name 1/2 ___ Computer Tape(s)
Number X Other(specify)
Shelf assembly
11. File is used 12. File Becomes Inactive After N/A
X_Daily ___Weekly Monthly Month(s)  Year(s)
Number
Project Completion
13. Current Location(s) - (Bldg., Floor, Room) 14. Is Record Series‘DupIicated Elsewhere?

Buildings & Trades

(If yes, specify agency or office)
_ Yes X_ No

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

16. Audit Requirements

None  State _ Federal Independent

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

any hardware/software

Yes X No

18. Recommended Retention Wgﬂ
FENS., T

19. Name and Tme/af P;?parer
oW, WLF A ,,u,w_»»\
Bonnle J. Tu
Administrative Secretary

20. Telephone Number

301-932-3490

z_Decf’-Dl/.
F

21. Date

1 year
May 6, 1997




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 INVENTOR

PAGE 1 OF 1

1. Department/Agency

Public Facilities

2. Division

CIP/Buildings & Trades

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

Daily Maintenance Records

5. Earliest Year/Latest Year
85 to 97

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

Daily maintenance files, activities, daily plans.

Purpose: To track daily activities

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
X_Letter Size __ Microfilm ___ Alphabetical X _File Drawer(s)
___Micro File Reel(s)
___Legal Size ___Computer Tape ___ Numerical 2 ___Computer Tape(s)
Number _ Other(specify)
___Bound Book ___Floppy Disk X_ Chronological Shelf assembly
___Audio Tape __Video Tape ___ Geographical 10. Annual Accumulation
. ' X _File Drawer(s)
___Other (specify) ___ Other (specify) ___Micro File Reel(s)
Binders By project name 2 ___ Computer Tape(s)
Number X Other(specify)
Shelf assembly
11. File is used 12. File Becomes Inactive After N/A
X _Daily ___Weekly Monthly 2 Month(s) X Year(s)

Number

Project Completion

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

Buildings & Trades

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

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

16. Audit Requirements

None __ State __ Federal Independent

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

Yes X No

a1

18. Recommended Retention /y7/z/ %p/‘

27 27 e Dazrisy,

19, Name and Title of Pre/parer
u/J,& s & et~
Bonnie J. Tumery i
. Administrative Secretary

301-932-3490

20. Telephone Number 21. Date

May 6, 1997




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 1 OF 1

1. Department/Agency
Public Facilities

2. Division

CiP/Buildings & Trades

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
Architect Drawings/Blue Prints

5. Earliest Year/Latest Year
65 to 97

6. Record Series Descriptio (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.
Drawings/blue prints of various county facilities
Purpose: To have the ability to review drawing plans.
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
___Letter Size ___Microfim ___ Alphabetical ___File Drawer(s)
___Micro File Reel(s)
__Legal Size ___Computer Tape ___Numerical ___Computer Tape(s)
i Number X Other(specify)
___ Bound Book __ Floppy Disk ___ Chronological Drawing File
___Audio Tape . ___Video Tape ___ Geographical 10. Annual Accumulation
___ File Drawer(s)
X _Other (specify) X Other (specify) ___Micro File Reel(s)
Drawings are in various sizes Sectioned off by location ___Computer Tape(s)
Number X Other(specify) .
Varies depending on growth
11. File is used 12. File Becomes Inéctive After
X_Daily __ Weekly Monthly 0 Month(s)  Year(s)
Number

File is on-going

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

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

CiP/Buildings & Trades Department __ Yes X No
15. Access Restrictions 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
None _ State _  Federal Independent

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

any hardware/software

Yes X

No

i T SR T s S 7

S e
18. Recommended Retention /)cZ,/4% 7/ 2T

-t

[

19. Name:{and Title of Preaarer
Koy O Jucv
Bonnie J. Turner LA
Administrative Secretary

20. Telephone Number

301-932-3490

ﬁ?éy@@a’f/’aj 2

21. Date

May 7, 1997




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.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 1 OF 1

1. Department/Agency
Public Facilities

2. Division

CIP/Buildings & Trades

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
Utilities File

5. Earliest Year/Latest Year
96 to 97

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

Utility correspondance for all county facilities, le SMECO, oil accounts, telephone maintenance contracts, telephone

account, propane accounts, etc.

Purpose: To maintain utility accounts

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
X_ Letter Size ___Microfilm X_ Alphabetical X _File Drawer(s)
___Micro File Reel(s)
__Legal Size __ Computer Tape Numerical 1 ___ Computer Tape(s)
‘ Number  Other(specify)
___Bound Book ___Floppy Disk Chronological
___Audio Tape __Video Tape Geographical 10. Annual Accumulation
Z_File Drawer(s)
___ Other (specify) Other (specify) ___Micro File Reel(s)
1/4 ___Computer Tape(s)
Number  Other(specify)
11. File is used 12. File Becomes Inactive After
X _Daily __Weekly Monthly 1 __ Month(s) X Year(s)
Number

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

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

CIP/Buildings & Trades __ Yes X No
15. Access Restrictions 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
None  State  Federal Independent

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

any hardware/software

Yes X No

4 18. Recommended Retention
s TEmers ;—71— //

19. Name and Tltle of/f’re arer
\
Bonnle J Tur r
Administrative Secretary

e

20. Telephone Number

301-932-3490

21. Date

May 7, 1997




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 INVENTOR

PAGE 1 OF 1

1. Department/Agency
Public Facilities

2. Division

CIP/Buildings & Trades

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
Key Request

5. Earliest Year/Latest Year
92 to 97

Record Series Description  (Briefly describe the types of information/documentsfforms found in the series. include the purpose or function of the series.

Key request forms. Key request log book. Key request log file.

Purpose: To inventary county issued keys.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
X_Letter Size ___Microfilm X _ Alphabetical X_File Drawer(s)
___Micro File Reel(s)
__ lLegal Size ___Computer Tape Numerical 12 ___Computer Tape(s)
Number X Other(specify)
___Bound Book __ Floppy Disk Chronological 1-binder, 1 elect. file
___Audio Tape __ Video Tape Geographical 10. Annual Accumulation
___File Drawer(s)
X_Other (specify) ___ Other (specify) ___Micro File Reel(s)
Binder & Electronic file ___ Computer Tape(s)
Number _ Other(specify).
11. File is used 12. File Becomes Inactive After
___ Daily . X_ Weekly Monthly 0 Month(s) _ Year(s)
Number

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

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

CIP/Buildings & Trades _ Yes X _ No
15. Access Restrictions 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s) , : _
X None _ State  Federal Independent

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

any hardware/software

Yes X

No

A

18. Recommended Retention

ET5,10 for—
1 year THer” %577:;’7 ¥

19. Name.and Title of Preparer

RN g UL
Bonnie J. Turnér Ll

Administrative Secretary

20. Telephone Number

301-932-3490

21. Date

May 7, 1997




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 INVENTOR

PAGE 1 OF 1

1. Department/Agency
Public Facilities

2. Division

CIP/Buildings & Trades

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
Vehicle Records

5. Earliest Year/Latest Year
88 to 97

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

Vehicle inspections, emissions, tag information, etc.

Purpose: To maintain division vehicles.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
X _Letter Size ___Microfilm ___ Alphabetical ___ File Drawer(s)
___Micro File Reel(s)
__Legal Size ___ Computer Tape X Numerical ___ Computer Tape(s)
Number X Other(specify)
___Bound Book __ Floppy Disk ___ Chronological File Folders
" Audio Tape __ Video Tape ___ Geographical 10. Annual Accumulation
___File Drawer(s)
___ Other (specify) ___ Other (specify) ___Micro File Reel(s)
. N/A ___Computer Tape(s)
Number Other(specify)
11. File is used 12. File Becomes Inactive After
____Dalily X Weekly Monthly 0 __ Month(s) _ Year(s)
Number

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

CIP/Buildings & Trades

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
X Yes No
"Some information is duplicated in Vehicle Maint.

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

16. Audit Requirements

None _ State _ Federal Independent

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

any hardware/software

Yes X

No

18. Recommended Retention /fgf/;l';y/",& =

‘-’é‘j cF /é&/&/ie /0/1//5 ) /T

19. Name, and Title of Preparer
& LI Y-« LA
Bonnie J. Turne
Administrative Secretary

20. Telephone Number

301-932-3490

TN DeESTrs o

21. Date

May 7, 1997




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

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

PAGE 1 OF 1

1. Department/Agency
Public Facilities

2. Division )
CiP/Buildings & Trades

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

Building Maintenance File

5. Earliest Year/Latest Year
83 to 97

. Record Series Description

(Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Maintenance correspondence & contracts & preventive maintenance file.

Purpose: Maintain necessary information regarding contracting and p.m.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
X _Letter Size __ Microfilm X Alphabetical X _File Drawer(s)
___Micro File Reel(s)
__Legal Size ___Computer Tape Numerical 4 ___ Computer Tape(s)
“ Number  Other(specify)
___ Bound Book ___Floppy Disk Chronological
___Audio Tape ___Video Tape Geographical 10. Annual Accumulation
. X _File Drawer(s)
___ Other (specify) Other (specify) ___Micro File Reel(s)
1 ___Computer Tape(s)
Number  Other(specify)
11. File is used 12. File Becomes Inactive After
___Dalily X_Weekly Monthly 0 X_ Month(s) _ Year(s)
Number :

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

14. Is Record Series

(If yes, specify agency or office)

Duplicated Elsewhere?

CIP/Buildings & Trades __ Yes X No
15. Access Restrictions 16. Audit Requirements
-(If Yes, cite Law(s) & Regulation(s)
None- _ State  Federal Independent

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

any hardware/software

Yes X No

Rermrarert—ie

18. Recommended Retention

oyer—

19. Namg and Title of Prepgrer
nntis adlie

Bonnie J. Turner
Administrative Secretary

20. Telephone Number

301-932-3490

21. Date

May 7, 1997

y

,éfyp forAfe of CHTIICT e & 3y
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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.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTOR

PAGE 1 OF 1

1. Department/Agency
Public Facilities

2. Division

CiP/Buildings & Trades

3. Unit

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

4. Record Series Title
Lease File

5. Earliest Year/Latest Year
91 to 97

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

Contracts/lease agreements of various buildings/etc.

Purpose: To obtain copies of lease agreement information.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
X_Letter Size __ Microfilm X Alphabetical X _File Drawer(s)
___Micro File Reel(s)
___Legal Size ___Computer Tape ___ Numerical 1 ___Computer Tape(s)
Number _ Other(specify)
___Bound Book ___Floppy Disk Chronological .
___Audio Tape ___Video Tape Geographical 10. Annual Accumulation
X _File Drawer(s)
___Other (specify) Other (specify) ___Micro File Reel(s)
1/4 ___Computer Tape(s)
Number _ Other(specify)
11. File is used 12. File Becomes Inactive After
___Daily ___Weekly X Monthly 0 _ Month(s) ___Year(s)
Number

13. Current Location(s)

(Bidg., Floor, Room)

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

CIP/Buildings & Trades __ Yes X No
15. Access Restrictions 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
None _ State _ Federal Independent

17. s an Index System Used? (If yes, explaln bneﬂy and describe

any hardware/software -

Yes

X

No

L1 o fF CopTrme] /i ses V&

e ‘ - .
18. Recommended Retention /I/éz//f//o é/"‘ -

2-years temporary, possibly permanent-

19. Nam fnd Title of Prep rer

Lo ue § oD

Administrative Secretary

20. Telephone Number

301-932-3490

21, Date

May 7, 1997




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 INVENTOR

PAGE 1 OF 1

1. Department/Agency
Public Facilities

2. Division

CIP/Buildings & Trades

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
Miscellaneous CIP/Buildings & Trades

5. Earliest Year/Latest Year
80's to 97

Miscellaneous information of county facilities, i.e.. oil tank specifications, EDA requirements, inspection certificates, etc.

Purpose: To have information readily available.

Record Series Description (Briefly describe the types of information/documentsiforms found in the series. Include the purpose or function of the series.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
X _Letter Size ___Microfilm X _ Alphabetical X _File Drawer(s)
___Micro File Reel(s)
___Legal Size ___ Computer Tape Numerical 2 ___ Computer Tape(s)
Number _ Other(specify)
___Bound Book __ Floppy Disk Chronological
___Audio Tape __Video Tape Geographical 10. Annual Accumulation
X _File Drawer(s)
___ Other (specify) Other (specify) ___Micro File Reel(s)
. 1/2 ___Computer Tape(s)
Number _ Other(specify)
11. File is used 12. File Becomes Inactive After
__Daily X Weekly Monthly 0 ___ Month(s)  Year(s)
Number

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

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

- CIP/Buildings & Trades _ Yes X No
15. Access Restrictions 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
None _ State __ Federal Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recorpmended Retention

any hardware/software

Yes X No

WW/Z’Z’V\‘L iS R&mwaﬂ(,/lg«q /x{'

- -RerrmamentRecerds—

19. Name/and Title of Preparer
%ﬁ%ﬂw - LA
Bonnie J. Turrfer
Administrative Secretary

20. Telephone Number

301-932-3490

21. Date

May 7, 1997




Instructions - Type or Print a separate form for each

new of revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTOR

PAGE 1 OF 1

1. Department/Agency
Public Facilities

2. Division

CiP/Buildings & Trades

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
CIP/Buildings & Trades County Building

5. Earliest Year/Latest Year
80'sto 97

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

Existing building correspondence.

Purpose: To maintain inspections, and all other information pertaining to county facilities.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
X _Letter Size ___ Microfilm X Alphabetical X _File Drawer(s)
___Micro File Reel(s)
__Legal Size __Computer Tape ___ Numerical 6 __ Computer Tape(s)
Number _ Other(specify)
___Bound Book __ Floppy Disk Chronological
___Audio Tape ___Video Tape Geographical 10. Annual Accumulation
X_File Drawer(s)
__ Other (specify) Other (specify) ___Micro File Reel(s)
.2 ___Computer Tape(s)
Number _ Other(specify)
11. File is used 12. File Becomes Inactive After
__ Daily X Weekly Monthly 0 ___ Month(s) _Year(s)
’ ' Number. :

As long ‘as building exists a file will be kept.

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

CIP/Buildings & Trades

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

__ Yes X No
15. Access Restrictions 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
None _ State _ Federal Independent

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

any hardware/software

Yes X

No

18. Recommended Retention

Pesrranont ,

UsS TFelE . [/

PeJer Tioe .

19. Name,and Title of Preparer
” oI
NHL? S Ll M
Bonnie J. Turner
Administrative Secretary

20. Telephone Number

301-932-3490

21. Date

May 7, 1997




r

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

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

PAGE 1 OF 1

1. Department/Agency
Public Facilities

2. Division

CIP/Buildings & Trades

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
Project File

5. Earliest Year/Latest Year
95 to 97

New construction project correspondence.

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

Purpose: To maintain/monitor on-going construction projects.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
__ lLetter Size ___Microfilm X Alphabetical x_ File Drawer(s')
___Micro File Reel(s)
X _Legal Size ___Computer Tape Numerical 3 ___ Computer Tape(s)
Number  Other(specify)
___Bound Book ___Floppy Disk Chronological
___Audio Tape _._Video Tape Geographical 10. Annual Accumulation
X_File Drawer(s)
___Other (specify) Other (specify) ___Micro File Reel(s)
1 ___Computer Tape(s)
Number  Other(specify)
11. File is used 12. File Becomes Inactive After
X _Daily __ Weekly Monthly o ___ Month(s) __ Year(s)
Number

*Project completion

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

14. Is Record Series Duplicated Elsewhere?

(If yes, specify agency or office)

CIP/Buildings & Trades __ Yes No
15. Access Restrictions 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
None  State _ Federal Independent

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

any hardware/software

Yes X No

USE Fene/FLl F7/Z

18. Recommended Retention

Byears e ] oAl

19. Name and Title of Prepa/rler
ABoytr P Luciinn
Bonnie J. Turner” - -
Administrative Secretary

20. Telephone Number

301-932-3490

21. Date

May 7, 1997




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.0. BOX 275

AGENCY RECORDS INVENTORY

JESSUP, MARYLAND 20794

PAGE 1 OF 1

1. Department/Agency 2. Division

Public Facilities

CiP/Buildings & Trades

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
Personnel File

5. Earliest Year/Latest Year
76 to 97

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

Personnel information, i.e., application, worker's compensation info., emergency contact info., evaluations; etc.

Purpose: To have accurate and updated information on all active and in-active employees.

7. Record Series Format(s) . 8. Record Series Sequence 9. Volume
X _Letter Size __Microfilm X Alphabetical X _File Drawer(s)
___Micro File Reel(s)
___Legal Size ___Computer Tape Numerical 25 ___Computer Tape(s)
Number  Other(specify)
___Bound Book ___ Floppy Disk Chronological
___Audio Tape ___Video Tape Geographical 10, Annual Accumulation
" X_ File Drawer(s)
___Other (specify) Other (specify) ___Micro File Reel(s)
S ___Computer Tape(s)
Number  Other(specify)
11. File is used 12. File Becomes Inactive After
__ Daily X Weekly Monthly 0 ___ Month(s) __ Year(s)
: Number

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

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

CiP/Buildings & Trades X Yes No
Personnel Office
15. Access Restrictions 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
None _ State _ Federal Independent

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

18. Recommended Retention 47 </ 2/ A7 gf

= 2 — e
Y/ /?F‘?/" Jje i /L-(//f.)/;ﬂzgf) ,

Yes X  No Permanent for active-employees —77— ¢ |
+year forincactive-employees ’If/i,é—)
2.
19. Name,and Title of Preparer N - 20. Telephone Number 21. Date
A nwew 9 Sicinai '
Bonnie J. Turne 301-932-3490 May 7, 1997
Administrative Secretary




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 INVENT;J

PAGE 1 OF 1

1. Department/Agency 2.

Public Facilities

Division

CIP/Buildings & Trades

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
Payroll/Time Cards/Leave Records

5. Earliest Year/Latest Year
95 to 97

6. Record Series Description

(Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

Time cards, leave slips, leave records, payroll information.

Purpose: To have back-up information readily available.

7. Record Series Format(s) . 8. Record Series Sequence 9. Volume
X_ Letter Size ___Microfilm X Alphabetical __ File Drawer(s)
___Micro File Reel(s)
___Legal Size ___Computer Tape Numerical 5 ___Computer Tape(s)
Number X Other(specify)
___Bound Book ___ Floppy Disk Chronological Storage boxes
~__Audio Tape ___Video Tape Geographical 10. Annual Accumulation
___File Drawer(s)
X _Other (specify) Other (specify) ____Micro File Reel(s)
Time cards & 8 1/2 x 5 leave slips -2 ___ Computer Tape(s)
Number X Other(specify)
Storage boxes
11. File is used 12. File Becomes Inactive After
___ Daily ___Weekly X Monthly 2 ___ Month(s) X Year(s)
Number

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

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

CIP/Buildings & Trades __ Yes X No
15. Access Restrictions 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
None _ State _ Federal Independent

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

any hardware/software

X

Yes No

)(J‘J)/’Z}/IO )C;r"\

18. Recommended Retention

2 S
year: y

18. Name and Title of Prepager .
Bonnie J. Turner

Administrative Secretary

20. Telephone Number

301-932-3490

s g P
e LS FE,./’

21. Date

May 7, 1997




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.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTOR

PAGE 1 OF 1

1. Department/Agency
Public Facilities

2. Division

CIP/Buildings & Trades

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
Productivity Measurements

5. Earliest Year/Latest Year
95 to 97

6. Record Series Description  (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.
Monthly productivity measurements for construction, electrical, hvac/maintenance, custodial, and CIP projects
Purpose: To maintain and monitor daily activities.
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
X _Letter Size ___Microfilm ___ Alphabetical X _File Drawer(s)
___Micro File Reel(s)
___ Legal Size ___Computer Tape Numerical 1 ___ Computer Tape(s)
Number  Other(specify)
___Bound Book ___ Floppy Disk X _ Chronological
___Audio Tape __Video Tape Geographical 10. Annual Accumulation
X _File Drawer(s)
___Other (specify) Other (specify) ___Micro File Reel(s)
1 ___Computer Tape(s)
Number  Other(specify)
11. File is used 12. File Becomes Inactive After
___ Daily __Weekly X Monthly 2 Month(s) X Year(s)
Number

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

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

CiP/Buildings & Trades __ Yes X No
15. Access Restrictions 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s) - :
None  State __ Federal Independent

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

any hardware/software

18. Recommended Retention

3 YRS

Yes X No . and/or imaginy.were
' avai : j e
19. Nam%f%rep%er 20. Telephone Number 21. Date
Bonnie J. Tumef >~ <H 301-932-3490 May 7, 1997

Administrative Secretary




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.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 1 OF 1

1. Department/Agency
Public Facilities

2. Division

CIP/Buildings & Trades

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
Tool Inventory

5. Earliest Year/Latest Year
97 to 97

6. Record Series Description
inventory lists of too|§ on vehicles, shop, etc.

Purpose: To maintain/inventory tools in department

(Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
X _Letter Size ___Microfilm ___ Alphabetical X _File Drawer(s)
» ' Micro File Reel(s)
___Legal Size ___ Computer Tape Numerical 1 ___Computer Tape(s)
Number  Other(specify)
___Bound Book- ___ Floppy Disk Chronological
___Audio Tape ___Video Tape Geographical 10. Annual Accumulation
___ File Drawer(s)
___Other (specify) X Other (specify) ___Micro File Reel(s)
Division/department ___ Computer Tape(s) |
Number  Other(specify)
{1. File is used 12. File Becomes Inactive After
___Daily X Weekly Monthly 0 __ Month(s) _ Year(s)
Number

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

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

CIP/Buildings & Trades __ Yes X No
15. Access Restrictions - 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s) ' o
None  State  Federal Independent

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

any hardware/software

Yes X

No

18. Recommended Retention /&7%///(75/:_‘

%/f'é = 7;;/ s / S~

19. Nam%and Title of Pre,?arer
Bonnie J. Turrfer
Administrative Secretary

20. Telephone Number

301-932-3490

7

21. Date

May 7, 1997




Instructions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT ODIVISION

new or revised record sanss, forward with Record
ntion Schedule (OGS 550-1)

7275 WATERLOO RQAD

JESSUP, MARYLAND 20754

AGENCY RECCRDS INVENTCRY

P.O. BOX 275

PAGE CF

1, Deparment/Agency )
Charles County Government
Department of Public Facilities

2. Division

Parks and Grounds

3. Unit

DEFINITION - RECORD SERIES - A group of related racords normally filed and used as a unit for referanca as weil as retention and disposition purposes.

|

4. Record Series Title

General Correspondence

S. Earliest Yaar/Latest Year
1987 101997

Inter-0Office Memorandum
Outgoing Correspondence

8. Record Series Description (Briefly describs the typss of informationn/documentsforms found in the serias.

Include the purposa or funclon of the senes.

7. Record Series Format(s) 8. Record Series Seguencs S. Volume
¥ File Drawer(s)
XLetter Size O Microfilm O Alphabetical 1/4 O Microfiim Reel(s)
- - 0O Computer Tape(s)
Q Legal Size O Computer Tape O Numerical Number O Cther {specify)
4 Bound Book O Floppy Disk : K Chronological
i . , 10. Annual Accumulation
0 Audio Tape {J Video Tape 0O Gecgraphical File Orawar(s)
: . ) O Microfim Resl(s)
O Cther (specify) O Cther {specify) 1/12 O Computer Tapa(s)
Number O Other (specify)
11. File is Used 12. File Becomes Inactve Aftar )
X Daily 0 Weekly O Monthly 5 O Menth(s) X Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Serias Duplicated Elsewhera?
Parks and Grounds File Room gy“\‘lw agency °;q°fﬁ°°)
Public Facilities - Main Office Tes °
15. Access Restrictions O Yes X No 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s) ’ : ’
X Nome O State O Federal O Independent

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

O VYes ‘B No

18. Recommended Retennon

ASE Geperid 6;/»//@0///

19. Name and Title of Preparer
Tom Roland
Chief of Parks and Grounds

20. Telephona Number

(301) 932-3470

21. Dats

May 7, 1997

DGS 5504 (Rev. 1/33)




Instructions - Type or Print a separate form for sach
new or revisaed record saries, forward with Record
ntion Schedule (OGS 550-1)

OEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION
7275 WATERLCQ ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTCRY

PAGE QF

v 1, DeparmenVAgency .
Charles County Government
Department of Public Facilities

2. Division
Parks and Grounds

3. Unit

DEFINITION - RECCORD SERIES - A group of refated records normally filed and used as a unit for reference as well as retention and dispcsition purposas.

4. Record Series Title

Facility Scheduling

S. Earliest Year/Latest Year
1992 10 1997

Master Facility Usage Scheduling

6. Record Series Description (Briefly describe the typas of informationnidocumentsiforms found in the saries.

Includes the purpose or functon of the sarias.

- 7. Record Series Format(s) 8. Record Series Sequence 9. Volume
& File Drawer(s)
0O Letter Size O Microfilm X Alphabetical O Microfiim Reel(s)
L/4 O Computer Tapa(s)
A Legal Size Q Computer Tape O Numerical Number O Cther (specity)
. Bound Book 0 Floppy Disk O Chronological
: 10. Annual Accumulation
0 Audio Tape O Video Tape 0 Geographical n ™ File Drawer(s)
. . i O Microfim Reel(s)
O Cther (specify) 0O Other (specify) 1/24 O Computer Tape(s)
Number O Cther (specify)
11. File is Used ‘ 12. File Becomes Inactive After
X Daily D Weekly 0O Monthly 3 O Month(s) B Ysar(s)
Number
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Serias Duplicated Elsewhera?
Parks and Grounds Scheduling Office (It yos. specify agency or office)
Public Facilities - Main Office 0 Yes B No.
15. Accass Restrictions O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s) .
B Nome O State 0O Federal O Indepsndent

any hadware/software

O VYes B No

17. is an Index System Used? (If yes, explain briefly and describe

o 5297//9 /

18. Recommended Retenuon

19. Name and Title of Preparer
Tom Roland
Chief of Parks and Grounds

20. Telephone Number -

(301) 932-3470

21.

Date

May 7, 1997

DGS 5504 {Rev. 1733)




Instructions - Type or Print a separate form for each
new or revisaed record sarias, forward with Record
sntion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY !
RECORDS MANAGEMENT DIVISION ;
7275 WATERLCO ROAD i

P.O. BOX 275 ,

JESSUP, MARYLAND 20734 PAGE __ OF ___

v ), Despartment/Agency .
Charles County Government

Department of Public Facilities

2. Division

Parks and Grounds

3. Unit

DEFINITION - RECORD SERIES - A group of related records nomally filed and usad as a unit for referance as well as retention and disposition purposes.

4. Record Series Title
Sports Programs

5. Earliest Year/lLatest Year
1992 10 1997

information

6. Record Series Description (Briefly describa the typss of informationn/cocumentsiaorms found in the series. Include the purpose or functon of the ssries.

Budget worksheets; league schedules; correspondence with public; season expense : i

X Daily D Weekly

7. Record Series Format(s) 8. Record Seriss Sequencs 9. Volume
' - . & File Orawer(s)
X Latter Size O Microfilm O Alphabetical O Microfim Reel(s)
’ /2 0O Computer Tape(s)
0 Legal Size O Computer Tape O Numerical Number 0O Cther (specify)
1 Bound Book O Floppy Disk & Chronological
. - . "1 10. Annual Accumulation
0 Audio Tape O Video Taps O Geographical X File Drawer(s)
; . ) O Microfim Reel(s)
O Other (specify) O Cther (specify) 1/10 O Computer Tapa(s)
_— Number O Other (specify)
11. Fileis Used 12. File Becomes Inactive After
O Monthly 3 0O Month(s) o Ysar(s)

Number

13. Current Location(s) A(Bldg.. Floor, Room)
Parks and Grounds File Room

Public Facilities - Main Office

14. Is Record Series Duplicated Elsewhera?

(It yas, specify agency or office)
0 Yes B No

15. Accaess Resstrictions O Yes O No
(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

B None O State O Federal O Indepandent

any hadware/software

O Yes B No

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

18. Recommended Retention /«%’;/ W g/ }j//:f/
Ve \D&S—Tf—;o% o

19. Name and Title of Preparer
Tom Roland
Chief of Parks and Grounds

20. Telephone Number

21, Dats

(301) 932-3470 May 7, 1997

DGS 5504 (Rev. 1/93)




Instructions - Type or Print a separate form for sach
new or revised record saries, forward with Record
1ion Schedule (OGS 530-1)

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS lNVEN'TQRY

7275 WATERLCO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20734

PAGE OF

v 1, DepartmentAgency _
Charles County Government
Department of Public Facilities

2. Dwvision
Parks and Grounds

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and usad as a unit for referance as well as retention and disposition purposes.

4. Record Series Title

Park Construction

S. Earliest Year/Latest Year
1989+ 1997

Project Specification Books

6. Record Series Description (Briafly describe the typas of informationn/documentsiAorms found in the series. Includs the purpose or function of the sariss.

Specifications for Park Facilities; Details on Park and Current Park Projects;

7. Record Series Format(s) 8. Record Series Seguence 9. Volume
X1 File Drawer(s)
XLstier Size O Microfilm O Alphabetical O Microfiim Real(s)
1 0O Computer Taps(s)
O Legal Size 0 Computer Tape 0 Numerical Number O Other (specify)
. Bound Bock O Floppy Disk. X Chronological
10. Annual ‘Accumulation
Q Audio Tape O Video Tape O Geographical " X File Drawer(s)
; , ’ O Microfim Reel(s)
O Other (specify) O Cther (specify) 1/6 O Computer Taps(s)
- Number O Cther (specify)
11, File is Used 12. File Becomes lnactive After
O Daily X Weekly 0O Monthly 19 0O Month(s) ® Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Seh'es Duplicated Elsewhera?
. (it yes, specify agency or offica)
Parks and Grounds File Room O VYes B No
Public Facilities Main Office
15. Access Restrictions O Yes & No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
X None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retsntion
any hadware/software : . _ /
. L//( Py W/}{)JC + YR
O Yes B No :
19. Name and Title of Preparer 20. Telephone Number 21, Date
Tom Roland -
Chief of Parks and Grounds (301) 932-3470 May 7, 1997

DGS 5504 (Rev. 1/93)




instructions - Type or Print a separate form for each
new or revised recard sanes, forward with Record
sntion Schecule (OGS 530-1)

DEPARTMENT OF GENERAL SERVICES

RECCRDS MANAGEMENT CIVISION

AGENCY RECORDS INVENTORY i

7275 WATERLCQO RCAD
P.O. BOX 275

JESSUP, MARYLAND 20794 PAGE ____ OF

y |, D eparmentAgancy _
Charles County Government
Department of Public Facilities

2. Dwision
Parks and Grounds

3. Unit

DEFINITION - RECCRD SERIES - A group of related records nomally filed and used as a unit for refersnce as well as retention and disposition purposes.

4. Record Series Title
Budget

5. Earliest Ysar/latest Year
1995 11997

6. Record Series Description (Briefly describa the typas of informatienn/documents/Aorms found in the sarias. Include the purpese or funclion of the sariss.

Budget worksheets; Fees & Charges Schedules; Approved Budgets

7. Record Series Formai(s) 8. Recerd Series Seguence 9. Volume
. : X:] File Drawer(s)
A Latter Size O Microfilm O Alphabetical O Microfilm Reel(s)
. _1/2 O Computer Tapa(s)
0 Legal Size 0 Computer Tape O Numerical Number O Other {specify).
. J Bound Bock O Floppy Disk f Chronological
; - . 10. Annual Accumulation
0 Audioc Tape O Video Tape O Geographical X3 File Drawer(s)
e . ) O Microfilm Reel(s)
O Other (specify) O Cther (specify) 1/10 O Computer Tapa(s)
Number O Cther (specity)
11. File is Used 12. Fila Becemes Inactive After
X Daily 0 Weekly 0 Monthly 3 0O Month(s) B Year(s)
Number )
13. Currant Location(s) (Bldg.. Floor, Rocm) 14. Is Record Series Duplicated Elsewhere?
Parks and Grounds File Room (It yes, specify agazn;y °;J°fﬁ°°)
Public Facilities - Main Office o Yes °
15. Access Restrictions OYes - O No 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s)
T None O State O Federal O Independent

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

O VYes B No

18. Recommended Retsntion

AT N v B0hs Trn
Dezs7r 2y, 3

19. - Name and Title of Preparer
Tom Roland

Chief of Parks and Grounds - (301)

20. Telephona Number

21. Date

932-3470 May 7, 1997

DGS 5504 (Rev. 1/93)




Instructions - Type ar Print a separate form for sach
new or rovised record saries, forward with Record
antion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT CIVISION
7275 WATERLOQ ROAD

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

P.O. BOX 275

PAGE QF

‘g {, D eparment/Agency _ 2. Division
Charles County Government

Department of Public Facilities

Parks and Grounds

3. Unit

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

4. Record Series Title
Maryland Office of Planning

S. Earliest Year/Latest Year
199410 1997

County and Open Space Planning

6. Record Series Description (Briefly describe the typas of informationn/decumants/forms found in the series.

indlude the purpose or function of the senes.

Correspondence with Maryland Office of Planning; Planning Reports concerning Charles

7. Record Senes Fermat(s) 8. Recerd Series Sequence 9. Volume
B Fie Drawer(s)
B Lotter Size O Microfilm O Alphabetical O Microfiim Reel(s)
1/4 O Computer Tapa(s)
0 Legal Size O Computer Tape O Numerncal Number O OCther (specify)
j Bound Book 0 Floppy Disk 8 Chronoiogical
10. Annual Accumulation
0 Audio Tape [ Video Tape a Geographltzl B File Drawar(s)
; . ) O Microfim Reel(s)
O Other (specify) O Cther (specify) 1/24 O Computer Tape(s)
EEEE— Numnber g Cther (specify)
11. File is Used 12. File Becomes Inactive After
O Daily K Weokly O Monthly ) O Month(s) X Year(s)
Number '
13. Current Location(s) (Bldg.. Floar, Room) 14. Is Record Series Duplicated Elsewhera?
Parks and Grounds File Room (It yes, specity 896?;)‘ or offica)
Public Facilities - Main Office . O Yes No
15. Accass Restrictions O Yes @ No 16. Audit Requirements
(If Yas. cite Law(s} & Regulation(s)
X Nome O State 0 Federal O3 Independent

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

O VYes No

18. Recommended Retention

FETn2 r/“é nﬁf//;;y
D% ) /7y .

19. Name and Title of Preparer 20. Telephone Number
Tom Roland

Chief of Parks and Grouﬁds

(301) 932-3470

21. Date

May 7, 1997

" DGS 5504 (Hev. 1/93)




[

Instructicns - Type or Print a separate form for each
new or ravised recerd saries, forward with Record
3nfion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECCRDS INVENTCRY

7275 WATERLCO RQAD
P.O. BOX 275

JESSUP, MARYLAND 20794 PAGE ____

OF

v 1, D eparment/Agency .
Charles County Government
Department of Public Facilities

2. Division
Parks and Grounds

3. Unit

DEFINITION - RECORD SERIES - A group of refated racords normally filed and used as a unit for refersnce as well as retention and dispesition purposes.

4. Record Series Title

Waterway Improvement Program

5. Earliest Year/Latest Year
199410 1997

Balances; Project Specifications

6. Record Series Description (Briefly describe the typas of informationn/documentsiorms found in the series.

Correspondence with Department of Natural Resources; Grant Applications; Project Fund

Include the purpose or funcion of the serias.

7. Recerd Series Format(s) 8. Record Series Sequenca 9. Volume
B File Drawer(s)
& Letter Size 3 Microfilm O Alphabetical 1/4 O Microfiim Real(s)
. O Computer Taps(s)
O Legal Size O Computer Tage O Numerical Number 0O Cther (specify)
J Bound Boek O Floppy Disk X Chronological
) - . 10. Annual Accumulation
0 Audio Tape O Video Tape 0 Geographical B File Drawer(s)
) . , O Microfim Reel(s)
O Other (specify) 0 Cther (specify) 1/24 O Computer Tape(s)
Number O Cther (specify)
11. Fila is Used 12. File Becomes Inactive After
O Daily & Woekly O Monthly 10 O Month(s) B Year(s)
Number
13. Currant Location(s) (Bldg., Floor, Room) 14. |s Recard Series Dupiicated Elsewhera?
: , If yas, specify agency or office
Park§ and Grounds FIle Room [(3 y Yos s &y No _)
Public Facilities - Main Office
15. Acces§ Restrictions O Yes & No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s) ‘ i
X1 None O State O Federal [J Indepandent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
ey hacsraisofvuare R oTun, Fon LOPRS, vt DBSRLY. )
»D Yos B No MMﬂLMLCﬂWTWWM
19. Name and Tile of Preparer 20. Telephona Number - 21. Dats
Tom Roland : .
Chief of Parks and Grounds (301) 932-3470 May 7, 1997

DGS 5504 (Rev. 1/93)




Instructions - Type or Print a separate form for sach

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISICN

AGENCY RECORDS INVENTCRY

new or ravisad record saries, forward with Record
ntion Schedule (DGS 550-1)

7275 WATERLOQ RQAD

JESSUP, MARYLAND 20734

P.O. BOX 275

PAGE OF

¥ ). D sparimenv¥Agency A 2. Division
Charles County Government

Department of Public Facilities

Parks and Grounds

3. Unit

DEFINITION - RECORD SERIES - A group of ralated records normally filed and usad as a unit for reference as wall as retention and disposition purposes.

4. Record Series Tille

White Plains Golf Course/Grounds Chemicals

5. Earliest Year/Latest Year
1994 t0_1997

6. Record Ssaries Descﬁpdon (Briefly describe the typas of informatonn/decumentsforms found in the series.

Inclucde the purpose or functon of the serias.

List of Chemicals Utilized in Golf Course and General Grounds Maintenance; Calendars
for Application of Chemicals; Application Rates

7. Record Series Formati(s) 8. Record Series Sequence 9. Volume
X File Drawer(s)
XLettor Size O Microfilm O Alphabetical g Microfiim Reel(s)
1/4 O Computer Tape(s)
O Lega! Size O Computer Tape 0 Numerical Number O Cther (specify)
J Bound Book @ Floppy Disk ¥ Chrenciogical
" ™ . 10. Annual Accumulation
0 Audio Tape O Viceo Tape O Gecgraphical File Drawer(s)
; . ' O Microfim Reel(s)
Q Cther (specify) O Cther {specify) 1/24 O Computer Tapa(s)
_— Number O Cther (specify)
11. File is Used 12. File Becomes Inactive After
: & Daily 0 Weekly O Monthly 5 O Month(s) R VYear(s)
i Number
13. Current Location(s) (Bldg., Floor, Room) 14. 1s Record Serias Duplicated Elsewhere?
Parks and Grounds File Room (It yes, specify 399%‘:7 or offics)
Public Facilities Main Office O Yes No
15. Accass Restrictions O Yes ™ No 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s) :
X None O Federal DO Independent

O State

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

O VYes No

18. Recommended Retanﬁon

Ké??wz/ Py //‘5 , ,,7,;:/

:Déé/r/

19. Name and Title of Preparer 20. Telephone Number
Tom Roland

Chief of Parks and Grounds

(301) 932-3470

21. Date

May 7, 1997

DGS 5504 (Hev. 1193)




[

instructions - Type or Print a separate form for sach
new or revisad record series, forward with Record
ntion Schadule (OGS 550-1)

JESSUP,

DEPARTMENT CF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION :
7275 WATERLOO ROAD i

P.O. BOX 275 :

AGENCY RECORDS INVENTCRY

===

MARYLAND 20754 PAGE ___ OF

g ), D epartmenVAgency )
Charles County Government

Department of Public Facilities

2. Division
Parks and

"3. Unit
Grounds

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

4. Record Series Title
Memorandum IN/OUT

5. Earliest Year/Latest Year
1992 4 1997

Correspondence

6. Record Seriss Description (Briefly describe the typas of informatienn/decumentsAorms found in the series. indude the purpose or funclion of the saniss.

7. Reccrd Series Format(s) 8. Record Series Sequencs S. Volume
X File Drawer(s)
& Letter Size 3 Microfilm O Alphabetical O Microfim Reel(s)
1/4 O Computer Tape(s)
08 Legal Size Q Computer Tape O  Numercal Number 0O Other {specify)
4 Bound Bock O Floppy Disk @ Chronological
. : lath
0 Audio Tape O Video Taps O Geographical 10. Annual Accumu ag‘ File Drawer(s)
; ) ’ O Microfim Reel(s)
Q Other {specify) O Cther (specify) 1/24 O Computer Tape(s)
Number Q Cther (specify)
11. File is Used 12. File Becomes Inactive After
O Daily & Weekly O Moanthly 5 O Month(s) @ VYsar(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. s Record Series Duplicated Elsswhere?
Parks and Grounds File Room gfyes{(assps: Y agercy O;‘gﬁw)
Public Facilities - Main Office
15. Accass Restrictions 0O Yes B No 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s) ;
' 3 None DO State 0O Federal O Indepsndent

any hadware/software

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

18. Recommended Retsntion

. _
L5 ferierial /e

O Yes B No
. - el -
BeTerTiom,
19. Name and Tile of Preparer 20. Telephone Number 21, Date
Tom Roland ) : -
Chief of Parks and Grounds (301) 932-3470 May 7, 1997
%S_Wev. 1753




Instructicns - Type or Print a separate form for each
new or ravised racord series. forward with Record
ntion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE QOF

v 1, D epartmenvAgency .
Charles County Government
Department of Public Facilities

2. Division -
Parks and Grounds

3. Unit

DEFINITION - RECCRD SERIES - A group of related records normally filed and used as a unit for referance as well as ratention and disposition purpeses.

4. Record Series Title

Program Open Space Grant Program

S. Earliest Year/Latest Year
1990 4, 1997

Balances

6. Record Seres Description (Briefly describe the typas of informationn/documentsforms found in the series.

Correspondence with Department of Natural Resources; Grant'Applications; Annual Fund

Include the purpose or function of the sanas.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
% File Drawer(s)
{ Letter Size O Microfilm O Alphabetical O Micronim Real(s)
. 1/4 0O Computer Taps(s)
O Legal Size O Computer Tape 80 Numerical Number O Other (specify)
J Bound Bock 0 Floppy Disk R Chronological
10. An ual Aocum lation
0 Audio Tape O Video Tape O Geographical " "8 Fio Drawer(s)
: . O Microfiim Resl(s)
0 Other (specify) O Cther (specify) , l/ 24 O Computer Tapa(s)
—_— Number O Cther {specify)
11. File is Used 12. File Becomaes Inactive After
O Daily & Weekly " O Monthly 10 T Month(s) o Year(s)
Number
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhera?
Parks and Grounds File Room - (it yes, specify agency or office)
Public Facilities - Main Office Q Yes No
15. Accass Restrictions O Yes & No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
T None O State O Federal O Independent
17. Is an Index System Used? (If yes.' explain briefly and describe 18. Recommended Retsntion
any hadware/software :
!, Riliin . (0 y2S pd i TIL Jal ST
0 Yes & No MM HAVZ Raen W WD%/
19. Name and Title of Preparer 20. Telephone Number 21. Date
Tom Roland .
Chief of Parks and Grounds (301) 932-3470 May 7, 1997

DGS 5504 (Rev. 1:93)




Instructions - Type or Print a separate form for each

new or revised record saries, forward with Record
sntion Schedule (OGS 550-1)

JESSUP,

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ RCAD
P.O. BOX 275

AGENCY RECORDS INVENTORY

MARYLAND 20794 PAGE ____ OF

2. Division

v |, DeparmentAgency '
Parks and

Charles County Government
Department of Public Facilities

3. Unit
Grounds

DEFINITION - RECORD SERIES - A group of related records normally filed and

usad as a unit for refersnce as wsll as retention and disposition purposes.

4. Record Series Title

Equipment Manuals/Information

5. Earliest Year/Latest Year
-1990t 1997

Equipment Manuals and Specification Books

6. Record Series Description (Briefly describe tha typas of informationn/documaentsiorms found in the series. include the purpose or function of the saries.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
_ B File Drawer(s)
& Latter Size O Microfilm O Alphabetical ’ O Microfilm Reel(s)
/4 O Computer Taps(s)
0 Legal Size 0 Computer Tape 0 Numerical Number 0 Cther (speciy)
1 Bound Boak {J Floppy Disk & Chronological
10. Annual ‘Accumulation
0 Audio Tape O Video Tape O Geograhical a & File Drawer(s)
. ) ' O Microfilm Reel(s)
O Cther (specify) O Cther {specify) 1/24 O Computsr Tape(s)
_— Number O Cther (specify)
11. File is Used _ 12. File Becomes Inactive After
O Daily O Weekly & Monthly 10 O Month(s) B VYear(s)
Number
13. Current Location(s) (Bidg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Parks and Grounds File Room gyes\‘,::m ag_egy °L‘;fﬁ°°)
Public Facilities - Main Office
15. Access Restrictions 0 Yes & No 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s) . :
3 None I State O Federal

O Independent

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

i /&a!' T=d

18. Recommended Repnﬁon /{/0672'//1/,/,();72
21" Swle/ Dad =l

/

Tom Roland .

Chief of Parks and Grounds (301) 932-3470

O Yes B No [ /
A Da<sTrZ
JTEL S/ &7,
19. Name and Title of Preparer 20. Telephone Number 21. Dats

May 7, 1997

DGS 550-4 (Rev. 1/93)




r

Instructions - Type or Print a separate form for each
raw or revisad record saries, forward with Record

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO RCAD
P.Q. BOX 275

AGENCY RECORDS INVENTCRY

ntion Schedute (OGS 550-1)

JESSUP, MARYLAND 20794

PAGE ____ COF

v 1, Department/Agency _ 2. Division
Charles County Government

Department of Public Facilities

Parks and Grounds

3. Unit

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

4. Record Series Title

Personnel

S. Earliest Year/Latest Year

1974 10_1997

Personnel Files - Full Time - Active
Personnel Files - Full Time - Inactive

Employee Leave Records

6. Record Series Description (Briefly describe the typas of informationn/decuments/iorms found in the series.

Personnel Files - Seasonal/Part-~Time - Active
Personnel Flles - Seasonal/Part Time - Inactive

Include the purposa or function of the saries.

7. Record Series Farmat(s) 8. Record Series Seguence 9. Volume
- ) X File Drawer(s)
O Letter Size O Microfilm X  Alphabetical 2 O Microfilm Reel(s)
—_— 0O Computer Taps(s)
X Legal Size Q Computer Tape O Numerical Number O Cther {specify)
< Bound Book O Fioppy Disk g Chronological
10. Annual ‘Accumulation
I Audio Tape O Video Tape 0 Geographical ¥ Fie Drawer(s\
. ‘ . 2 ‘O Microfilm Reel(s)
O Cther (specify) O Cther (specify) o O Computer Tapa(s)
Number T Cther (specify)
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly O Monthly 5 O Month(s) X Year(s)
’ Number

13. Current Location(s) (Bldg.. Floor, Room)
Parks and Grounds File Room
Public Facilities ~ Main Office

14. |s Record Series Duplicated Elsewhere?

(If yss, specify agency or office)
@ VYes No

Charles Countyv Government - Personnel Office

15. Access Rastrictions B Yos O No
(If Yes. cite Law(s) & Regulation(s)

Confidential

16. Audit Requirements

O State O Indepsndent

X1 None O Federal

17. Is an Index System Usaed? (!f yes, explain briefly and describe
any hadware/software

O Yes B No

18. Recommended Retsntion /b{// //W? _,_ﬁ //!/

7T f‘.;\//\aﬁ ff‘/ﬁ/—f/{,ﬁ/yybf
j7i7:5,<,7cjt>cfks Yo
s —RETA 1O

9. Name and Title of Preparer

Tom Roland
Chief of Parks and Grounds

20. Telephone Number

(301) 932-3470

:5635t5z262250§74235’
or-3 Yfé /fff/ae’
. Date /M
<;363:5Z;=%;yf
1997

May 7,

DGS 3504 (Rev. 1733]




o

Instructions - Type or Print a separate form for sach
new or revised record saries. forward with Record
ation Schedute (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECCRDS INVENTORY

7275 WATERLCO RQOAD
P.C. BCX 275

JESSUP, MARYLAND 20754 PAGE ____ OF

g ., Doeparment/Agency '
Charles County Government
Department of Public Facilities

2. Division
Parks and Grounds

3. Unit

DEFINITION - RECCRD SERIES - A group of related records normally filed and used as a unit for refersnce as well as retention and disposition purposes.

4. Record Series Title

Time Cards

5. Earliest Year/Latest Year

1994 10 1997

Time Cards - Full Time - Active

Cards - Full Time - Inactive

Cards

Time
Time

Time Cards - Seasonal/Part-Time - Active

- Seasonal/Part-Time - Inactive

6. Record Series Description (Briefly describe the typas of informationn/documentsiorms found in the series. Include the purpose or funcion of the sariss.

Confidential :

7. Record Series Format(s) 8. Record Seriss Sequenca 9. Volume
- . O File ODrawer(s)
O Letter Siza 8 Microfilm O Alphabstical 8 O Microfiim Reel(s)
) — O Computer Tape(s)
Q Legal Size O Computer Tape O Numerical Number B Other (specify)
Boxes
. Bound Book O Floppy Disk X Chronological
p 10. Annual Accurmulation
0 Audio Tape O Video Tape O Geographical n ceumy O File Drawer(s)
; . 2 O Microfiim Resi(s)
@ Other (specify) Boxed O Cther (specify) ) O Computer Tapa(s)
Number B Cther (spedty)
Boxes
11. File is Used 12. File Becomes Inactive After
O Daily B Weekly O Monthly 3 O Month(s) & Year(s)
Number
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhera?
Parks and Grounds File Room (If yes. specity 399g¥ or office)
Public Facilities - Main Office O Yes No
15. Accass Restrictions X Yes O No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
X None O State O Federal O Indepsndent

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

O VYes No

PR T P e T
Ke s .

18. Recommended Retsntion /‘(57’;/;/0 f;’;f—- (5///:5

19. Name and Title of Preparsr
Tom Roland
Chief of Parks and Grounds

20. Telephone Number

(301) 932-3470

7

21. Dats

May 7, 1997

" DGS 5504 (Rev. 193]

) 1B ERIT SpFIEE s
;1;542;332232(122?55%:2122%52:52225@7’a




[

Instructions - Type of Print a separate form for sach
new or revisad record series, forward with Record
antion Schedule (DGS 530-1)

DEPARTMENT CF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLCQO RQAD
P.O. 8OX 275

AGENCY RECORDS INVENTCRY

JESSUP. MARYLAND 20794 PAGE ___ OF

2. Division 3. Unit

Parks and Grounds

v}, DeparmentAgency _
Charles County Government
Department of Public Facilities

DEFINITION - RECCORD SERIES - A group of related records normally filed and usad as a unit for reference as well as retention and disposition purposes.

5. Earliest Year/Latest Year

4. Record Series Title
1992y 1997

Bank Statements/Cancelled Checks/Deposit Slips

6. Record Series Description (Briefly describe the typss of informationn/documentsiorms found in the series. Inciude the purpose or function of the series.’

Bank Statements
Cancelled Checks
Deposit Slips

7. Record Series Format(s) 8. Record Seriss Sequence 9. Volume
- 1 - O File Drawer(s)
O Letter Size 0 Micrefilm O Alphabetical 3 O Microfilm Reel(s)
. O Computer Tape(s)
0 Legal Size 0 Computer Tape & Numerical Number B Other (specify)
: Boxes
J Bound Book 0O Floppy Disk X Chronological
i ' - . 10. Annual Accumulation
0 Audio Tape O Video Tape O Geographical O File Drawesr(s)
& . Boxed . ' O Microfilm Reel(s)
Other (specify) e O Cther (specify) 1/2 O Computer Tapa(s)
—_— Number B Other {specify)
Box
11. File is Used 12. File Becomas Inactive After
G Daily & Weekly O Monthly 5 S Month(s) X Year(s)
' Number
13. Current Location(s) (Bldg., Floor, Rocm) 14. Is Record Series Duplicated Elsewhere?
Parks and Grounds File Room gyes;, specify age%cy °';q°fﬁ°°)
Public Facilities - Main Office o °
15. Access Restrictions O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
A None O State 0 Federal O Independent

‘

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

18. Recommended Retention /ﬂ@%p gf-j s
)?%Lk% A/?C%Z7TZL 4;64//5592f9;7—_ /)/
Keger ré p7En’j < /‘/f?f/z* b

z,;/ﬂ //54’ /, //;;;;’/V@ﬁ:ﬂ'/;;%

D Yes -E No

19. Name and Title of Preparer 20. Telephona Number 21. Dats
Tom Roland .
Chief of Parks and Grounds (301) 932-3470 May 7, 1997

E av. 1/93)




Instructions - Type or Print a separate form for each
naw or revised record saries, forward with Record
wntion Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECCORDS INVENTORY

7275 WATERLOQ RQAD
P.0C. BOX 275

JESSUP, MARYLAND 20794 PAGE OF

9 |, DeparmenvAgency ‘
Charles County Government
Department of Public Facilities

2. Division 3. Unit

‘Parks and Grounds

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

4. Record Series Title

Requisitions

1994 10 _1997

5. Earliest Year/Latest Year

Requisitions
Purchase Orders

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

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
K File Drawer(s)
O Letter Size 0 Microfilm O Alphabstical O Microfiim Reel(s)
1/3 O Computer Taps(s)
X Legal Size 0 Computer Tape 0 Numerical Number O Cther (specify)
. Bound Book O Floppy Disk X Chrenological
10. Ani A lati
0 Audio Tape O Video Tape O Geographical A Ele Drawers)
. ' ) ' O Microfilm Reel(s)
O Other {specify) O Cther (specify) 1/10 O Computer Tapa(s)
Number O Other (specify)
11. File is Used 12. File Becomes Inactive After
X Daily O Weekly O Monthly S O Month(s) X VYear(s)
Number
13. Currant Location(s) (Bidg., Floor, Room) 14. |s Record Series Duplicated Elsewhere?
specify i
Parks and Grounds File Room gyes{(“ age?gcy °;‘4?: )
Public Facilities - Main Office
15. Accass Restrictions O Yes X No 16. Audit Requirements
(I Yes, cita Law(s) & Regulation(s)
X None O State O Federal O Independent

any hadware/software

O VYes B No

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

God WL 7)) s 7

18. Recommended Retention ﬁgﬁ/ YV 7C; S S

Redirirenfeifs bipe bee

19. Name and Title of Preparer
Tom Roland
Chief of Parks and Grounds.

20. Telephona Number

(301) 932-3470

21, Dats

May 7, 1997

Ol Yed T DEs 72y

DGS 5504 (Rev. 1733




Instructens - Typs or Print a separate form for each
ngw or revisad reccrd saries, forward with Record
tention Schecdule (OGS 550-1)

DEPARTMENT CF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECCROS INVENTCRY

7275 WATERLCO RCAD
P.0. BCX 275

JESSUP, MARYLAND 20754 PAGE __ OF

v/, DepartmenvAgency .
Charles County Government
Department of Public Facilities

2. Division
Parks and Grounds

3. Unit

DEFINITICN - RECCRD SERIES - A group of related records normally filed and usad as a unit for referance as.well as retention and dispesition purposes.

4. Record Series Title

Check Requests

S. Earliest Ysar/Latest Year
1990 1997

Check Requests %
INVT)LES

6. Record Series Cascription (Briefly describa the typas of informatonn/documentsiAorms found in the sanias.

Includs the purpcsa or funcicn of tha sanes.

7. Reccrd Series Format(s) 8. Recard Series Sequencs 9. Velume
X Fite Crawer(s)
a Letter Size O Microfilm O Alphabetcal O Micrefim Reel(s)
1/3 O Computer Tape(s)
@Legal Size O Computer Tape O Numerical Number O Cther (specify)
0 Bound Bock O Floppy Disk X Chrenological
: ’ : ~ lat
1 Audio Tape O Video Tape O Gecgraphical 10. Annual Accumuia gn File Drawer(s)
. ) I O Microfim Reel(s)
0 Other (specify) O Cther {specify) 1/10 O Computar Tapa(s)
Number O Cther (spedfy)
11, Filg is Used 12. File Becomes Inactive After
X Daily O Weekly O Monthly 5 O Month(s) ® Year(s)
Number
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere? .
Parks and Grounds File Room (C':yasYasst" ageg:y °L°fﬁ°°)
Public Facilities - Main Office
15. Access Restrictions O Yes X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
T None O State O Federal O Indepencent

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

O VYes B No

18. Recommended Retsntion

KT i 3//3 Thers
@%pr

19. Name and Title of Preparer
Tom Roland
Chief of Parks and Grounds

20. Telephone Number -

(301) 932-3470

21. Dats

May 7, 1997

UGS 5503 (Rev. 1/93)




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTCORY i
Instructions - Type or Print a separate form for each RECCRDS MANAGEMENT DIVISION - : :
new or revised record sarias, forward with Record 7275 WATERLCQ ROAD :
ntion Schedule (OGS 550-1) P.0. BOX 275
JESSUP, MARYLAND 20754 PAGE __ OF ___
v I, DeparmentAgency . 2. Division 3. Unit
Charles County Government Parks and Grounds
Department of Public Facilities

DEFINITION - RECORD SERIES - A group of related recerds normally filed and usad as a unit for referance as well as retenticn and dispesition purposes.

4. Record Series Title 5. Earliest Yaar/Latest Ysar
1993 1 _1997
Budget Transfer Requests

6. Record Series Description (Briefly describe the typas of informationn/documents/Aorms found in the seriss. Include the purposs or function of the saries.

Budget Transfer Requests

7. Record Series Format(s) - ) 8. Recard Series Seqguenca - S. Volume
. 1 O File Drawer(s)
O Letter Size O Microfilm " @ Alphabetical 1 O Microfiim Reel(s)
. O Computer Tapse(s)
O Legal Size O Computer Tape O Numerical Number B Other (specify)
.Bound Book O Floppy Disk X1 Chronological
" | 10. Annual ‘Accumulation
2 Audio Tape 0 Video Tape 0O Geographical O File Drawer(s)
. . ) O Microfim Reel(s)
O Cther (spacify) O Cther (specify) 1/10 O Computer Tapa(s)
E— Number & Other (specify)
Book .
11. Fileis Used - 12. File Becomes Inactive Aftar
g Daily & Weekly O Monthly 5 O Month(s) o Year(s)
. . Number
13. Current Location(s) ' (Bldg., Floar, Room) 14. s Record Serias Duplicated Elsewhere?
Parks and Grounds File Room ' (It yos, specity 399%” °';q°fﬁ°°)
Public Facilities - Main Office g Yes ©
15. Access Restrictions O Yes X No 16. Audit Requirements
{If Yes. cite Law(s) & Regulation(s)
X None O State O Federal 0O Independent

17. Is an Index System Used? (If yes, explain briefly and describe ' 18, Recommended Retention’ /?6779/ /1/ 7'%‘," 3//?5
anylhadwa.re/software . | W J //{ /972 //2// //4 ' ;/,/7,___
o v B N . —— .
; i ,8 EYLt) 777 Z 27, < é(?/f’ éfe/c

fo/ e, 7;/?%@&57/%/%

{9. Name and Title of Preparer 20. Telephone Number 21. Date
Tom Roland 4 .
Chief of Parks and Grounds (301) 932-3470 May 7, 1997

S ev. 1/




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Instructions - Type or Print a separate form for sach
new or revised recaord sarias, forward with Record
sntion Schedule (DGS 530-1)

7275 WATERLOO RCAD
P.Q. BOX 275
JESSUP, MARYLAND 20794

PAGE OF

¢ J, DeparmenVAgency ‘ 2. Division
Charles County Government

Department of Public Facilities

Parks and Grounds

3. Unit

DEFINITION - RECORD SERIES - A group of refated records normally filed and used as a unit for referance as well as ratention and disposition purposes.

4. Record Series Title

Fuel and Mileage Reports

S. Earfiest Ysar/Latest Year
1994 10 1997

Fuel and Mileage Reports

6. Recard Series Dascription {Briefly describa the typas of informationn/documents/iorms found in the sarias.

Include the purpose or functon of the senas.

7. Record Serles Format(s) 8. Record Saries Sequence 9. Volume
& File Drawer(s)
O Letter Size 0 Micrefim 0O Alphabstical 1/2 O Microfiilm Reel(s)
‘ . O Computer Tape(s)
X Legal Size O Computer Tape O Numerical Number O Other {specify)
4 Bound Book O Fioppy Disk @ Chronological
L T : . 10. Annual Accumulation
0 Audio Tape 0 Viceo Tape 0 Geographical % File Drawer(s)
: . ' O Microfilm Reel(s)
0 Cther (specify) 0O Other (specify) 1/8 O Computer Tapa(s)
Number O Other (specify)
11. File is Used 12. File Becomes Inactive After
O Daily 0 Weekly X Monthly 5 O Month(s) K Year(s)
Number )
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Serias Duplicated Elsewherse?
Parks and Grounds File Room gfyes\} specify agency °';q°fﬁ°°)
Public Facilities - Main Office 8s °
15. ‘Access Restrictions O Yes X No 16. Audit Requirements
{If Yes, cite Law(s) & Ragulation(s) ' )
X None O State O Federal O Independent

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

O Yes B No

18. Recommended Retantion

feTn for 3
Wvel un7r - //’///J/d// = y
Fiefy

j e sren s bt boms

19. Name and Title of Preparer
Tom Roland
Chief of Parks and Grounds

20. Telephone Number

(301) 932-3470

= /F' //é/ /\Def/??z/

. D

May 7, 1997

. DGS 5503 (Rev. 1733)




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

Instructicns - Type or Print a separate form for sach RECORDS MANAGEMENT DIVISION
new or revisad record series, forward with Record 7275 WATERLOQ RQOAD

ntion Schedule (OGS 550-1) P.O. BOX 275 -

JESSUP, MARYLAND 20734 PAGE___ CF ___
s 1, DepartmenvAgency A 2. Division 3. Unit
Charles County Government Parks and Grounds
Department of Public Facilities

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

4. Record Series Title . ' 5. Earliest Ysar/Latest Year
19871 1997
. White Plains Golf Course Deposits/Inventories

6. Record Series Description (Briefly dascribe the typas of informatonn/decuments/forms found in the series. Incluce the purpose or funcion of the sarias.

Deposit Forms
Monthly Summary Sheet

Inventories
7. Reccrd Series Format(s) 8. Record Series Sequencs 9. Volume
- . & File Drawer(s)
O Letter Size O Microfitm O Alphabetical 1 3 Microfilm Reel(s)
O Computer Taps(s)
K Legal Size O Computer Tape O Numerical - Number O Cther (specify)
i Bound Book O Floppy Disk @ Chronclogical
"} 10. Annual Accumulation
0 Audio Tape O Video Tape O Geographical 3 " E Fle Drawer(s)
; . ' T Microfilm Reel(s)
0 Other (specify) O Cther (specity) . 1/10 O Computer Tape(s)
E—— Number . 0 Other (specity)
11. File is Used 12. File Becomes Inactive After
0 Daily D Weekly. X Monthly S O Month(s) R Ysar(s)
- Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Parks and Grounds File Room (If yes, specify agency or office)
. . , , O VYes B No
Public Facilities - Main Office
15. Acces.s' Restrictions O Yes & No 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s) :
L None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain bneﬂy and describe 18. Recommended Retsntion / / W /f/ 7~ W
any haGNare/software
- W v 2
O VYes B No : .
Heg ) rErenT] fypyee bere
// / /—7 /?9 f, > [ e T
7 1120 T o enP L= /‘a/t{.
19. Name and Title of Preparer 20. Telephone Number 21. Date
Tom Roland ‘ :
Chief of Parks and Grounds (301) 932-3470 May 7, 1997

S ev. 1/




DEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT CIVISICN

AGENCY RECORDS INVENTORY

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

JESSUP, MARYLAND 20794

7275 WATERLOQ ROAD

P.O. BOX 275

PAGE QF

v 1, Deparment/Agency . 2. Division
Charles County Government

Department of Public Facilities

Parks and Grounds

3. Unit

DEFINITION - RECCRD SERIES - A group of related records normally filed and used as a unit for raference as well as retention and dispesition purposes.

4. Record Series Title

Vehicle Safety Inspection Cards

5. Earliest Yaar/Latest Year
1990 t0 1997

Vehicle Safety Inspection Cards

6. Record Series Description (Briefly describe the typas of informationnidocuments/forms found in the serias.

Include the purposa or function of the saniss.

BGS 5303 (Rev. 1/93)

7. Record Series Format(s) 8. Record Series Sequence 9. Volume .
QO File Drawet(s)
0 Letter Size O Microfilm O Alphabetical GO Microfilm Reel(s)
2 0O Computer Taps(s)
Q Legal Size O Computer Tape O Numerical Number X1 Other (specify)
Boxes
1 Bound Book O Floppy Disk @ Chronological
) - ' , 10. Annual Accumulation
Q Audio Tape a V'xd_eo Tape O Geographical O File Drawer(s)
: ' . , O Microfim Reel(s)
& Other (specify) Boxed O Cther (specify) 1/8 O Computer Tapa(s)
_— Number B Cther (specity)
Box
11, Filé is Used 12. File Becomes Inactive After
a Daily O Weekly Q Monthiy 5 0 Month(s) ® Year(s)
: Number
13. Current Location(s) (Bldg.. Floor, Room) 14. 1s Record Series Duplicated Elsewhera?
(If yss, specity agency or office)
Parks and Grounds File Room gy Yeas ¥ No
Public Facilities - Main Office
15. AocesS Restrictions O Yes B No 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s)
X None DO State O Federal O Indepsndent
17. Is an Index System Used? (!f yes, explain briefly and describe 18. Recommonded Retsnnon 5 67/ F 4 /
any hadware/software / /0 4 //%;-
’ ’ r /"”’
DesT 2 /
19. Name and Title of Preparer 20. Telephone Number - 21, Date
Tom Roland .
. Chief of Parks and Grounds (301) 932-3470 May 7, 1997




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

DEPARTMENT CF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION
7275 WATERLCO RQAD

AGENCY RECORDS INVENTORY f

ntion Schedule (OGS 550-1)

JESSUP, MARYLAND 20754

P.O. BOX 275

PAGE OF

v |, D eparmentAgency .
Charles County Government
Department of Public Facilities

2. Division

Parks and Grounds

3. Unit

. - |
DEFINITION - RECCRD SERIES - A group of ralated records normally filed and usad as a unit for reference as wall as retention and disposition purposes. |

4. Record Serias Title

Policies/Procedures

S. Earliest Ysar/lLatest Year
1990 t0 1997

Departmental Policies and Procedures

6. Record Serias Description (Briefly describe the typas of informationn/documents/forms found in the saries.

Include the purpesa or funcion of the sanss.

7. Record Series Format(s) 8. Record Series Sequenca 9. Volume
X File Drawer(s)
O Letter Size O Microfilm O Alphabetical 1/12 O Microfiim Reel(s)
O Computer Taps(s)
& Legal Size O Computer Tape O Numerical Number O Cther (specify)
4 Bound Book O Floppy Disk & Chronological
i 10. Annual ‘Accumulation
0 Audio Tape O Video Tape O Geographical P AEITEER. File Orawaris)
. . ) O Microfim Reel(s)
a Cther (specify) O Cther (specify) 1/24 O Computer Taps(s)
Number O Cther (specify)
11. File is Used 12. File Becomes Inactive After
Q Daily O Weekly X Monthly S T O Month(s) 8 Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Serias Duplicated Elsewhere?
Parks and Grounds File Room (If yas, specy agency or offics)
, s . ] 0O VYes B No
Public Facilities - Main Office
15. Access Raestrictions 0O Yes @ No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
3 None O State O Federal O Independent

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

O Yes B No

18. Recommended Retennon 7? //é/éé ")@/}“f/f/l;@/
TS =d f W 7’///6
Wid. Slzje FA/HVES.

Preved.r,

19. Name and Title of Preparer 20. Telephone Number
Tom Roland

Chief of Parks and Grounds

(301) 932-3470

Es - feTzin [over)

21. Date

May 7, 1997

S ev. 1/




new or rovisad record series, forward with Record

Instructions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
P.Q. BOX 275

AGENCY RECORDS INVENTORY

Department of Public Facilities

“‘sntion Schedule (OGS 550-1) el 15
JESSUP, MARYLAND 20794 PAGE OF 22
v /, D epartment/Agency 2. Division 3. Unit
Charles County Government
Solid Waste Administration

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

4. Record Series Title
Solid Waste Administrat;ion

5. Earliest Year/Latest Year
1991 to _Present

6. Record Series Description (Briefly dascribe the typas of informatienn/documentsfforms found in the series.

Letters, reports, minutes, policies pertinent to the operation of the Solid Waste Division.

Include the purpose or function of the series.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
& File Drawer(s)
B Letter Size 0 Microfilm F Alphabetical O Microfiim Reel(s)
2 O Computer Tape(s)
AXLegal Size O Computer Tape O Numerical Number O Cther (specify)
3 Bound Book O Floppy Disk O Chronclogical A
10. Annual Accumulation .
0 Audio Tape O Video Tape O Geographical Rx File Drawer(s)
. . ' O Microfilm Reel(s)
D Cther (specify) O  Other (specify) 1/4 O Computer Taps(s)
E———— Number O Other (specify)
11. File is Used 12. File Becomes Inactive Aftar
¥ Daily O Weekly O Monthly - g Month(s) Q Year(s)
Number
N/A
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
1001 Radio Station Road (f yes, specity agency of offics)
La Plata, MD 20646 Q Yes &X No
15. Access Restrictions O Yes X¥ No 16. Audit Requirements
{If Yes. cite Law(s) & Regulation(s)
' X3 None 0O State 0O Federal - O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadwars/software P /
, . ermanent /ﬂf"/VO’%@‘r‘ 7(2(-(//\,5'/
O VYes XX No | 7
/ \ (‘
|e JH= //’d— i 7 4/~7‘/’)//C?\‘5
19. Name and Title of Preparer 20. Telephone Number 21. Date
Low¥y’S. Phglps 301-932-3599 May 1, 1997
Administrative Secretary

DGS 5504 (Rev. 193]




Instructions - Type or Print a separate form for each
~w or revised recard series, forward with Record
tention Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOC RQAD

AGENCY RECCRDS INVENTORY

g ), D epartment/Agency 2. Division
Charles County Government

Department of Public Facilities

pP.0. BOX 275 _ 9 15
JESSUP, MARYLAND 20734 PAGE CF
3. Unit
Solid Waste Administration

DEFINITION - RECCRD SERIES - A group of related records normally filed and usaed as a unit for refarsnce as well as retention and disposition purpeses.

4. Record Series Title

Division Manual

5. Earliest Year/Latest Year
1994 to Present

accident/injury forms, expense sheets.

8. Record Series Dascription (Briefly describe the types of informationn/decuments/ferms found in the saries. Include the purpese or function of the sanies.

Employee telephone numbers, office extensions, govermment office numbers, evaluation
due dates, anniversary dates, radio call numbers, meeting schedules, equipment
inventory, job descriptions, copies of various forms: check requests, work requests,

7. Recerd Series Format(s) 8. Recard Serias Sequence 8. Volume
O File Drawer(s)
F Letter Size O Microfitm C Alphabetical O Microfiim Reel(s)
1 O Computer Tape(s)
0 Legal Size Q Computer Tape O Numerical Number ® Cther (specify)
Notebook
0 Bound Book 0O Floppy Disk O Chronological
: ' . 10. Annual Accurnulation
£ Aucic Tape O Video Tapg O Geographical O File Drawer(s)
: . O Microfim Reel(s)
O Other (specify) O Other (specify) n/a 'O Computer Tape(s)
Number O Cther (specify)
11. File is Used 12. File Becomas Inactive After
X Daily O Weekly O Monthly O Month(s) O Year(s)
Number
Updated as needed,
13. Current Location(s) (Bldg., Floor, Room) 14, (s Record Serias Duplicated Elsewhere?
1001 Radio Station Road (It yes, specify agency or offics)
La Plata, MD 20646 O Yes B N
13. Accaéé Restrictions O Yes =X No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
LK None O State O Federal 0 independent

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

O VYes X8 No

18. Ref:ommended:R.etsnﬁon /%17 y /,//(/ﬂ
U pa?]«:;c/ T Swperismdad y

T DEST = =,

19. Name and Title of Preparer

Lowry S. Phelps
Administrative Secretary

20. Telephone Number -
301-932-3599

21. Dats .
May ‘1, 1997

DGS 5504 (Rev. 1793)




Instructicns - Type or Print a separate form for each
~w or ravisad record series, forward with Record
.ention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
P.C. BOX 275
JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTCRY

paGge _3_ of _15

v/, D epartment/Agency 2. Division
Charles County Government

Department of Public Facilities

Solid Waste

3. Unit

Administration

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit fer referanca as well as retention and dispasition purposes.

4. Record Series Title
Solid Waste Division Manuals

S. Earliest Yesar/lLatest Year
to

Groundwater Monitoring - Pisgah Landfill

Safety

Technical

Operation

Conference Proceedings

8. Racord Serias Description (Briefly describe the types of informationn/documentsforms found in the series. Incdlude the purposs or function of the senss.

Groundwater Monitoring - Charles County Sanitary Landfill

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawsr(s)
XF Letter Size Q Microfilm C Aphabetical ) O Microfim Reel(s)
50 O , Computar Tape(s)
0 Legal Size O Computer Tape O Numerical Number Cther (specify)
AX Bound Beok O Floppy Disk O Chronclogical Books/Notebooks
10. Annual Accumulation
0 Audio Tape 0 Video Tape 8 Geographical " O File Drawer(s)
: . O Microfilm Reel(s)
X Cther (specity) O Cther (specify) 5 Computer Tapa(s)
Number B?/ Cther (specify)
Notebook N/A Books/Notebooks
11. File is Used 12. File Becomes Inactive After
O Daily 0 Weekly X® Monthly O Month(s} a Year(s)
Number
N/A

13. Current Location(s) (Bldg., Floor, Room)
1001 Radio Station Road
La Plata, MD 20646

14. Is Record Series Duplicated Elsewhere?

(i yas, specify agency or office)
O VYes XB No

15. Access Restrictions 0 Yes £k No
(!f Yes, cite Law(s) & Regulation(s)

16. . Audit Reguirements

O Independent

XBl None [ State O Federal

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

18. Recommended Retention /? & ////;"/ 7 //W/Z ,
=4 /'4%7’ = er- j%pﬁj edlc?d

n] Ye_s XA No /
SN Dz 5 Ké’/
19. Name and Title of Preparer 20. Telephone Number 21. Date
Lowry S. Phelps 301-932-3599 : May 1, 1997
Administrative Secretary

DGS 5502 (Rev. 1793)




Instructions - Type or Print a separate form for each
w or revisad record series, forward with Record
@@ntion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECCRDS INVENTCRY

7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20734

pAGE _4 oF _15

v 1, D spartment/Agency
Charles County Government

Department of Public Facilities

2. Division

Solid Waste

3. Unit

Administration

DEFINITION - RECORD SERIES - A group of related records normally filed and usad as a unit for referance as well as retention and dispesition purpesas.

4. Record Series Title
Logs

5. Earliest Year/Latest Year
FY 96 to FY 97

of the Solid Waste Division

Requistions - Landfill & Recycling
Check Requests - Landfill & Recycling
Read Files - Copies of varioqs forms of correspondence necessary to daily operation

6. Racord Serias Description (Briefly describa the types of informatienn/documants/forms found in the series. Inciude the purposa or function of the seriss.

Recycling Invoicing - Copies of Checks/Verification of check received from Acct. Dept.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
0O File Drawer(s)
X3 Letter Size 0 Microfilm T Alphabetical g Microfiim Reel(s)
12 O Computer Tape(s)
O Legal Size O Computer Tape 0O Numerical Number x8 Cther (specify)
O Bound Book Q Floppy Disk XX Chronclogical Notebooks
i . 10. Annual Accumulation
1 Aucio Tape O Video Tape O Geographical O File Drawer(s)
; . ' O Microfilm Reel(s)
3 Cther (specify) O Cther (specify) 6 O ,Computer Tape(s)
Number 2{ Cther (specify)
Notebooks Notebooks
11, File is Used 12. File Becomas lnactive Alter
X8 Daily 0 Weekly O Monthiy 2 O Month(s) FY 8 VYsar(s)
Number

13. Current Location(s) (Bldg., Floor, Room)
1001 Radio Station Road

14. Is Record Series Duplicated Elsawhere?
(It yes, specify agency or office)

{If Yes, cite Law(s) & Regulation{s)

X Yes 3" No
t
La Plata, MD 20646 Charles County Landfill/Purchasing Dept.
15. Acces§ Fiestrictions Q Yes X2 No 16. Audit Requiraments

Administrative Secretary

X¥3 None O State O Federal O Independent
17. Is an Index System Used? (!f yes, explain briefly and describe 18. Recommended Retention
any hadware/software :
. . <Permament
O VYes ¥ No 'BYLS
19. Name and Title of Preparer 20. Telephona Number 21. Date
Lowry S. Phelps 301-932-3599 May 1, 1997

DGS 5504 (Hev. 1/33)




r

Instructions - Type or Print a saparats form for each
2w or revisad record series, forward with Record
stention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLCQ ROAD
P.Q. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTCRY

PAGE _5 OF 15

1, D epartment/Agency
Charles County Government

-

Department of Public Facilities

2. Division

Solid Waste

3. Unit

Administration

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

4. Record Series Title

Logs - Inactive

S. Earliest Year/Latest Year
FY94 1o FY95

Copies of requistions for landfill and recycling operations’
Copies of check requests for landfill and recycling operations
Read Files - Copies of various

forms of correspondence

6. Record Series Description (8riefly describe the typss of informationn/documents/forms found in the series. Include the purpesa or function of the saries.

7. Recerd Series Format(s) 8. Record Series Sequence 9. Volume
0O File Drawer(s)
IXetter Size O Microfilm C Alphabetical O Microfilm Reel(s)
1/2 O Computer Tape(s)
0O Legal Size Q Computer Tape 0 Numerical Number X Cther (specify)
O Bound Book {1 Floppy Disk ®X Chronological Box
: . 10. Annual Accumulation
0 Audio Tape 0O Video Tape 80 Gecographical O File Drawer(s)
; . O Microfilm Reel(s)
xR Cther (specify) O  Cther (specify) O Computer Tapa(s)
— Number O Other (specify)
Notebooks/Box
11. File is Used 12. File Becomes Inactive After
g Daily D Weekly O Monthly O Month(s) O Year(s)
Number
13. Current Location(s) (Bldg., Flocr, Room) 14. Is Record Series Duplicated Elsewhere?
12305 Billingsley Road East, Waldorf, MD (It yes, specify agency or office)
S O Yes T No
torage Room-
15, Access Restrictions 0 Yes xR No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
XX None O State O Federal D Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software :
0O VYes XE No Permanent’
19. Name and Title of Preparer 20. Telephone Number - 21. Dats
Lowry S. Phelps 301-932-3599 May 1, 1997
Administrative Secretary

DGS 5504 (Rev. 1793)




Instructions - Type or Print a separate form for sach
w or revised record sarias, forward with Record

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTCRY

tention Schedule (DGS 550-1) P.0. BOX 275 - 6 15
JESSUP, MARYLAND 20794 PAGE ___ OF __—
v 1, D epartmenvAgency 2. Division ' 3. Unit
Charles County Government
Department of Public Facilities Solid Waste Personnel

-DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refarsnce as waell as retention and disposition purposes.

4. Record Series Title

Time Cards - Inactive

S. Earliest Year/Latest Year
FY94 1t FY95

6. Record Series Description (Briefly describe the typas of informationn/documentsforms found in the series.

Time cards for Solid Waste Division employees.

Include the purposa or funcion of the saries.

7. Reccrd Series Format(s)

8. Record Series Sequenca

9. Volume
O File Drawer(s)
O Microfilm Resl(s)

Confidential Records

J Lettar Size 0 Microfilm RX Alphabetical
1/2 O Computer Taps(s)
O Legal Size 0 Computer Tape Q Numerical Number X8 Cther {spacify)
0 Bound Book O Floppy Disk &% Chronological Box
- . 10. Annual ‘Accumulation
0 Audio Tape {0 Video Tapa g Geographlwl O Fie Drawer(s)
; . O Micofilm Reel(s)
X8 Cther (speciy) O Cther (specify) O Computer Tape(s)
EE— Number O Other (specify)
Time Cards
11, File is Used 12. File Becomes lnactive Aftar
O Daily 0 Weelly 0 Monthly 8 Month(s) O VYesar(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. |s Record Series Duplicated Elsewhere?
12305 Billingsley Road East, Waldorf, MD (If yes, specify agency or office)
Storage Room O Yes T No
15. Accaess Rastrictions EXYes 16. Audit Reguirements
(If Yes, cite Law(s) & Regulation(s)
Tk None O State O Federal O Independent

any hadware/software

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

s M//’Z

18- Reccmmended Retention ﬁ%ﬁj/é;—j \//3
ZY /j//

Lowry S. Phelps
Administrative Secretary

301-932-3599

O VYes X No
p s //éﬁ/éxw frores LEEET
ﬂ/// Aé(/ S AELT B
19. Name and Title of Preparer 20. Telephone Number 21. Date /

May 1, 1997

DGS 5504 (Rev. 1/93)




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTCRY
Instructions - Type or Print a separate form for each RECORECS MANAGEMENT DIVISION

~w or revisad record seriss, forward with Record 7275 WATERLOQ RCAD

tention Schedule (OGS 550-1) P.0. BOX 275 .7 15

JESSUP, MARYLAND 20794 PAGE ___ OF _—_
v ), D epartmentAgency 2. Division 3. Unit
Charles County Government
Department of Public Facilities Solid Waste Administration

DEFINITION - RECCRD SERIES - A group of related records normally filed and used as a unit for refersnce as well as retentjon and disposition purposes.

4. Record Series Title
01d Files

5. Earliest Year/Latest Year
1991 ¢ 1994

6. Racord Series Description (Briefly describe the typas of informationn/documentsiorms found in the series. Include the purposs or function of the sarias.

Expired: .
Recycling Contracts .
Tonnage Reports .

Memorandums .

Vendor Information :

X3 Letter Size O Microfilm XX Alphabeti

<38 Legal Size O Computer Tape O Numerical

8 Bound Bock O Floppy Disk O Chrenclogical

7. Record Series Formal(s) /8 Record Seridg Sequence 9. Volume

Number

X File Drawer(s)
O Microfim Reel(s)

O Computer Tape(s)

O Cther (spacify)

10. Annual ‘Accumulation

2 Audio Tape O Video Tape O Geographical O File Drawer(s)
; . O Microfilm Reel(s)
0 Cther (specify) g Other (specify) O Computer Tapa(s)
Number O Other (speciy)
11. File is Used 12. File Becomas Inactive Aftsr
O Daily O Weekly Q Monthly O Month(s) g VYsar(s)
Number
13. Current Location(s) {Bldg., Floor, Room) 14. |s Record Series Duplicated Elsewhere?
1001 Radio Station Road (If yas, specify agency or office)
La Plata, MD 20646 Q  Yes *8  No
15. Access Restrictions g Yes &% No 16, Audit Requirements
(If Yas, cite Law(s) & Regulation(s)
XXl None O State O Federal O Independent .
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software -
. o 'Yes x® No Permanent
19. Name and Title of Preparer 20. Telephone Number - 21. Date
Lowry S. Phelps ‘ 301-932-3599 : May 1, 1997
Administrative Secretary

UGS 5504 (Rev. 193]




!

Instructions - Type or Print a saparate form for each
v or revisad record series, forward with Record

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ RQAD
P.C. BOX 275

AGENCY RECORDS INVENTORY

ention Schedule (DGS 550-1) - 8 15
JESSUP, MARYLAND 20794 PAGE OF 22
v}, D epartment/Agency 2. Division . - 3. Urit
Charles County Government
Department of Public Facilities Solid Waste Landfill

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

4. Record Series Title
Landfill Operations

S. Earliest Year/Latest Year
to Present

6. Record Series Description (Briefly describe the types of informationn/documentsiforms found in the series. Include the purposa or funclion of the saries.

Letters, surveys, reports, tonnage figures, general information regarding Charles County
Sanitary Landfill and Pisgah landfill.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
XX File Drawer(s)
EXLetter Size 0 Microfilm X& Alphabetical O Microfim Reel(s)
1 i O Computer Tape(s)
XX Legal Size O Computer Tape 0O Numerical Number 0O Cther (specify)
O Bound Bock 0 Floppy Disk O Chrenclegical
; i . 10. Annual ‘Accumulation
0 Audic Tape 0 Video Tape O Geographical XX File Drawer(s)
, . - O Microfim Reel(s)
0O Cther (specify) O Cther (specify) 1/4 O Computer Taps(s)
Number O Other (specify)
11. File is Used 12. File Becomaes Inactive After
¥X Daily O Weekly O Monthly O Month(s) O Ysar(s)
Number
N/A
13. Current Location(s) (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere?
1001 Radio Station Road (If yss, specify agency or office)
La Plata, MD 20646 O Yes B No
15. Access Restrictions g Yes XKNo 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
X8 Neone O State 0O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software :
O VYes V’EF Ne OF (,FND‘O)LL‘P \7{
IR RS

19. Name and Title of Preparer

Lowry S. Phelps
Administrative Secretary

b

20. Telephone Number
301-932-3599

21. Date

May 1, 1997

950-4 {Hev. 1/83)




Instructions - Type or Print a saparate form for sach
'y or revisad recard series, forward with Record
.antion Scheduie (DGS 550-1)

DEPARTMENT QOF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION
7275 WATERLCO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTORY

PAGE 9 oF 15

v ), D eparment/Agency
Charles County Government

Department of Public Facilities

2. Division

Solid Waste

3. Unit

Recycling

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refersnce as well as ratention and disposition purposes.

4. Record Series Title
Recycling Operations

S. Earliest Year/Latest Year
1991 t, Present

8. Record Series Description (Briefly describe the typas of informaticnn/documents/forms found in the series. Include the purpose or function of the sarias.

Letters, permits, tonnage figures, hazardous waste information, material recycling
information applicable to recycling operation.

7. Recerd Series Format(s) 8. Record Series Sequence 3. Volume
8 File Drawer(s)
X Letter Size a Microfilm XZ Alphapeticai O Microfilm Reel(s)
: 1 O Computer.Tape(s)
& Legal Size O Computar Tape O Numerical Number O Cther (specify)
£ Bound Bock O Floppy Disk 3 Chronological
10. Annual ‘Accumulation
0 Audio Tape O Video Tape 8 Geographical n 8 File Drawer(s)
) ! ' 0O Microfilm Reel(s)
0 Other (specify) D Cther (specify) 1/4 O Computer Tape(s)
-_— Number O CQther (specity)
11. Fila is Used 12. File Bacomes Inactive After
X8 Daily 0 Weekly O Monthly O Month(s) O Year(s)
Number
N/A
13. Cument Location(s) (Bldg., Floor, Room) 14. Is Record Serias Duplicated Elsewhera? -
1001l Radio Station Road (If yas, specify agency or offica)
La Plata, MD 20646 O Yes XK No
15. Aecas§ Restrictions 0 Yes X8 No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
X None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention .
any hadware/software T
. . Permanent
O VYes X8 No gYﬂs
19. Name and Title of Preparer 20. Telephona Number - 21. Date
Low?y‘s. Phelps 301-932-3599 May 1, 1997
Admlnlstrat;ve Secretary

DGS 5504 (Rev. 1/53)




Instructions - Type or Print a separate form for each
w or revisad record saries, forward with Record
tention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISICN
7275 WATERLCQ ROAD
P.Q. BOX 275

AGENCY RECORDS INVENTCRY

page 10 of _15

v/, DeparmentAgency
Charles County Government

Department of Public Facilities

JESSUR, MARYLAND 20794

2. Division

Solid Waste

3. Unit

Recycling

DEFINITION - RECORD SERIES - A group of ralated records nommally filed and used as a unit for refsrence as well as retention and disposition purposes.

4. Record Series Title
Recycling Surveys

5. Earliest Yaar/latest Year
1991 +to Present

reports/surveys.

station logs, tag-a-bag sticker logs.

6. Record Series Description (Briefly describa the types of informaticnn/documants/iforms found in the seriss. Include the purposs or function of the sarias.

Scrap metal tickets, glass tickets, aluminum can tickets, newspaper tickets, transfer
Information required for compilation of recycling

7. Record Series Format(s)

8. Record Series Sequence

g. Volume
X File Drawer(s)

Administrative Secretary

= Lettar Size G Microfilm C Alphabetical O Microfiim Reel(s)
1 O - Computer Tape(s)
3 Legal Size O Computer Tape O Numerical Number O Cther (specify)
0 Bound Book O Floppy Disk XX Chrenclogical
i . 10. Annual Accumulation
[ Audio Tape O Video Tape O Geographical XX File Drawer(s)
; . ‘ O Microfim Reel(s)
0 Cther (specify) O Cther (specify) 1/4 O Computer Tape(s)
Number O Cther (specify)
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly BXMonthly 1 O Month(s) X2 Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
1001 Radio Station Road (If yas, specify agency or office)
La Plata, MD 20646 0 Yes #x No
15. Access Restrictions O Yes XX No 16. Audit Requirements
(It Yes, cite Law(s) & Regulation(s)
XX None O State O Federal O Independent
17. Is an Index System Used? (If yes, expiain briefly and describe 18. Recommended Retantion
any hadware/software :
. . Permanent S
O Yes XB No 7Yﬂ-
19. Name and Title of Preparer 20. Telephone Number - 21. Date
Lowry S. Phelps 301-932-3599 May 1, 1997

DGS 550-4 (Rev. 193]




‘w or revisad record series, forward with Record
stention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLQO RQAD
P.Q. BOX 275

AGENCY RECOROS INVENTCRY

JESSUP, MARYLAND 20794

PAGE L1l oF 13

v/, D epartmenVAgency
Charles County Government

Department of Public Facilities

2. Division

Solid Waste

3. Unit

Personnel

DEFINITION - RECORD SERIES - A group of related records normally filed and usad as a unit for refersnce as well as retention and disposition purposas.

4. Record Series Title

Personnel Records

5. Earliest Year/Latest Year
1979 to Present

6. Rocord Series Description (Briefly describe the typas of informaticnn/documents/forms found in the series.

Include the purposa or funcion of the saries.

Employment applications, letters of acceptance, emergency contacts, evaluations, accident/
injury reports, certification certificates for individual employees.

Part time employee contracts/applications, copies of tax forms, authorization to hire forms.

Confidential Records

7. Record Series Format(s) 8. Record Series Sequencs 9. Volume
- . X File Drawer(s)
T ottar Size O Microfilm XE Alphabstical . 1 O Microfim Reel(s)
: O Computer Tape(s)
Begal Size O Computer Tape 0 Numerical Number O Cther (specify)
O Bound Book O Floppy Disk O Chronological
. X ual | lat
2 Audio Tape O Video Tape D Geographical 10 A A e Drawer(s)
; , ) O Microfim Resl(s)
O Cther (specify) O Cther (specify) 1/16 O Computer Tare(s)
—_— Number O Cther (specify)
11, File is Used 12. File Becomes Inactive After
O Daily BrWeekly Q Monthly O Month(s} O Year(s)
Number :
Termination
13. Current Location(s) (Bldg., Floor, Room) 14. |s Record Series Duplicated Elsewhera?
1001 Radio Station Road (It yes, specity agency or office)
La Plata, MD 20646 Bx Yes O Ro
Supervisor's records
15. Accass Restrictions axYes T No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
XX None O State O Federal O Independent

any hadware/software

O VYes X8 No

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

18. Recommended Retennon /’

- 7,-'15; j/ A
p Qp =N ’///7‘ /p/V //ce//

De=s7r2y.

19. Name and Title of Preparer

Lowry S. Phelps
Administrative Secretary

20. Telephone Number

301-932-3599

21. Date

May 1, 1997

3 av. 1/




|

DEPARTMENT COF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructicns - Type or Print a saparate form for each RECCRDS MANAGEMENT DIVISICN
w or revised record saries, forward with Record 7275 WATERLOQ RCAD
tention Schedule {BGS 550-1) P.O. BOX 275 - 13 15
JESSUP, MARYLAND 20754 PAGE OF -2
9 1, D epartment/Agency 2. Division 3. Unit
Charles County Government ‘
Department of Public Facilities Solid Waste Personnel

DEFINITION - RECCRD SERIES - A group of related records normally filed and usad as a unit for rafersnce as well as retention and disposition purposes.

4. Record Series Title 5. Elagigslt Year/Latest Year

Inactive Personnel Records 981 to_4/97

6. Record Series Description (Briefly describs the types of informationn/documantsiferms found in the seriss. Include the purposs or function of the sarias.

Personnel records for employees whose employment has terminated.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
- ] ® File Drawer(s)
XK.etter Size 0 Microfilm XR Alphabetical O Microfim Real(s)
1/8 O Computer Tapse(s)
BRlegal Size QO Computer Tape O Numefical Number 0O Cther (specify)
O Bound Book 0 Floppy Disk O Chronclegical
"1 10. Annual Accumulation
R Audio Tape & Video Tape O Geographical QO File Orawer(s)
; ) ' O Microfiim Reel(s)
O Other (specify) O Cther (specify) O Computer Tape(s)
_— Number O Cther (specify)
11. File is Usad 12. File Becomses Inactive After
. O Qaily 0 Weekly O Monthly O Month(s) O Ysar(s)
N/A Number
13. Curent Location(s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
1001 Radio Station Road , {If yes, specify agency or office)
La Plata, MD 20646 Q  Yes O N
15. Access Restrictions %X Yos g No 16. Audit Requiremaents
(If Yes, cite Law(s) & Regulation(s)
O None O State D Federal DO independent

Confidental records

17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software '7/— //f ] A ; \.5/<5 /
C 4 AEier Tjer
fermm 4 /L////(//() ///éﬂ/

8 VYes X No -
~
A
9. Name and Title of Preparer 20. Telephone Number - : 21. Date
Lowry S. Phelps 301-932-3599 : May 1, 1997
Administrative Secretary

DGS 3504 (RGV. l/§3i




tention Schedule (OGS 550-1)

Instructions - Type or Print a separate form for each
“w or revisad record series, forward with Record

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLCO ROAD
P.OC. BOX 275

AGENCY RECCROS INVENTORY

JESSUP, MARYLAND 20794

PAGE 12 oF _15_

v |, D epartmenvAgency
Charles County Government

Department of Public Facilities

2. Division

Solid Waste

3. Unit

Personnel

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refersnca as well as ratention and disposition purposes.

4. Record Series Title

Leave Records

5. Earliast Year/ALatest Year
1/1/97 to Present

8. Record Series Description (Briefly describe the typas of infermationn/documentsiforms found in the series. Include the purposs or function of the seriss.

Leave records, leave slips for individual employees.

7. Record Series Format(s) 8. Record Series Secuence 9. Volume
, X2 File Drawer(s)
tetter Size 3 Microfilm XX Alphabetcal O Microfilm Reel(s)
1/8 0O Computer Taps(s)
Rxegal Size Q Computer Tape 0  Numerical Number O Cther (specily)
O Bound Bock O Floppy Disk O Chronolegical
10. Annual ‘Accumulation
0 Audio Tape 0 Video Tape O Geographical P AEETEE File Drawer(s)
: ) ' O Microfim Reel(s)
O Other (specify) O Cther (specify) 1/ 4_ O Computer Tape(s)
EEE—— Number 0O Cther (specify)
11, File is Used 12. File Becomes Inactive After
0 Daily O Weekly XX Monthly 1 3 Month(s) x8 Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
1001 Radio Station Road (if yes, specity agency or office)
La Plata, MD 20646 O Yes - D No
15. Accass Restrictions KXYes O No 16. Audit Requirements .
(If Yes. cite Law(s) & Regulation(s)
O None O State 0O Federal ¥k Independent

any hadwars/software

0O Yes 8X No

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

' ,18 ieiom’mended Retention /’{%/.I/ﬂ /.(é_‘/—-_// ,///’3
HIL L 5 17y 7
Hedy)/Bntreals Lypyie & E=A”

W/g//CJT T =]

19. Name and Title of Preparer

Lowry S. Phelps
Administrative Secretary

20. Telephone Number

301-932-3599

21. Date

May 1, 1997

DGS 5503 (Rev. 1/33)




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for sach RECCRDS MANAGEMENT DIVISION
v or revisad racord saries, forward with Record 7275 WATERLOO ROAD
.ention Schedule (DGS 550-1) P.O. BOX 275 : - 1
JESSUP, MARYLAND 20794 PAGE 14 oF 13
), DepartmenVAgenrcy 2. Division 3. Unit
Charles County Government
Department of Public Facilities Solid Waste Personnel

DEFINITION - RECORD SERIES - A group of related records normally filad and used as a unit fer reference as wall as retention and dispasition purposas.

4. Record Series Title ’ 5. Earfiest Yaar/Latest Year
1989 o 1996

Leave Records - Inactive

6. Record Series Description (Briefly describe the typas of informaticnn/documentsiorms found in the series. Include the purposa or function of the series.
Inactive time sheets,

leave records, leave slips for individual employees.

7. Record Seres Format(s) 8. Record Sen‘e§ Sequence S. Volume
- . &X File Drawer(s)
XXULettar Size 0 Microfilm £xX Alphabetical O Microfim Reel(s)
1/2 O Computer Tapse(s)
Q Legal Size O Computer Tape O Numerical Number " O Cther (specity)
O Bound Bock O Floppy Disk O Chrenological
"1 10. Annual Accumulation
3 Audio Tape O Video Tape O Geographical n EX File Drawer(s)
; . ’ O Micofim Reel(s)
0 Other (specify) O OCther (specify) 1/2 O Computer Tape(s)
DE—— Number O Cther (specify)
11. File is Used 12. File Becomes: Inactive Aftar
O Daily 0O Weekly O Monthly 1 O Month(s) £k Year(s)
: Number
N/A
13. Current Location(s) (B!dg., Floor, Room) 14. Is Record Serigs Duplicated Elsewhere?
1001 Radio Station Road (If yas, specify agency or office)
La Plata, MD 20646 O Yes O N
15. Access Restrictions XZ Yes O No ' 16. Audit Requirements

(If Yes, cite Law(s) & Regulaton(s)
O None O State O Federal ~ xi Independent

Confidential records

17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention 8@/,&}//]/{;—_"/’ \_.’.‘.( \/"/’ ,

any hadware/software Y s o .
. ﬁmg. WRTIL 50/ vy T

0O Yes Xt No ; )
4 R = = ¢
e | e TS P O
=/ Y e 2R N
19. Name and Title of Preparer 20. Telephoneg Number 4 7/ 21. Dats
Lowry S. Phelps 301-932-3599 : May 1, 1997
Administrative Secretary '

DGS 5504 (Rev. 1793)




Instructions - Type or Print a separate form for sach
w or ravised record series, ferward with Record
tention Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISICN
7275 WATERLCO RQAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTCRY

pace 15 ofF _15

v |, D spartmenvAgency
Charles County Government

Department of Public Facilities

2. Division

Solid Waste

3. Unit

Personnel

DEFINITICN - RECORD SERIES - A group of related records normally filed and used as a unit fer refarence as well as retention and disposition purposes.

4. Record Series Title
Leave Records - Inactive

5. Earliest Yaar/Latest Year
FY94 to FY95

8. Record Series Description {Briefly describa the typas of informationn/documents/forms found in the series.

Leave records for Solid Waste Division employees.

include the purposa or functicn of the sarias.

7. Record Series Format(s) 8. Record Series Sequenca 9 Volume
O File Drawer(s)
IXetter Size O Microfilm XX Alphabetical O Microfilm Reel(s)
O Computar Tapse(s)
O Legal Size 00 Computer Tape O Numerical Number QO Cther (specily)
O Bound Book O Floppy Disk g0 Chronclegical
X ! ;mutati
3 Audio Tape O Video Tape O Gecgraphical 10. Annual Accumula Sn File Drawer(s)
; . O Microfim Reel(s)
0 Other (specify) O Cther (specify) O Computer Tape(s)
_ Number O Cther (specify)
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly 0 Menthly O Menth(s) QO Ysar(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
12305 Billingsley Road East, Waldorf, MD (If yes; specily agency or offica)
0 VYes XX No
Storage Room
15. Accass Restrictions XX Yos g No 16. Audit Requirements
(I Yes. cite Law(s) & Regulation(s)
Confidential records 2 None O State O Federal D independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retsntion /9 &7'/ Y /1/ /g;—' / A <
any hadware/software e
s /fk27':Z_ /éié/,écqéf//”
O Yes XX No Fhree—yeers
' =
Regs re s bppven eons
MAC'/(/ /k,r/QDﬁs/ (B

19. Name and Title of Preparer

Lowry S. Phelps
Administrative Secretary

20. Telephone Number

301-932-3599

. Date

May 1, 1997

DGS 5503 {Rev. 1/93)




Instructions - Type cr Print a separate form for sach
1 or revisad recard saries, forward with Racord
.tention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT CIVISICN
7275 WATERLCQ RCAD

AGENCY RECCRDS INVENTCRY

P.0. BOX 275

Department of Public Facilities

JESSUP, MARYLAND 2074 page _L_ cF _10
9 1, D apartment/Agency 2. Divisicn 3. Unit
Charles County Government Charles County
Sanitary Landfill Administration

DEFINITICN - RECORD SERIES - A group of ralated recerds nermally filed and used as a unit fer refersnce as well as retention and disposition purposes.

4. Record Series Tite

Requisition Log

5. Eardiest Ysar/Latest Year
1995 v _Present

6. Record Series Descripticn (Briefly describe the typas of informatenn/documantsiforms found in the sariss.

Include the purpesa or function of the series.

Copies of requistions pertinent to landfill operation.

12305 Billingsley Road East, Waldorf, MD
Scalehouse

7. Reccrd Series Format(s) 8. Racerd Series Seguence 9. Velume )
O File Drawer(s)
Xletter Size 0 Microfilm C Alphabetical G Microflm Reel(s)
L O Computer Taps(s)
" Lagal Size Q Computer Tape 0 Numerical Number {0 Cther (specity)
0 Bound Book Q Floppy Disk ®&x Chronclogical File Folder
; - . 10. Annual Accumulation
B0 Audio Tape G Video Tape 0 Geograshical O File Drawer(s)
: . O Microfim Reel(s)
. O Cther (specify) O Cther (specify) O Computer Tape(s)
Number O Other (specfy)
11. File is Used 12. File Beccmas Inactive After _
QO Daily TWeakly O Monthly 3 O Month(s) X8 Year(s)
’ Number :
13. Cumant Location(s) {Bldg., Flocr, Room) 14. Is Record Sarias Duplicated Elsewhere?

1t specify i '
G agancy o office) Chief of Solid Waste

15. Access Restrictions O Yes X8 No

(If Yes, cite Law(s) & Regulation(s)

T Yes g No L

Landfill Superintendent/Purchasing Dept.
16. Audit Requirements

XX Nene O State O Federal O Independent

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

O Yes X No

18. Recommended Retention

wrd 0TIl 2y St T
1,@@ JrE e ils e R

/fe/wzz//; S

19. Name and Title of Preparer
Tricia Byard
Weigh Clerk

20. Telephone Number -
301-932-

/ ///e/ @%/KV.

1997

9038 April 25,

] av. s




=
[
instructions - Type or Print a saparate form for each

‘v or revised recard saries, forward with Record
stention Schedule (DGS 550-1)

DEPARTMENT CF GENERAL SERVICES
RECORDS MANAGEMENT CIVISICN
7275 'WATERLCQ RCAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECCRDS INVENTCRY

¢ ), D spartmenvAgency
Charles County Government
Department of Public Facilities

2. Civisicn
Charles County
Sanitary Landfill

3.

Unit

Administration

DEFINITION - RECORD SERIES - A group of relatad recards nermally filed and usad as a unit for referance as well as retantion and disposition purposes.

4. Record Series Title

Landfill Information and Regulations

5.

Earfiest Year/Latest Yaar
1994 t Present

Information/regulations pertinent to landfill operationm.

6. Record Seriss Descripion (Briefly describe the typaes of infermationn/documentsierms feund in the saries. Include the purpesa or funclion of the saries.

7. Record Series Format(s) 8. Recerd Seres Seguence 9. Volume .
XX File Drawer(s}
XX Letter Size O Microfilm XX Alphatetical O Microfilm Reel(s)
1 O Computer Tape(s)
" Legal Size Q Computer Tape O Numerical Number O Cther (specify)
0 Bound Book O Floppy Disk O Chronclogical
: L. 10. Annual Accumulaton
3 Aucio Tape O Video Tape 0O Geograghical O File Drawer(s)
. . C Microfim Reel(s)
O Cther {specify) O Cther (specify) O Computer Tapa(s)
Number O Cther (specify)
11. File is Used 12. File Becomes Inactve After
*X Daily O Weekly O Monthly O Month(s) O Year(s)
Number
N/A
13. Currant Location(s) (Bldg., Flocr, Room) 14. Is Recerd Series Duplicated Elsewhera?
12305 Billingsley Road East, Waldorf, MD (It yes. speciy agency or offics)
. ' . O VYes X No
Superintendent's Office
15. Access Restrictions O Yes X& No 16. Audit Reguirements
(If Yes. cite Law(s) & Regulation(s)
X8 None O State O Federal O Independent

any hadware/software

O VYes £X No

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

Permanent

18. Recommended Retention

Lkt oF

Lawpbt + 4 YA

19. Name and Title of Preparer
Tricia Byard
Weigh Clerk

20. Telephone Number -

301-932-9038

21. Date

April 25, 1997

TS 55043 (Rev. 1/.93)




Instructions - Type or Print a separate form for sach
new or revised record saries, forward with Record
anticn Schedule (OGS 550-1)

DEPARTMENT CF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLCQ RCAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECCRDS INVENTORY

pace _ 3 oF _L10

'y 1, D epartment/Agency 2. Division
Charles County Government

Department of Public Facilities

3. Unit

Charles County i
Sanitary Landfill

Administration %

DEFINITION - RECORD SERIES - A group of related records nermally filed and usad as a unit for rafsrence as well as retention and disposition purposes.

4. Record Series Title

Equipment Records

5. Earliast Year/Latest Year
1980 1o Present !

Records applicable to landfill equipment.

6. Record Series Description (Briefly dascribs the typas of informationn/documentsfAorms found in the series. Indlude the purpese or funclon of the sarias.

7. Recard Series Format(s) 8. Record Seriss Sequencs 9. Volume
XRB File Drawer(s)
B otter Size O Microfim ' X® Alphabetical O Microfilm Reel(s)
1 O Computer Tape(s)
O Legal Size 0O Computer Tape C  Numerical Number O Cther (specify)
4 Bound Book O Floppy Disk O Chronological
. . 10. Annual ‘Accumulation
B Audio Tape g Video Tape 01 Geographical n X® File Drawer(s)
; . O Microfim Reel(s)
0O Qther (specify) O Cther (specify) 1 O Computer Tapa(s)
D — Number O Cther (specify)
11. File is Used 12. File Becomas Inactive After .
O Daily ExXWVeekly O Monthly O Month(s) O Year(s)

Number
When equipment is no longer active

13. Curmrent Location(s) (Bldg.. Floor, Roem) 14. Is Record Series Duplicated Elsewhere?
12305 Billingsley Road East, Waldorf, MD (It yes. specify agency or office)
. ' . a Yas X No
Superintendent's Office »
15. Access Restrictions O Yes X3 No 16. Audit Requirements
(! Yes, cite Law(s) & Regulation(s)
X None O State O Federal O Independent
. . . . sl -
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention /?6/ ﬁ’/ /V g P ZJ ,%;e
any hadware/software : /_//.
. . Rexrmanent 2 Lgies /2 77
O Yes £X No Vg /V/ e )

Flas | yr; Toenlizsjer s,

19. Name and Title of Preparer
Tricia Byard
Weigh Clerk

20. Telephone Number -
301-932-9038

21. Date

April 25, 1997

DGS 5504 (Rev. 1793)




Instructions - Type or Print a saparate form for each
new or ravisad record series, forward with Record
ention Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT CIVISICN
7275 WATERLCO RCAD
P.0. BOX 275
JESSUP, MARYLAND 20734

AGENCY RECCROS INVENTORY

paGE _4_orF 10

v}, D spartment/Agency
Charles County Government
Department of Public Facilities

2. Division
Charles County
Sanitary Landfill

3. Unit

Administration

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

4. Record Series Title
Equipment Maintenance/Fuel Records

5. Earliest Year/Latest Year
1987 to _Present

Records of equipment repairs and fuel usage at landfill.

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

12305 Billingsley Road East, Waldorf, MD

7. Record Series Format(s) 8. Recsrd Series Sequence 9. Volume
gx File Drawer(s)
XJ Letter Size QO Microfilm - O Alphabetical O Microfilm Reel(s)
1 O Computer Tape(s)
O Legal Size O Computer Tape RxX Numsrical Number 0O Cther (spacify)
i Bound Book O Floppy Disk O Chronological
; . 10. Annual ‘Accumulation
0 Audio Tape O Vicao Tape O Geographical ®x File Drawer(s)
. . 0 Microfim Rael(s)
0 Cther (specify) 0O Cther (specify) 1 O Computer Tape(s)
Number O Cther (spacify)
11. File is Used _ 12. File Becomes Inactive Atter
EX Daily O Weekly O Monthly 0O Month(s) O Yesar(s)
Number ‘
When equipment is no longer active
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhera?

(if yes, specify agency or office)

any hadware/software

0 Yes X No

O Yes X No
Scalehouse
15. Access Restrictions O Yes ®XNo 16, Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
X None O State O Federal O Independent
17. Is an Index System Used? (if yes; explain briefly and describe 18. Recommended Retention

Permanent .

Libe ¢ bl + /y%ﬁﬁi

19. Name and Titls of Preparar 20. Telephone Number -
Tricia Byard

Weigh Clerk

301-932-9038

21. Date

April 25, 1997

DGS 5504 (Rev. 193]

bz o Egagr— fuel /)77




DEPARTMENT CF GENERAL SERVICES
RECORDS MANAGEMENT DIVISICN

AGENCY RECCRDS INVENTORY

Instructions - Type or Print a separate form for sach

7275 WATERLOQ RQAD

new oOr revised recard saries, forward with Record
ention Schedule {DGS 550-1)

P.O. BOX 275

JESSUP, MARYLAND 20754 pace __2 oF _10
9 1, D epartment/Agency 2, Divisicn 3. Unit
Charles County Government Charles County
Department of Public Facilities Sanitary Landfill Administration

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

4. Record Series Title
Landfill Records

,er

5. Earliest Year/Latest Year

1994 to _Present

6. Record Series Description (Briefly describe the types of informationn/documantsAorms found in the seriss. Include the purposa or functicn of the sarias.

Landfill records include copies of bills paid, tonnage reports, customer records, and
leachate reports.
7. Record Series Farmat(s) 8. Record Seriss Sequencs 9. Volume
BX File Drawer(s)
XXletter Size O Microfilm BX Alphabetical 4 O Microfim Reel(s)
O Computer Tape(s)
O Legal Size O Computer Tape 0 Numercal Number O Cther (specify)
- Bound Book O Floppy Disk ®x Chronological
: . 10. Annual Accumulation
0 Audio Tape 0 Video Tape 0 . Geographical & File Drawer(s)
. ! -8 Microfilm Reel(s)
D Cther (specify) O Cther (specify) 1 O Computer Taps(s)
Number O Cther (specity)
11, File is Used 12. File Beccmes Inactive After
O Daily XXWeekly O Monthly 3 O Month(s) K Year(s)

Number

13. Current Location(s) (Bldg.. Floor, Room)
12305 Billingsley Road East, Waldorf, MD
Scalehouse

(i yes, specify agency or office)
0O Yes T No

14. Is Record Saries Duplicated Elsewhere?

15. Access Restrictions a Yes BXNo

(If Yes, cite Law(s) & Regulation(s) -

16. Audit Requirements

X None O State O Federal O Indepandent

17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommenced Retention f =2 / 7 - 2N / L

any hadware/scftware /& > / d{ s g //—TL :; :’ -/;,/’ =

. . i . //- ,, I
O VYes £X No / % éZ-//
fg///" /75:’//,2_, 4//'9 e
ﬂ/ [ /57 T SN LS B,

19. Name and Title of Preparer 20. Telephone Number . Date /

Tricia Byard .

Weigh Clerk 301-932-9038 April 25, 1997

S} av. 1/




DEPARTMENT CF GENERAL SERVICES AGENCY RECCRDS INVENTORY
Instructicns - Type or Print a saparate form for each RECORDS MANAGEMENT DIVISION
naw or revisad recerd saries, forward with Record 7275 WATERLCO RCAD
anton Schedule (OGS 550-1) P.0. BOX 275
JESSUP, MARYLAND 20794 PAGE_6_ CoF 10
'y |, D epartment/Agency ' 2. Division 3. Unit
Charles County Government Charles County v
Department of Public Facilities Sanitary Landfill Administration

DEFINITION - RECORD SERIES - A group of related records nermally filed and usad as a unit for refersnce as well as retention and disposition purposes.

4. Record Series Title

Purchases

S. Earliest Year/Latest Year
1995 to _Present

Copies of invoices paid.

8. Record Series Description (Briefly describe the types of informationn/documentsiorms feund in the series. Include the purposs or function of the saries.

(If Yes, cite Law(s) & Regulation(s)

7. Record Series Format(s) 8. Reccrd Seriss Seguence 9. Volume
- ) LK File Drawer(s)
Xletter Size O Microfilm O Alphabetical G Micofim Reel(s)
1 O Computer Tape(s)
O Legal Siza 0 Computer Tape EX Numerical Number O Cther (specify)
J Bound Book O Floppy Disk . O Chronological
: - . "1 10. Annual Accumutation
1 Aucio Tape O Video Tape 0O Geographical X File Drawer(s)
. . ’ C Microfilm Reel(s)
O Cther (specity) O Cther (specify) 1 O Computer Taps(s)
-_— Number O CQther (specity)
11, File is Used 12. File Becomes Inactive After
O Daily X3 Weekly Q Monthly 3 O Month(s) XX Year(s)
' Number
13. Current Location(s) (Bidg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
12305 Billingsley Road East, W (If yes. specify agency or office)
gsley » Waldorf, MD X8 Yes O No Purchasing Dept.
Scalehouse
15. Access Restrictions O Yes XX No 16. Audit Requirements

X® None O State O Federal O Independent

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

——

18. Recommended Retennon/é/%/// [;,—- :7/‘1//’3
Hiid T L 124) Ay T ﬁ(é/////‘,q&soc

O Yes %X No Three—years.
e boes /;/ﬁ//:c/ /7?,0
JD&S) 2.
19. Name and Title of Preparer 20. Telephone Number / 21. Date
Tricia Byard . .
Weigh Clerk 301-932-9038 April 25, 1997

DGS 5504 (Rev. 1/33)




Instructions - Type or Print a separate form for each
new or revisad racord saries, forward with Record
antion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISICN

AGENCY RECCRDS INVENTORY ;

7275 WATERLCC RQAD
P.C. BOX 275
JESSUP, MARYLAND 2¢734

,PAGE_1_OF 10

vy J, D epartmentAgency
Charles County Government
Department of ‘Public Facilities

2. Divisien
Charles County
Sanitary Landfill

7
yd

7
3. Ynit

Administration

DEFINITION - RECORD SE§E\S - A group of related records normally filed and used as a unit for rafprénce as well as retention and dispesition purposes.

4. Record Series Title

Weigh Tickets - Inactive

S. Earfiest YaarfLatest Year :
FY94 w0 FY95

\

6. Record Series Description (Briefly describe the typas of informationn/documents/to

Weigh tickets for use of\landfill.

found in the serias. Includs the purpess or function of the saries.

7. Record Series Format(s) ecord Series Sequence 8. Volume .
2 fix File Drawer(s)
O Letter Size O Microfilm C Alphabetical O Microfim Reel(s)
1 0O Computer Taps(s)
O Legal Size 0 Computer Tape O Numerical Number @x Cther (specify)
4 Bound Book O Floppy Disk Chronclogical Shelf
. - . 10. Annual Accumulation
0 Audic Tape O Video Tape Geographical O File Drawer(s)
; . 8 Microfilm Resl(s)
Hx Other (specify) Q \ Cther (specify) 0O Computer Taps(s)
Number O Cther (specify)
Bundled '
11. File is Used 12. File Becomes Inactive After
O Daily 0 Weelly O Monthly 0 Month(s) O VYsar(s)
Number
13. Current Location(s) {Bldg., Floor/Room) \ 14. Is Record Series Duplicated Elsewhere?
12305 Billingsley Roa ' (1 yes. specity agency or office)
g y Ro East, Waldorf, MD \ o Yes O No
15. Access Restrictions O Yes X® No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s) :
XX None O State 0O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18\ Recommended Retention
any hadware/software :
O Yes X No Permanent
19. Name and Title of Preparer 20. Telephone Number 21. Date
Tricia Byard ,
Weigh Clerk 301-932-9038 April 25, 1997

S ev, 1/




Instructions - Type or Print a separate form for sach

new or ravised recard saries, forward with Record

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT CIVISICN
7275 WATERLOQ RCAD
P.C. BOX 275

AGENCY RECCRDS INVENTORY

‘ention Schedute (DGS 550-1)

JESSUP, MARYLAND 20794

PAGE _8 oF _10

¥ 1, Department/Agency 2. Division
Charles County Government

Department of Public Facilities

Charles County
Sanitary Landfill

3. Unit

Personnel

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

4. Record Series Tidle

Personnel Records

5. Earliest Year/Latest Year
1976 to Present

6. Record Series Description (Briefly describe the typas of informationn/documentsforms found in the saries.

include the purpese or function of the senes.

Copies of evaluations and notes for landfill employees.

7. Record Series Format(s) 8. Record Serias Sequencs 9. Volume
XR File Drawer(s)
XXLetter Size O Microfilm BEX Alphabstical O Microfilm Reel(s)
1 0O Computer Tape(s)
0O Legal Siza O Computer Tape O Numerical Number g Cther (specify)
J Bound Book O Floppy Disk ®X Chronological
y . A lat
3 Audic Tape 0 Video Tape O Geographical 10 Annual Accumu :{n File Drawer(s)
. y ) O Microfim Reel(s)
O Cther (specify) O Cther (specify) 1 O Computer Tapa(s)
EEE—— Number O Other (specify)
11. File is Used 12. File Becomes Inactive After
g Daily TXWeekly O Monthly 0O Month(s) O VYear(s)

Number
When employment is terminated

13. Current Location(s) . (Bldg., Floor, Room)
12305 Billingsley Road East, Waldorf, MD
Superintendent's Office

" 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or offics)
X Yes C No
Main DPF Office

15. Access Restrictions X Yos O No

(If Yes, cite Law(s) & Regulation(s)

Confidential Records

16. Audit Requirements

XF None O State O Federal O Indepandent

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

O VYes XX No

18. Recommended Retention E&m,\) @//3
g Bﬁz;;;;é:frjyvi//yagz/y53457 e

DesS)7 b .

19. Name and Title of Preparer
Tricia Byard
Weigh Clerk

20. Telephone Number -
301-932-9038

21. Date

April 25, 1997

DGS 5504 (Rev. 1/93)




Instructions - Type or Print a separate form for sach
new or ravised record saries, forward with Record
tention Schedute (DGS 550-1)

L

DEPARTMENT CF GENERAL SERVICES
RECORDS MANAGEMENT DIVISICN

AGENCY RECCROS INVENTORY

7275 WATERLCQ ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

paGE _9 oF _10

I

v, D epartmenVAgency
Charles County Government
Department of Public Facilities

2. Divisicn
Charles County
Sanitary Landfill

3. Unit

Personnel

DEFINITION - RECORD SERIES - A group of related racords normally filed and used as a unit for reference as waell as retenticn and disposition purposas.

4. Record Series Title

Uniform Records/Boot Receipts

5. Earliest Year/Latest Year
1976 1 Present

6. Record Series Description (Briefly describs the types of informationn/decumentsiorms found in the saries. Include the purpess or function of the sarias.

Records for uniforms and boots for employees of the landfill.

7. Record Series Format(s) 8. Reccrd Seniss Sequence 8. Volume
gX File Drawer(s)
XXLletter Size 0 Microfitm X® Alphabetical O Microfim Reel(s)
1/2 O Computer Taps(s)
Q Legal Size O Computer Tape O Numerical Number O Cther (specify)
J Bound Book O Floppy Disk O Chronological
. . 10. Annual Accumulation
0 Audio Tape O Video Tape £ Geographical X® File Orawer(s)
: , ’ O Microfim Reei(s)
0 Cther (specify) O Cther (specify) 1/2 O Computer Tape(s)
Number O Cther (speciy)
11. File is Used 12. File Becomes Inactive After
O Daily X3 Weekly O Monthly O Month(s) O Year(s)
Number
When employment is terminated.
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhera?
12305 Billingsley Road East, Waldorf, MD (If yes, specify agency or office)
O Yes XX No
Scalehouse
15. Access Restrictions O Yes X8 No 16. Audit Requirements
(If Yes, cite Law(s) & Reguiation(s)
' X Nonse D State D Federal O Independent

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

O Yes XX No

Recommended Retention ﬁ{/g e ? - 3 B.
rf(sci 17 L ’fzs

i

L ey T ,
/,/3?4;z1é24;3V /’3¢F>’¢" P

19. Name and Title of Praparer
Tricia Byard
Weigh Clerk

20. Telephone Number -
301-932-9038

u//ff/é/ Thew Desirs G .

21. Dats

April 25, 1997

3 ev. I/




instructions - Type or Print a separate form for sach
new or revisaed reccrd saries. forward with Record

DEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT CIVISICN
7275 WATERLOQ RQAD

AGENCY RECCRLS INVENTCRY

P.O. BOX 275

ention Schedule (DGS 550-1) 10 10
JESSUP, MARYLAND 20794 PAGE 2T CF Y
¢ |, Department/Agency 2. Division 3. Unit
Charles County Government Charles County
Department of Public Facilities Sanitary Landfill Personnel

DEFINITION - RECORD SERIES - A group of related records normaﬂy filed and usad as a unit for referance as well as ratention and dispasition purposes.

4. Record Series Title

Time Cards/Leave Records

5. Earliest Year/Latest Year
1994 3 Present

6. Record Series Description (Briefly describe the typas of informationn/cdocumentsiforms found in the sariss.

Include the purpesa or funcion of the seriss.

Original time cards/leave slips/leave records.

Confidential Records

7. Record Series Format(s) 8. Reccrd Seriss Sequenca 9. Volume
O File Drawerf{s)
O Letter Size O Microfilm x& Alphabetical O Microfim Reel(s)
_ 1 O Computer Tape(s)
0 Legal Size G Computer Tape O Numerical Number Lk Cther (specify)
Box
4 Bound Book O Floppy Disk X Chronological
; . 10. Annual Accumulation
R Audio Tape 3 Video Tape O Geographical O File Drawer(s)
. . ’ O Micrefim Reel(s)
B:Other (specify) Q  Cther (specify) 1 O Computer Tape(s)
— Number XZ Cther (specity)
Time cards/box Box
11. File is Used 12. File Becomes Inactive After
O Daily TWeekly O Monthly 3 g Month(s) ®’X Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsawhera?
12305 Billingsley Road East, Waldorf, MD: (1 yes, specify agency or office)
O VYes x8 No
Scalehouse
15. Access Restrictions X¥ Yes 0O No 16. Audit Regquirements
(If Yes, cite Law(s) & Regulation(s)
O None O State O Federal XX Indepsendent

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

DO VYes X No

18. Recommended Retention ﬁ 672_/—/(/ F r~ 3// Y
Brd LRSI
'/ ) Pz T

K= /K:rﬂ"’e’/”/\s /ﬁ/ = f’"’ Sasl

19. Name and Title of Preparer 20. Telephone Number

Tricia Byard
Weigh Clerk

301-932-9038

April 25, 1997

9 ev. 1/




Instructions - Type or Print a separate form for sach
‘w or revised record seriss, forward with Record
i@ntion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT OIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO RCAD
P.O. BOX 275
JESSUP, MARYLAND 20734

PAGE QF

v 1, Deparment/Agancy 2. Division

DPF Roads

3. Unit

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

4. Record Series Title
Charles County Roads

5. Earliest Yaar/Latest Year
'86 to_'97

Deeds and Inspection Reports from PGM for

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

all County roads.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume o
KX File Drawsr(s)
0O Letter Size O Microfilm XX Alphabetical & O Microfilm Reel(s)
O Computer Tape(s)
XXlegal Size O Computer Tape O Numerical Number O Cther (specify)
O Bound Book QO Floppy Disk g Chronological
: . 10. Annual Accumulaticn
3 Audio Tape 3d Video Tape 0 Geographical ) O File Drawer(s)
. L i O Microfilm Resl(s)
O Other {specify) O Cther (spacify) 50 O Computer Tape(s)
Number = cher (specity)
X Fdus
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly XX Monthly 0 Moenth(s) O Yesar(s)
Number
13. Currant Location(s) (Bldg., Floor, Room) 14. |s Record Series Duplicated Elsewhare?
Superintendent's Office, Road's Shop (it yes, specify agency or offics)
O Yes X No
18. Acces$ Restrictions O Yes XK No 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s)
B None O Stte O Federal D Independent

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

a Yes X No

18. Recommended Retsntion

Files should be maintained as they contain

legal deeds, etc. )
/et

Ve Wf?/y’e/27777;/;6}é r

9. Name and Title of Preparer 20. Telephone Number

. 5M'
Adwwun . Jcaui%

301- 932 -

;'cﬁ//;, Te TR S by

21. Dats

ey 50997

3Uso

DGS 550-3 (Fev. 1/93)

R-1




Instructicns - Type or Print a separate form for sach
~w or revised record sariss, forward with Record
Aention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
P.C. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 1 _ oF _1

2. Division
Roads

9 |, D epartment/Agency
DPF

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refersnce as well as ratention and dispesition purposes.

4. Record Series Tile

Road Maintenance

5. Earliest Yaar/Latest Year
'92 15 '95

('92-~95)

6. Recerd Series Description (Briefly descrite the typas of informationn/documents/forms found in the saries. include the purpose or function of the saries.

FY '92-95 Overlay, Slurry Seal ('92-95), Line Striping .('92-95), Shoulder Maintenance_

S

30/-931. 3450

7. Record Series Format(s) 8. Record Seriss Sequance 9. Volume
Kl File Drawst(s)
Q Letter Size O Microfilm KX Alphabetical / 0 Microfim Reel(s)
- 8 O Computer Taps(s)
glegal Size T Computer Tape O Numerical Number O Cther (specify)
O Bound Book Q Floppy Disk O Chronological
(o T . 10. Annual Accumulaticn
A Audio Tape O Video Tape O Geographicai O File Drawer(s)
. . ) QO Microfim Reel(s)
0 Cther (specify) O Cther (specify) Q O Computer Tape(s)
Number O Cther (spedfy)
11. File is Used 12. File Becomas Inactive After
O Daily 0O Weekly O Monthly O Month(s) O VYear(s)
Number
Occasionalley
13. Current Location(s) (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere?
. . If yes, specify agency or offica
Superintendent's Office, Road's Shop gy Yes gxxy No )
15. Accass Restrictions O Yes KX No 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s)
' -0 None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadwara/software .
O Yes & No '3 >/ KS
20. Telephone Number - 21. Dale

/ﬁ{uu/ 5,/997

DGS 5504 (Rev. 1/93)

£.2




Instructions - Type or Print a saparate form for each
~w or revised record saries, forward with Record
tention Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

JESSUP, MARYLAND 207394

AGENCY RECORDS INVENTCORY

P.O. BOX 275

pace _1_ oF _1

2. Division
Roads

¥ ), DepartmsnVAgency
DPF

3. Unit .

DEFINITION - RECORD SERIES - A group of related racords normally filead and used as a unit for referance as well as retention and disposition purpcsas.

4. Record Series Title

Personnel Files

5. Earligst Year/Latest Year
'86 t0_90

6. Record Series Description (Briefly describe the typas of informationn/documentsiorms found in the seriss. Include the purpese or function of the saries.

Personnel Files, Time Cards, Leave Records, etc.

7. Record Series Format(s) 8. Record Series Sequencs S. Volume
: X® File Drawser(s)
O Letter Size _ O Microfilm ¥X Alphabetical Z O Microfilm Real(s)
: - 0O Computer Tape(s)
Wlegal Size O Computer Tape 0O Numerical Number O Cther (specify)
O Bound Bock O Floppy Disk 8 Chronological
10. Annual Accumulation
B Audio Tape O Video Tape O Geographical " *2 File Drawer(s)
, . . O Micrefim Resl(s)
a cher {specify) O Cther (specify) @ O Computer Tapa(s)
Number O COther (specify)
11. File is Used 12. File Becomss Inactive After
O Daily O Weekly O Monthly 0 Month(s) O Year(s)
Number
Seldom
13. Currant Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhers?
’ If yas, specify agency or office
Superintendent's Office, Road's Shop Ey Yos QXR? No )
15. Accas$ Restrictions XX Yes O No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
O None O State O Federal O Independent
17. is an Index System Used? (If yes, explain briefly and describe 18. F_lecommended Retention
any hadware/software - 5 W
: : yed—duero-age:. .
O Yes X No
/ A ff‘ Sy s /s;,:f”’/\-
<,
] f?“(///%// D,c) //,g%/f—

19. Name and Title of Preparer

. Sharam)
/?dﬂu_n &&Ma/u{

20. Telephone Number - _
20/-932- 3450

21. Dats

s/s/o1

DGS 5504 (Rev. 1/93)

R.3




Instructions - Type or Print a separate form for each
‘¥ or revised record saries, forward with Record
@ntion Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLCQO RCQAD

JESSUP, MARYLAND 20794

AGENCY RECCRDS INVENTORY

P.0. BOX 278

PAGE _1_oF __1

2. Division
Roads

v |, DepartmentAgency
DPF

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refersnce as well as retsntion and disposition purposes.

4. Record Series Title

Weekly Employee Time Sheets

5. Earliest Yaar/Latest Year
87 _to_88

6. Record Series Description (Briefly describe the typas of informationn/documents/Aorms found in the series.

Include the purpose or functcn of the sanes.

Weekly time reported for individual employees

19. Name and Title of Preparar

A
Admin . Secritary B

20. Telephone Number -

30Q/-932-3{50

7. Record Series Format(s) 8. Record Series Sequenca 9. Volume
: X File Drawer(s)
O Letter Size O Microfitm X} Alphabetical / O Micofim Reel(s)
_ 8 0O Computer Tape(s)
~Q Legal Sizs 3 Computer Tape 0 Numerical Number 0O Cther (specify)
O Bound Book O Floppy Disk O Chronological
10. Y lati
0 Audio Tape 0O Video Tape 0 Geographical 0. Annual Accumla Sn File Drawer(s)
. . ‘ O Microfim Reel(s)
Q Cther (specify) g Cther (specify) 425 O Computer Tape(s)
Number O Cther (specify)
11. File is Used 12. File Becomes Inactive After
O Daily 0 Weekly 0 Monthly O Month(s) g Year(s)
Never Number
13. Current Location(s) (Bldg., Ficor, Room) 14. Is Record Series Duplicated Eisewhere?
Superintendent's Office, Roads Shop (It yes. specify agency or office)
0 VYes XX No
15. Access Restrictions XX Yeos O No 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s)
O None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retennon /{)e//?y/[/“ ﬁ“\;//
/!
any 'hadwa?ra software e'tent Fon—du
O Yes % No ohwbikes. ;2800 LN, L W‘Z/dr//
Reguy red e s S 4 S e et
//’ //_éz/ //f%ﬂfs) (2
ate

D
/Yl_a_,q 5,997

DGS 5503 (Rev. 1793} =

K4




Instructions - Type or Print a separate form for each
“w or revisad record series, forward with Record
stention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECCROS INVENTORY

7275 WATERLOQ RCAD
P.QO. BOX 278

JESSUP, MARYLAND 20794 PAGE 1 OF __1_

v ], D epartmsnVAgency
DPF

2. Division

Roads

3. Unit

DEFINITION - RECQOROD SERIES - A group of related records normally filed and usaed as a unit for refarsnce as well as retention and disposition purposas.

4. Record Series Title

Signal Maintenance

5 E t Year/Latest Year
3585 to Present

8. Record Series Description (Briefly describe the types of informationn/documents/forms found in the seriss.

Agreements on Signal Maintenance for Charles County

Include the purpese or function of the sanes.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
. X File Drawer(s)
TRletter Size 0 Microfiim O Alphabetical / / 20 O Microfiim Reel(s)
: O Computer Taps(s)
0 Legal Size O Computer Tape O Numerical Number O Cther (specify)
O Bound Book O Floppy Disk gX Chronological
10. Annual ‘Accumulation
0 Audio Tape 0 Video Tape O Geographical : Y O File Drawer(s)
; . O Micofim Reel(s)
Q Other (specify) O Cther (specily) O Computer Taps(s)
Number 0O Cther (specity)
11. File is Used 12. File Becomas Inactive After
O Daily 0 Weekly XX Monthly O Month(s) O Yearls)
) Number
13. Current Location(s) {Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Roads, Storage Room (Office) (If yes, specify agency or office)
0O Yes g No
15. Aecess Restrictions a Yes ¢ No 16. Audit Requirements
(!f Yes, cite Law(s) & Regulation(s)
' O None O State O Federal O Independent

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

DO Yes

%No

18. Recommended Retention

Should retain due to nature of subject.

Like oF SIwR + k¥R

{9. Name and Title of Preparer

£.
ddran. Jecutary

20. Telephone Number -

.934-3Ys0

21. Dats

/nay S5,(297

DGS 530-8 (Rev. 133)

R-5




tention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for sach
w or revised record series, forward with Record

DEPARTMENT QOF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION
7275 WATERLCQO ROAD

P.C. BOX 275 1
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE oF _1

v}, D epartmen¥Agency

DPF

2. Division

Roads

3. Unit

4, Record Series Title

Board of Education

DEFINITION - RECORD SERIES - A group of related records normally filed and usad as a unit for referance as well as retantion and disposition purposas.

S. Earliest Ysar/Latest Year
—96 0_'96

6. Record Series Description (Briefly describe the types of informationn/documentsiAorms found in the series. Indude the purpese eor function of the saries.

Road repairs for schools and asphalt invoices

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
' % File Drawer(s)
O Letter Size O Microfilm & Alphabetical // O Microfim Reel(s)
4_,:_,__5 O Computer Taps(s)
Dylegal Size O Computer Tape O Numerical Number O Cther (specify)
O Bound Book d Floppy Disk O Chronological
iy . 10. Annual Accumulation
£ Audio Tape O Video Tape O Geographical O File Drawer(s)
: . O Microfim Reei(s)
O Cther (specify) O Cther (specify) O Computer Tapa(s)
Number O Cther (specify)
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly O Monthly , O Month(s) O Year(s)
Number
Never
13. Current Location(s) (Bldg., Floor, Room) 14. s Record Series Duplicated Elsewhere?
. . . If yes, specify ffi
Superintendent's Office, Road's Shop ,(3 yesYes age}g;y 0;; )
15. Access Restrictions Q Yes ®xNo 16. Audit Requirements
(f Yes. cite Law(s) & Regulation(s)
0O Nens 0 State D Federal DO Independent

any hadware/software

O Yes XX No

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

18. Recommended R?tonﬁon w A /é,’—-— = / =

AN Wi STy | B i T
. . e ’/' A‘f e

Kedw e zrzeil= Lurre 2

L fed T D] o

19. Name and Title of Preparer

20. Telephone Number -

21. Date

gﬂwun éaou,tau/ - 30/-Q32- 3¢S0 /)Log S,/1297
o v, Ie_a




|

w or revised racord saries, forward with Record
ention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for sach

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO RCAD
P.OC. BOX 275
JESSUP, MARYLAND 20794

PAGE_] OF _1_

-y ), Deparment/Agency
DPF

2. Division

Roads

3. Unit

DEFINITION - RECORD SERIES - A group of related records nomally filed and usad as a unit for refersnce as well as retention and dispesition purpesas.

4. Record Series Title

Blanket Permits

S. Earliest Ysar/Latest Year
'95 to_present

Copies of all utility permits issued for County Roads. .

6. Record Series Description (Briefly describe the typas of informationn/documents#orms found in the series. Indluds the purpese or function of the saries.

7. Record Series Format(s) 8. Record Series Sequenca 9. Volume
Filte Drawer(s)
Eiotter Size O Microfilm O Alphabetical ! 4 O Microfim Reel(s)
O Computer Tapse(s)
Q Legal Size 0 Computer Tape O Numerical Number O Cther (specify)
O Bound Book {0 Floppy Disk XX Chronological
10. Annual ‘Accumulation
2 Audio Tape O Viceo Tape 8 Gecgraphical " O File Drawer(s)
; . O Microfim Reel(s)
0 Cther (specify) O Cther (specify) O Computer Tapa(s)
Number O Cther (spectfy)
11. File is Usad 12. File Becomaes Inactive After
O Daily 0 Weekly XX Monthly O Month(s) O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
. (If yes, specify agency or offica)
Road's Office, Storage Room Q  Yes No
15. Accass Restrictions a Yes Xé No 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s)
' O None O State O Federal O Independent
17. Isan Index System Used? (if yes, explain briefly and describe 18. Recommended Ratention
any hadware/software y
D Yes XX No Retenti ue to na
subje , . .
ZY/{S ( Plhom S R )

19. Name and Title of Preparer

20. Telephone Number -

30/- 933 - 3UJ<o

21. Date

MaL §,1997

DGS 5504 (Rev. 193)

R-7




DEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION

AGENCY RECCRDS INVENTORY

Instructions - Type or Print a separate form for each
‘w or rovised record series. forward with Record

7275 WATERLOQO RCAD

stention Schedule (DGS 550-1) P.Q. BOX 275 .
JESSUP, MARYLAND 20734 PAGE 1 OF _1_
v |, Departmenv/Agency 2. Division 3. Unit
DPF Roads

DEFINITION - RECCORD SERIES - A group of relatad recerds normally filed and usad as a unit for referance as well as ratention and disposition purposes.

4. Record Series Title

Correspondence

5. Earlisst Year/Latest Year
95 _to_present

All major correspondence received by Roads

6. Record Series Description (Briefly describa the types of informationn/documentsiorms found in the series. Include the purpese or function of the saries.

/M. Mudd

7. Record Series Format(s) 8. Record Series Sequencas 9. Volume
. File Drawer(s)
Xietter Size O Microfitm O Alphabetical / g Microflm Reel(s)
0O Computer Tape(s)
O Legal Size O Computer Tape 0O Numerical Number O OCther (specify)
O Bound Beck a Floppy Disk K Chronolegical
iy T . 10. Annual ‘Accumuiation
0 Audic Tape O Video Tape O Geographical O File Drawer(s)
: : . ' O Microfim Reel(s)
0 Cther (specify) O Cther (specify) / O Computer Tape(s)
Number O Other (specity)
11. File is Used 12. File Becomes Inactive After
X Daily 0O Weekly O Monthly O Month(s) O Year(s)
Number :
13. Current Location(s) (Bldg., Floor, Room) 14. s Record Serias Duplicated Elsewhere?
(If yas, specify agency or offica)
Road's Office, Storage Room O VYes R No
15. Accass Restrictions O Yes X No 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s)
0O Nene O State 0O Federal O Independent

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

‘0O VYes A No

18. Recommended Retention

ise Trererzol [/

19. Name and Title of Preparer 20. Telephone Number -

R . Jharram)
Adrmun. Jecraton

21. Date

DGS 5504 (Rev. 1/93)




instructions - Type or Print a separate form for each
‘¥ or revised record series, forward with Record
tantion Scheduls (DGS 530-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

'AGENCY RECORDS INVENTORY

7275 WATERLOQ RQAD
P.O. BOX 275
JESSUP, MARYLAND 20794

—

PAGE OF

-y ), Department/Agency

DPF

2. Division

Roads

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refarence as well as retention and disposition purpesas.

4. Record Series Title

Sign Requests

5. Earliest Year/Latest Year
'92 to_present

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

Requests/work done on signs from other departments throughout the County government.

7. Record Series Format(s) 8. Record Series Seguencas 9. Volume
& File Drawsr(s)
B atter Size 0 Microfilm O Alphabetical // O Microfiim Reel(s)
: /0 0O Computer Taps(s)
7 Legal Size O Computer Tape g0 Numerical Number O Cther (specify)
O Bound Book (3 Floppy Disk X Chronological '
10. Annual ‘Accumulation
A Audio Tape O Video Tape O Geographical O File Drawer(s)
. . ) 0 Microfilm Reel(s)
O Cther (specify) O Cther (specify) ;Z ; O Computer Tape(s)
Number O Other (specify)
11. File is Used 12. File Becomss Inactive After
O Daily E¥Wveekly O Monthly O Month(s) O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. |s Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Roads Office, Storage Room Q Yes X No
15. Access Restrictions O Yes X® No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
X4 None DO State O Federal 0 Independent

any hadware/software

O VYes XX No

17. Is an Index System Used? (if yes, explain briefly and describe

18. Recommended Retsntion

.J:E&s)/739/

eFr for 3 /Ks /Je,(/

19. Name and Title of Praparer
£
adrar. ecntany

20. Telephone Number -

30/-932. 3YsD

21. Date

May S,199 7

DGS 5504 (Rev. 1733)

2.9




Instructions - Type or Print a saparate form for each
‘v or revised record series, forward with Record
@ntion Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES

RECCRDS MANAGEMENT DIVISION
7275 WATERLOQ RCAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTCRY

page _L_ofF 1

v}, D epartment/Agency

DPF

2. Division

Roads

3. Unit

DEFINITION - RECORD SERIES - A groub of ralated records normally filed and used as a unit for refersnca as well as retention and disposition purposas.

4. Record Series Title

Vehicle/Equipment Information

5. Earliest Year/Latest Year
'96 topresent

6. Record Series Description (Briefly describs the typas of informationn/documents/iforms found in the seriss. Induds the purpose or function of the saries,

Serial #s, locations, etc., for all equipment/vehicles for the Roads Division

7. Record Series Format(s) 8. Record Series Sequence 3. Volume )
K File Drawer(s)
atter Size O Microfilm O Alphabetcal // O Microfilm Reel(s)
Bl 20 O Computer Tapa(s)
1 Legal Size 8 Computer Tape 8 Numerical Number O Cther (specity)
O Bound Book 0O Floppy Disk ®X Chronological
10. Annual ‘Accumulation
0 Audio Tape O Video Tape O Geographical O File Drawer(s)
: , O Microfilm Resi(s)
O Cther (specify) O Cther (specify) O Computer Tape(s)
Number O Cther (specify)
11. File is Used 12. File Becomas Inactive After
G Daily XXWeekly O Monthly O Month(s) O Year(s)
Number
13. Current Location(s) {Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere?
(If yes, specify agency or offics)
Roads Office, Storage Room O Yes RX No
15. Access Restrictions Q Yes KX No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
D None O State 0 Federal O Independent

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

O Yes ¥ No

k/Ff }&‘F

-1.8' Recommended R-etenn'on ﬁ 6—7/5'{/ . g — 7—}—7:—

SLL PP

yticse ples )y S Thes

19. Name and Title of Preparer

aomur . Jaouzia/u,f

20. Telephone Number

30/-332-3Y.SH

D@TF“D/M

21. Date

May 5199 7

DGS 550-4 {Hev. 1793)

£-10




Instructions - Type or Print a separate form for each
9w or revised record serigs, forward with Record
stention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT CIVISICN

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTCRY

7275 WATERLOQ RCAD
P.C. BOX 275

—

PAGE CF

v ], D epartmenVAgency
DPF

2. Division
Roads

3. Unit

\

DEFINITION - RECCRD SERIES - A group of related records nermally filed and usad as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Department of Natural Resources

5. Earliest Year/Latest Year
94 to__present

Information on wetlands, wildlife & tree permits

puit

Q_@?A,,v

6. Record Series Description (Briefly describe the typas of informationn/documents/forms found in the seriss. Inciude the purpess or functicn of the ssrias.

— WA&T_P

7. Record Series Format(s) 8. Record Seriss Sequance 9. Volume
_ 2 File Drawer(s)
XX Letter Size O Microfitm 0 Alphabetical // O Microfilm Reel(s)
22 O Computer Taps(s)
O Legal Sizs O Computer Tape O Numerical Number O Cther (specify)
0 Bound Book 0 Fioppy Disk XX Chronological
: 10. Annual ‘A lat
0 Audio Taps 0 Video Tape O Geograshical : couma Sn File Drawer(s)
: . ) O Microfilm Reel(s)
O Cther (specify) O Cther (specify) _\7@ O Computer Tape(s)
D — Number O Cther (specify)
11. File is Used . 12. File Becomss Inactive After
O Daily 0 Weekly RyMonthly O Month(s) g Year(s)
Number
13. Current Location(s) (Bldg., Floar, Room) 14. Is Record Series Duplicated Elsewhere?
) (If yes, specify agency or office)
Roads Office, Storage Room a) ¢ Yes s No
15. Access Restrictions O Yes XX No 16. Audit Requirements
{If Yes. cite Law(s) & Regulation(s)
O None O State O Federal O Independent

any hadware/softwars

O Yes

& No

17. Is an Index System Used? (!f yes, explain briefly and describe

18. Recommended Retention

YRS s wnfosed

e

19. Name and Title of Preparer

R. Sharoars
| Aarun . Seautaiy

20. Telephone Number -

30/- 983 35D

21, Date

may 5,099 7

DGS 5504 (Hev. 1793) 7

yi




Instructions - Type or Print a separate form for sach
w or revisad recard saries, forward with Record
Aention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD

JESSUP, MARYLAND 20754

AGENCY RECORDS INVENTORY

P.0. BOX 275 ‘ 1
PAGE

o 1

2. Division
Roads

-y ), Department/Agancy
DPF

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refersnce as well as retsntion and disposition purposaes.

4. Record Series Title
Athletic Field Information

5. Earliast Yaar/Latest Year
'94 1o _present

6. Record Series Description (Briefly describe the typaes of informationn/decumantsiAorms found in the series. Include the purpese or function of the saries.

Copies of bills, overtime, etc., for athletic field projects done by Roads.

7. Recerd Series Format(s) 8. Record Series Sequencs 9. Volume
File Drawsr(s)
XXletter Size 0 Microfilm U Alphabetical / g Micofilm Real(s)
20 ‘O Computer Tapea(s)
Q Legal Size O Computer Tape T Numerical Number O Cther (specity)
O Bound Book O Fioppy Disk BX Chronological
10. Annual ‘Accumulation
0 Audio Tape g Video Tape O Geographical O File Drawer(s)
; . O Microfim Reel(s)
D Cther (specify) O Cther (specify) 0 Computer Tape(s)
' Number O Cther (specify)
11. File is Used 12. File Becomas Inactive After
g Daily O Weekly G ;Monthly 0O Month(s) O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsswhere?
(If yes, specify agency or offics)
Roads Office, Storage Room O Yes X No
15. Accass Restrictions O Yes ¢ No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s) ) _ ]
O None O State O Federal 0 Independent

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

18. RecorﬁmendedzR'etenu'on /fé%/} 6 et //’5
Inid R To 2 A Sty T

. L) rE PP A Sy <
// /—"_". - g
”/zﬁ/ﬁ//%’ /o TSy P =,
{9. Name and Title of Preparer 20. Telephone Number - . 21. Dats /
’g;di»u,n,, &C/u,cw 301-934 - 24YsD %S,/497
DGS 5503 (Rev. 193] B

P12




“aw or revised record saeries, forward with Record
tention Schedule (OGS 550-1)

Instructions - Type or Print a separate form for each

RECORDS MANAGEMENT DIVISION
7275 WATERLOQ RQAD
P.0. BOX 275
JESSUP, MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

PAGE_1 _oF _1_

w1, DepartmentAgency
DPF

2. Division

Roads

3. Unit

DEFINITION - RECORD SERIES - A group of ralated racords normally filed and used as a unit fer reference as well as retention and dispasition purposes.

4. Record Series Title

Personnel Files

5. Earliest Ysar/Latest Year
90 to_present

6. Recerd Seres Description (Briefly describe the typas of informationn/documents/forms found in the series.

Uniform information, Accident/Injury Forms.

Indude the purpose or function of the saries.

Personnel Files, Time Cards, Payroll Summary Records, Driver Safety Information,

O State

7. Record Series Format(s) 8. Record Series Sequencs 9. Volume
File Drawsr(s)
Ketter Size 0 Microfilm &X Alphabstical Z O Microfilm Real(s)
O Computer Tape(s)
O Legal Sizs O Computer Tape O Numerical Number O Cther (specily)
O Bound Book 0O Floppy Disk O Chronological 2 Complete File Drawers
10. Annual ‘A lation
8 Audio Tape O Video Tape O Geographical nua AR Fle Drawer(s)
; . / O Microfilm Resl(s)
8 Cther (specify) O Cther (spectfy) fg O Computer Tape(s)
Numbser O OCther (specify)
e s
11. File is Used 12. File Becomes Inactive After
XX Daily 0 Weekly O Monthly O Month(s) 0 VYear(s)
Number
13. Curment Location(s) (Bldg., Floor, Room) 14. Is Record Serigs Duplicated Elsewhere?
Roads Office, Storage Room (If yes, specify agency or office)
g VYes O No
15, Access Restrictions . XX Yes O No 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s) -
: O None D Federal D Independent

any hadware/software

XXX Yeos O No

17. Is an Index System Used? (If yes, axplam briefly and describe

Some 'is on Lotus
Application

18. Recommended Retennon/fé/ﬁ//f// ‘
ffyzaﬂf’7;7¢“7‘zZE;9 A%fai

M,@%

19. Name and Title of Praparer

A.

20. Telephone Number -

30/-G32- 3 dso

21. Dats
mﬁﬁ S,/99 7

ﬁiﬂ.}.&b‘r\_/

L-15




r

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

DEPARTMENT COF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ RQAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTCRY

PAGE _ L

oF _L_

v}, D epartment/Agency

DPF

2. Division

Roads

3. Unit

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

4. Record Series Title

Driveway Access Permits

5. Earliest Ysar/Latest Year
96 to__present

8. Record Series Dascription (Briefly describe the typas of informationn/documentsftorms found in the saries. Inciude the purpesae or function of the sanies.

Copies of all driveway permits issued for Charles County from 96-present.

R. SharnsrD

aadmun . Seoutany

30/.932. 3¢S0

7. Record Series Format(s) 8. Record Series Sequence 8. Volume
A File Drawsr(s)
)&Lener Size C Microfilm O Alphabetical / O Microfim Reel(s)
/0 O Computer Taps(s)
O Legal Size O Computer Tape O Numerical Number O Cther (specify)
3 Bound Book 0 Fieppy Disk EX Chronological
: . 10. Annual Accumulation
3 Audio Tape Q Video Tape O Geographical g File Drawer(s)
. . ’ + O Microfilm Resl(s)
0 Other (spacify) O Cther (specify) ) { O Computer Tapa(s)
Number O Cther (specify)
11. File is Used 12. File Becomes Inactive After
¥ Daily O Weekly O Monthly O Month(s) 0 Year(s)
Number
13. Currant Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Roads Divisi (If yes, specify agency or office)
ads Division, Storage Room O Yes g No
15. Accass Restrictions a0 Yes X' No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
O None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Ratention
any hadware/software .
O Yes X No 3 )/ RS
19. Name and Title of Preparer 20. Telephone Number - 21. Dats

May.§,1997

DGS 5504 (Rev. 1733}

£ 14




Instructions - Type or Print a separate form for each
w or revisad record series. forward with Record
atantion Schedule (OGS 550-1)

7275

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

JESSUP, MARYLAND 20794

AGENCY RECCROS INVENTCRY

WATERLOQ RCAD

P.0. BOX 275 1 1
PAGE OF

'y }, D epartment/Agency 2. Division

DPF Roads

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refersnce as well as retention and disposition purpeses.

4. Record Series Title
Bridges/CIP Projects

5. Earliest Year/Latest Year
196 to_present

All information - supplie
Pine Grove Road '
Poor House Road
Popes Creek Road
Woodville Road
Smallwood Drainage

s used, payroll,

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

etc. on:

7. Reccrd Series Format(s) 8. Record Series Sequence 9. Volume
| A File Drawer(s)
X Letter Size O Microfilm XX Alphabetical /Z- C Microfiim Reel(s)
' 0O Computer Taps(s)
Q Legal Size 0 Computer Tape O Numerical Number 0O Cther {specify)
(J Bound Book O Floppy Disk O Chronological
10. An A lation
B Audio Tape O Video Tape O Geographical e A Drawer(s)
, . : O Microfim Reel(s)
0 COther (specity) a cher (specify) 3 O Computer Tape(s)
—_— Number B Cther (specify)
S
11. File is Used 12. File Becomes Inactive After
O Daily E¥eekly O Monthly O Month(s) O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsawhare?
(If yes, specify agepcy or office)
Roads Division, Storage Room 0O Yess No
15. Access Restrictions g Yes £ Ne 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s)
O None 0O State O Independent

O Federal

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

O Yes

)&No

18. Recommended Retention

Due to nature, should be maintained

oven

19. Name and Title of Preparer

20. Telephone Number -

30/-931 . 3450

21. Dats

May 5,099 7

—

DGS 5504 (Rev. 1/93)

R-/S




Instructions - Type ot Print a separate form for each
“w or revised record series, forward with Record
Aention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLCQ RCAD
.P.C. BOX 275
JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTCRY

PAGE 1 _ OF _1__

v ), D epartmenvAgency
DPF

2. Division

Roads

3. Unit

DEFINITION - RECORD SERIES - A group of retated records normally filed and used as a unit for referance as well as ratention and disposition purposes.

4. Record Series Title
Budget Justifications

5. Eartiest Year/Latest Year
to

6. Record Series Description (Briefly describe the typas of informationn/documentsiAorms found in the sariss.

Copies of budget justifications

include the purposs or function of the sanes.

7. Record Series Format(s) 8. Record Series Sequencs 9. Volume
a< File Drawer(s)
XXletter Size Q Microfitm QO Alphabetical / O Microfilm Reel(s)
’ZD O Computsr Tape(s)
O Legal Size 0 Computer Tape O Numerical Number g Other (specify)
O Bound Book O Floppy Disk BX Chrenoiogical
) 10. ; lati
0 Audio Tape O Video Tape O Geographical 0. Annual Acsumuiaten o Drawer(s)
; . O Microfim Reel(s)
G Other (specify) O Cther (specify) O Computar Tape(s)
-_— Number, O Other (specify)
11. File is Used 12. File Beccmes Inactive After
O Daily 0 Weekly X Monthly O Month(s) O Year(s)
Number
13. Cument Location(s) (Bldg., Floor, Room) 14. Is Record Serias Duplicated Elsewhere?
(If yas, specify agency or offica)
Roads Division, Storage Room X VYes O No
' Administration
15. Access Restrictions XX Yes 0O No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s) :
O None O State O Federal D Independent

any hadWare/software

D VYes GrxNo

17. Is an Index System Usad? (if yes, explain briefly and describe

18. Recommended Retention gé SR /—C:,"\By /:5,
P/V(l AR A ;//4’//

i) reime, s Ly =
1/// //f’// /&f/V.DC:S/ oo,

19. Name and Title of Prepérer

L. Sharrm)
Adyyain - 5e</wtovty

20. Telephone Number -

Z20/-933 . 34So

. Date
/ka'ﬁ S,129 7

DGS 5504 (Rev. 193]

L -1




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

Instructions - Type or Print a separate form for sach RECORDS MANAGEMENT DIVISICON
raw or revised record series. forward with Record 7275 WATERLOO ROAD

intion Schedule (DGS 550-1) P.O. BOX 275 1 5

JESSUP, MARYLAND 20794 PAGE - OF 2
v}, DepanmenvAgency A 2. Division 3. Unit
Charles County Governmment
Department of Public Facilities Vehicle Maintenance Administration

DEFINITION - RECORD SERIES - A group of related records normally filed and usad as a unit for refersnce as well as retention and disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year
1982 to _Present

Repair Manual Library

6. Record Series Dascription (Briefly describe the types of informationn/documantsforms found in the series. Include the purpose or function of the serias.

Equipment & Vehicle Manuals ’ :
Equipment Specialty Manuals

7. Record Series Format(s) 8. Record Senes Sequence 9. Volume
- ) O File Drawer(s)
O Letter Size QO Microfilm 00 Alphabetical O Microfilm Reel(s)
. 95 O Computer Tape(s)
O Legal Size O Computer Tape % Numerical Number & Cther (specify)
XBound Book O Floppy Disk O Chronological Books on Shelves
; . " | 10. Annual ‘Accumulation
1 Audio Tape D Video Tape 0D Geographical O File Drawer(s)
) ) ' O Microfim Reel(s)
0 Cther {specify) 0 Cther (specify) O Computer Tape(s)
-_— ' _ Number 0O Cther (specify)
11. File is Used 12. File Becomes Inactive After
RZ Daily O Weekly O Monthly —_ 0O Month(s) O Year(s)
Number :
With disposal of equipment.
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
1001 Radio Station Rd., La Plata, MD (It yes, specify agency or offics)
Shop Supervisor's Office 8 Yes X8 No
15. AccesS Restrictions O Yes & No 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s)
TX None O State O Federal O Independent
. . . W ey
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommendad Ratention ﬁg///?i// %//’// Z_
any hadware/software . LA T JT i /
g V'(/&i'?/’fd 2/ élf/ﬁ‘f/':’:a’jc?d
O Yes XBX No Eife-ofequipment /
PR
neg/ C\Z@ﬁ J ﬁ/'
19. Name and Title of Praparer 20. Telephone Number 21. Dats
Stephen B. Quade : .
Shop Supervisor 301-932-3481 April 30, 1997

DGS 5509 (Hev. 1733)




Instructions - Type or Print a separate form for sach
new or revised record series, forward with Record

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLQO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTCRY

*antion Schedule (OGS 550-1) 2 5
’ JESSUP, MARYLAND 20734 PAGE £ _ CF 2
¥ ), D epartment/Agency . 2. Division 3. Unit
Charles County Government
Department of Public Facilities Vehicle Maintenance Administration

DEFINITION - RECORD SERIES - A group of related records normally filed and usad as a unit for refersnca as wall as retention and disposition purpeses.

4. Record Series Title
Shop Equipment and Tool Inventory File

5. Earliest Ysar/latest Year
1986 to Present

[s}]

Files on all shop tools and equipment.

. Record Senies Description (Briefly describe the typas of informationn/documentsAorms found in the series.

Include the purpese or funcion of the saries.

Files on equipment serial numbers over $500.00 in value.

7. Record Series Format(s) 8. Record Series Sequencs S. Volume
XX File Drawer(s)
Gtxstter Size O Microfilm 0O Alphabetical . O Microfilm Reel(s)
1 O Computer Tape(s)
O Legal Size O Computer Tape XX Numerical Number 0O Other (spedify)
J Bound Book O Floppy Disk O Chronological
: - . 10. Annual Accurnulation
1 Audio Tape O Video Tape O Geographical X3 File Drawer(s)
. . ’ O Microfim Reel(s)
O Cther (specify) g Cther (specify) 1 O Computer Tape(s)
Number T Cther (specify)
11. File is Used 12. File Becomes Inactive After
0 Daily XF Weekly O Monthly 0O Month(s) O VYear(s)

Number
Disposal of equipment or tools.

13. Current Location(s) (Bldg., Floor, Room)
1001 Radio Station Road, La Plata, MD

14. |s Record Series Duplicated Eisewhere?
(If yes, specify agency or office)

Stephen B. Quade
Shop Supervisor

301-932-3481

Vehicle Maintenance Shop O Yes XQ  No
15. AccaSs Restrictions O Yes X8 No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
Nene O State O Federal ~ X@ Independent
County
17. Is an Index System Used? (If yes, explain briefly and describe '18. Recommended Retenno%
any hadware/software L F @7/;/‘1/ = "—/ <
O VYes XX No fV/PW%/
= D
ﬁ)" s YR )7}?/9/1/ 6‘)’?
19. Name and Title of Preparer 20. Telephone Number - 21. Date

April 30, 1997

DGS 5504 (Rev. 1/93)




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOQ ROAD i

P.O. BOX 275

AGENCY RECCRDS INVENTORY !

JESSUP, MARYLAND 20794 PAGE 3 OF _5
¥ ), DepartmantAgency . 2. Division 3. Unit
Charles County Government
Department of Public Facilities Vehicle Maintenance Personnel

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

4. Record Series Title

Personnel Records

5. Earliest Year/Latest Year
1982 to _Present

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

Include the purposa or function of the series.

Copies of employee evaluations, training certificates.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume .
£X File Drawer(s)
B XKettor Size O Microfilm X Alphabetical O Microfiim Reel(s)
1/2 O Computer Tapa(s)
O Legal Size 0O Computer Tape O Numerical Number O Cther (specify)
J Bound Book O Fioppy Disk O Chronological
. . 10. Annual Accumuiation
2 Audio Tape 0 Video Tape 0 Geographical £X File Drawer(s)
: . ) O Microfilm Reel(s)
O Cther (specify) 0O Cther (specify) 1/2 O Computer Tapa(s)
Number DO Other (specify)
11. File is Used 12. File Becomes Inactive After
QO Daily O Weekly X® Monthiy O Month(s) O Year(s)

Number
When employment is terminated.

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

1001 Radio Station Rd., La Plata, MD
Vehicle Maintenance Shop/Supervisor's Office

14. Is Record Series Duplicated Elsewhere?
(If yes, specity agency or office)
XA Yes g No
Main DPF Office

15. Accass Restrictions xR Yes O No

(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

0O Yes &x No

£X None O State QO Federal O Independent
Confidential Records
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retenuory;/e/ ‘;? //
any hadWare/software /ﬁlf v \j

e Je=v R 70D e

Dfé//?/

19. Name and Title of Preparer
Stephen B. Quade
Shop Supervisor

20. Telephone Number

301-932-3481

21, Date

April 30, 1997

DG5S 5504 (Rev. 1/93)




Instructions - Type or Print a separate form for each
new or ravisad record saries, forward with Record
‘ention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY ﬁ

7275 WATERLOQ RQOAD
P.0. BOX 275
JESSUP, MARYLAND 20794

PAGE 4 __ OF _5_

L.
L }, Department/Agency .
Charles County Government

Department of Public Facilities

2. Division

Vehicle Maintenance

3. Unit

Personnel

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

4. Rocord Series Title

Personnel Records

5. Earliest Year/Latest Year
1984 to Prese nt

8. Record Serias Description (Briefly describe the typas of informationn/documents/Aorms found in the series. Include the purpose or function of the series.

Employment applications, letters of acceptance, emergency contacts, evaluations, accident/
injury reports, certification certificates for individual employees.

|

1001 Radio Station Road
La Plata, MD 20646

X8 Yes O No

7. Record Series Format(s) 8. Record Series Segusnca 9. Volume
XX File Drawer(s)
XR Letter Size 0 Microfilm ¥ Alphabetical 1/ O Microfiim Reel(s)
4 O Computer Taps(s)
X Legal Size O Computer Tape 0 Numerical Numbser O OCther (specify)
J Bound Book O Floppy Disk 0O Chronological
10. Annual ‘Accumulation
0 Audio Tape DO Video Tape O Geographical n O File Drawer(s)
. . ' O Microfim Reel(s)
0 Other (specify) O Cther {specify) 1/2 O Computer Tapa(s)
Number 3 Cther (specify)
11. File is Used 12. File Bacomes Inactive After
O Daily XB Weekly [0 Monthly 0 Month(s) O Yaar(s)
Number
Termination
13. Current Location(s) (Bldg., Floor, Room) 14. s Record Series Duplicated E_lsewhére?

(If yes, specify agency or office)

Supervisor's records

Main DPF Qffica

15. Accass Restrictions x& Yes
(If Yes. cite Law(s) & Reguiation(s)

Confidential Records

O No

18. Audit Requirements

0 None O State

0O Federal  x¥ Independent

any hadware/software

O Yes £ No

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

18. Recommended Retention

S

Rermament—— \:5;§%k27e? 15235 J,%?,\j;

19. Name and Title of Preparer
Lowry S. Phelps
Administrative Secretary

20. Telephone Number

301-932-3599

21. Date

May 6, 1997

UGS 5504 (Hev. 1/33)




Instructions - Type or Print a separate form for sach
new or revisad record series, forward with Record
‘ention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECCORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTCRY

PAGE _3_OF __5

¥ ), DepartmenVAgency )
Charles County Government
Department of Public Facilities

2. Division

Vehicle Maintenance

3. Unit

Personnel

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as waeli as ratention and disposition purposes.

4. Record Series Title

Time Cards

5. Earfiest Year/Latest Year
1/97 to_Present

Time cards reflecting Vehicle Maintenance employees'

8. Record Saries Dascription (Briefly describs the types of informationn/documentsforms found in the saries. Inciude the purpose or function of the sanies.

daily hours

worked.

7. Record Series Farmat(s)

0 Letter Size O Microfilm

O Legal Size O Computer Tape
1 Bound Book O Fioppy Disk

0 Audio Tape O Video Tape
GkOther (specify)

8. Record Series Sequence
X¥  Alphabetical

0O Numerical
x% Chronoiogical

0O Geographical

O Other (M)

9. Volume
O File Drawer(s)
O Microfiim Reel(s)
1/4 O Computer Tape(s)
Number MX Other (specify)

Time Card Box

10. Annual Accumuiation
3 File Drawer(s)
O Microfilm Reel(s)
1 O Computer Taps(s)

H//'

}f' /éj/ /ﬂé’/i/M =<7/ 7

Time Cards Number & Other (specify)
Time Card Box
11, File is Used 12. File Becomes Inactive After
O Daily XX Weekly 0 Monthly 1 O Month(s) £k Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
1001 Radio Station Road (i yas, specify agency or office)
La Plata, MD 20646 8 Yes X® No
Main DPF Office :
15. Accaess Restrictions XA Yes O No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
D None O State D Federal ~ XE Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retenuon
any hadware/software /(/ J U"Z / /¢/ D 3 /f-’
O Yes X8 No M
gy ez W% /7/,4/»0 g

L7l

19. Name and Title of Preparer
Lowry S. Phelps
.Administrative Secretary

20. Telaphone Number

301-932-3599

. Date

May 6, 1997

DGS 5503 (Rev. 1793)




