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Agency Division/Unit
CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES

Item
No.

1

2

3

4

Description

GENERAL CORRESPONDENCE

Subject arrangement of original incoming letters,
outgoing letters, memorandum, and any and all
correspondence of the department or it's division.

TIME AND ATTENDANCE

Files may contain some or all of the following:
leave requests, comptime request, weekly
timesheets, etc.

EMPLOYEE PERSONNEL RECORDS

Files may contain some or all of the following:
evaluations, awards, training, written correspondence,
etc.

FISCAL YEAR BUDGETS

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

Schedule Approved by Department, Schedule Authorized by
Agency, or Division Representative
Date - ^uYf^m/ Date JUN 2 2 1998
Signature ^Jupu{ Mxi-tUtA^ s? *
Typed Name EiiflenevT.l'Lauer " Signature X - ^ H / * - * ^
Title County Administrator

Retention

Screen annually. Destroy
material having no further
administrative, fiscal, legal,
or operational value. Retain
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.

Retain for 3 years,
then destroy.

Retain for 3 years after
termination, then destroy.

Retain for 3 years,
then destroy.

State Archivist
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Agency Division/Unit
CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES

Item
No.

1

2

3

4

5

6

7

8

Description

ADMINISTRATION FILES

PAYROLLSHEETS

Payroll sheets with on call pay

DAILY STOCKROOM TICKETS

Issues from stockroom

REQUISITIONS

Requisitions are used for reorder purposes

TIME CARDS

Verify time worked

PRODUCTIVITY MEASUREMENTS

To maintain and monitor daily activities.

FUEL REPORTS

Monthly fuel consumption, vehicle card number,
personal card number, fuel allocation to proper
account charges

CFA INVENTORY

Current listing of stock inventory and repair orders,
monthly , year end and obsolete inventory reports

POLICY AND PROCEDURES

Departmental Policies and Procedures

Retention

Retain for 2 years, then
destroy.

Retain for 2 years, then
destroy.

Retain for 1 year, then
destroy.

Retain for 2 years, then
destroy.

Retain for 3 years,
then destroy.

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

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

Retain until replaced
or superceded, then
destroy.
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Agency Division/Unit
CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES

Item
No.

9

10

11

1

2

3

4

Description

Administration Files Con't

CIP PROJECT FILES

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

BUDGET FILES

General Fund, Enterprise Fund, Capital Project
Proposed budget, approved budget, budget
transfer request.

DIVISION MANUALS

Misc. info, pertaining to phone numbers, evaluations,
anniversary dates, radio call numbers, copies of various
forms, job descriptions, equipment inventory.

CIPiBUJiDIJLGATRADES

ARCHITECT DRAWINGS/BLUE PRINTS

To have the ability to review drawings plans.

BUILDING MAINTENANCE FILE

Maintain necessary information regarding contracting
and preventive maintenance. ,

LEASE FILE

To obtain copies of lease agreement information.

DAILY MAINTENANCE RECORDS

To track daily activities

Retention

Retain for 5 years, then
destroy.

Retain for 5 years, then
destroy.

Retain until updates
or superseded, then
destroy.

Retain for life of Facility,
plus 1 year, then destroy.

Retain for Life on Contract
plus 2 years, then destroy.

Retain for life of contract/
lease, plus 2 years, then
destroy.

Retain for 2 years,
then destroy.
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Agency Division/Unit
UNTY GOVERNMENT PUBLIC FACILITIES

Item
No.

5

6

7

8

1

2

3

Description

MISCELLANEOUS CIP/BUILDING & TRADES

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

COUNTY FORMS

To have forms on hand.

TOOL INVENTORY

To maintain/inventory tools in department.

KEY REQUEST LOG BOOK

To inventory county issued keys

PARKS AND GROUND FILES

EQUIPMENT MANUALS/INFORMATION

Equipment Manuals and Specification Books

WHITE PLAINS GOLF COURSE DEPOSITS/INVENTORIES

Deposit forms, monthly summary sheet, inventories

BANK STMTS/CANCELLED CKS/DEPOSIT SLIPS

Retention

Retain until tank is removed,
plus 1 year, then destroy.

Retain until updated
or superseded, then
destroy.

Retain for life of tool, plus
1 year, then destroy.

Retain for 1 year
then destroy.

Retain until updated
or superseded, then
destroy.

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

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy.
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CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES

Item
No.

5

6

7

8

g

10

Description

PARKS AND GROUND FILES CON'T

SPORTS PROGRAMS

Budget worksheets; league schedules; correspondence
with public, season expenses information

FACILITY SCHEDULING

Master Facility Usage Scheduling

MARYLAND OFFICE OF PLANNING

Correspondence with Maryland Office of Planning; Planning
Reports concerning Charles County and Open Space
Planning.

PROGRAM OPEN SPACE GRANT PROGRAM

Correspondence with Dept of Natural Resources; Grant
Applications; Annual Fund balances

PARK CONSTRUCTION

Specifications for Park Facilities, details on Park
and current Park projects; project specification
books.

WATERWAY IMPROVEMENT PROGRAM

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

Retention

Retain for 3 years,
then destroy.

Retain for 4 years,
then destroy.

Retain for 6 years,
then destroy.

Retain for 10 years, and until
Grant requirements are met,
then destroy.

Retain for life of Park,
plus 1 year, then destroy.

Retain for life of grant or project, plus
2 years and until all audit requirements
have been fulfilled, then destroy.
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Agency Division/Unit
CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES

Item
No.

11

1

2

3

4

5

Description

PARKS AND GROUNDS FILES CON'T

WHITE PLAINS GOLF COURSE/GROUNDS CHEMICALS

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

ROADS FILES

BLANKET PERMITS

Copies of all utility permits issued for County roads.

ATHLETIC FIELD INFORMATION

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

DEPARTMENT OF NATURAL RESOURCES

Information on wetlands, wildlife and tree permits

DRIVEWAY ACCESS PERMITS

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

CHARLES COUNTY ROADS

Deeds and inspection reports from PGM for
all County roads.

Retention

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.
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Agency Division/Unit
CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES

Item
No.

6

7

8

9

10

1

Description

ROAD_FLLES_CP_NT:

SIGN REQUEST

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

SIGNAL MAINTENANCE

Agreements on signal maintenance for
Charles County.

BOARD OF EDUCATION

Road repair for schools and asphalt invoices.

ROAD MAINTENANCE

FY 1992 -1995 Overlay, Slurry Seal ('92-95), Line
Striping ('92-95), Shoulder Maintenance ('92-95).

BRIDGES/CIP PROJECTS

All information, supplies used, payroll, etc.
used on Pine Grove, Poor House Rd, Popes
Creek Rd and Woodville Road Bridges, and
Smallwood Drainage.

SOLID WASTE/VEHICLE MAINTENANCE

UNIFORM RECORDS

Records for uniforms and boots for employees
of the landfill.

Retention

Retain for 3 years,
then destroy.

Retain for life of
signal, plus 1 year,
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, and
until all audit requirements
have been fulfilled, then destroy.

Retain for 3 years, and
until all audit requirements
have been fulfilled,
then destroy.
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Agency Division/Unit
CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES

Item
No.

2

3

4

5

6

7

8

Description

SOLID WASTE/VEHICLE MAINTENANCE CONT

SHOP EQUIPMENT AND TOOL INVENTORY

Files on equipment, serial numbers over $500.00
in value. Files on all shop tools & equipment.

VEHICLE SAFETY INSPECTION CARDS

Inspection safety cards for vehicles.

VEHICLE/EQUIPMEMT INFORMATION

Serial numbers, locations, etc for all
equipment and vehicles.

REPAIR MANUAL LIBRARY

Equipment and vehicle manuals, Equipment
Specialty Manuals.

WEIGH TICKETS

Weigh tickets for use of landfill.

RECYCLING SURVEYS

Scrap metal, glass, aluminum can, newspaper,
tickets, station logs, tag-a-bag sticker logs.
Information required for compilation of recycling
reports/surveys.

RECYCLING OPERATIONS

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

Retention

Retain for life of equipment/
tool, plus 1 year, then
destroy.

Retain for life of vehicle
plus 1 year, then destroy.

Retain for life of
equipment/vehicle
plus 1 year, then destroy.

Retain until updated
or superseded,
then destroy.

Retain for 2 years,
then destroy.

Retain for 3 years,
then destroy.

Retain for 5 years,
then destroy.
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CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES

Item
No.

10

11

12

13

Description

SOLID WASTE/VEHICLE MAINTENANCE CONT

LANDFILL OPERATIONS

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

LANDFILL INFORMATION AND REGULATIONS

Information/regulations pertinent to landfill
operations.

LANDFILL RECORDS

Landfill records include copies of bills paid, tonnage
reports, customer records, and leachate reports.

SOLID WASTER ADMINISTRATION

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

Retention

Retain for life of
landfill, plus 1 year,
then destroy.

Retain for life of landfill,
plus 1 year, then
destroy.

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

Permanent
Transfer periodically
to the Maryland State
Archives.



TO:

FROM:

DATE:

SUBJECT:

MEMORANDUM

Victoria Greenfield,
Assistant County Administrator

Michael T. Mudd, ^ / /
Deputy County Administrator

May 7, 1997

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
CEP/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

, . COUNTY COMMiFiow^n i
^ CHARLES COUNrvyiiiYJ^:r* /



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

etention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

;, 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
Personnel Files-Administration

5. Earliest Year/Latest Year
1974 to P r e s e n t

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

E v a l u a t i o n s , C o r r e s p o n d e n c e , Leave R e c o r d s , Time s h e e t s

7. Record Series Format(s)

QCLetter Size O Microfilm

D Legal Size a Computer Tape

• Bound Book a Floppy Disk

• Audio Tape D Video Tape

D Other (specify)

8. Record Series Sequence

B Alphabetical

O Numerical

O Chronological

O Geographical

• Other (specify)

9. Volume

1

Number

S File Drawec(s)
• Microfilm Reel(s)

O Computer Tape(s)
Q Other (specify)

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

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

11. Re is Used
D Daily JO Weekly • Monthly

12. File Becomes Inactive After
N/A D Month(s)
Number

Q Year(s)

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

Public Facilities, Administration Building

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

P e r s o n n e l

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

Confidential

• No 16. Audit Requirements

H None G State D Federal O Independent

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

18. Recommended Retention

D Yes fit No Three Years after

19. Name and Title of Preparer

Pat Hall-Office Manager

20. Telephone Number

(301)932-3440

21. Date

May 6 , 1997

sou-* (nev.



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

/, D apartment/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

Inactive-Miscellaneous Department Correspondence

5. Earliest Year/Latest Year
199S to 1 9 9 6

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

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

7. Record Series Format(s)

ULetter Size D Microfilm

a Legal Size a Computer Tape

D Bound Book • Floppy Disk

n Audio Tape Q Video Tape

D Other (specify)

8. Record Series Sequence

B Alphabetical

Q Numerical

Q Chronological

D Geographical

P Other (specify)

9. Volume

Number

D File Drawer(s)
• Microfilm Reel(s)

D Computer Tape(s)
fj£ Other (specify)

Storage Boxes

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

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

11. File is Used
D Daily D Weekly D Monthly

N/A

12. File Becomes Inactive After
N/A Q Month(s)
Number

D Year(s)

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

Public Facilities

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
G Yes 5 No

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

16. Audit Requirements

0 None O State • Federal Independent

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

18. Recommended Retention

• Yes No

/«?. Name and Tide of Preparer

Pat Hall-Office Manager

20. Telephone Number

(301)932-3440

21. Data

May 6 , 1997

3O0-4 (Hev. 1/93)



Instructions - Typo or Print a separate form for each
^ew or revised record series, forward with Record

etention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

/, D apartment/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

Miscellaneous Department Correspondence

5. Earliest Year/Latest Year
1 9 % to P r e s e n t

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

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

7. Record Series Format(s)

CXLetter Size • Microfilm

Q Legal Size D Computer Tape

D Bound Book O Floppy Disk

n Audio Tape D Video Tape

• Other (specify)

8. Record Series Sequence

B Alphabetical

• ' Numerical

Q Chronological

• Geographical

D Other (specify)

9. Volume
S File Drawer(s)
G Microfilm Reel(s)

D Computer Tape(s)
D Other (specify)

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

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

11. File is Used
G Daily XI Weekly D Monthly

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

Number
Year(s)

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

Public Facilities-Administration

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

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

16. Audit Requirements

C3 None D State D Federal D Independent

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

18. Recommended Retention

D Yes IX No

It. Name and Title of Preparer

Pat Hall-Office Manager

20. Telephone Number

(301)932-3440

21. Data

May 6 , 1997

(Hev.



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

/, D epartmen!/Agency

Public Facilities

2. Division

Administration

3. Unit

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

4. Record Series Title
Inactive-Miscellaneous Department Correspondence

5. Earliest Year/Latest Year
1995 to 1996

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

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

7. Record Series Format(s)

rjf Letter Size Q Microfilm

O Legal Size O Computer Tape

D Bound Book D Floppy Disk

• Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

& Alphabetical

O Numerical

O Chronological

• Geographical

D Other (specify)

9. Volume

5

Number

10. Annual

N/A
Number

• File Drawer(s)
• Microfilm Reel(s)

• Computer Tape(s)
^ Other (specify)

Storage Boxes

Accumulation
a Re Drawer(s)
a Microfilm Reel(s)

• Computer Tape(s)
D Other (specify)

11. Re is Used
Q Daily • Weekly O Monthly

N/A

12. File Becomes Inactive After
O Month(s)

Number
• Year(s)

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

Public Facilities-Warehouse

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

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

16. Audit Requirements

09 None • State D Federal O Independent

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

18. Recommended Retention

D Yes XX No
/&.. A

Name and Title of Preparer

Pat Hall-Office Manager

20. Telephone Number

(301)932-3440

21. Data

May 6 , 1997

Jtib aoO-4 (Hev. 1/93)



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

ention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

•#/, Department/Agency

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

CIP Project Files

5. Earliest Year/Latest Year
1996 t 0 P r e s e n t

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

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

7. Record Series Format(s)

13 Latter Size Q Microfilm

D Legal Size D Computer Tape

3 Bound Book D Floppy Disk

• Audio Tape O Video Tape

D Other (specify)

S. Record Series Sequence

8 Alphabetical

• Numerical

D Chronological

• Geographical

D Other (specify)

Q- File Drawees)
D Microfilm Reel(s)

D Computer Tape(s)
D Other (specify)

10. Annual Accumulation
u& File Drawer(s)

0 • Microfilm Reel(s)
• Computer Tape(s)

Number D Other (specify)

11. File is Used
Daily D Weekly D Monthly

12. File Becomes Inactive After
Q Month(s)

Number
Q Year(s)

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

Public Facilities, Administration Building

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

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

No 16. Audit Requirements

& None D State D Federal D Independent

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

D Yes No

18. Recommended Retention

Five years

/9. Name and Title of Preparer

Terri Kahouk
Contract Specialist

20. Telephone Number

(301)932-3441

21. Date

May 6 , 1997

(H6V, 1/yoJ



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

sntion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

•f/, 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 F i l e s

5. Earliest Year/Latest Year
1993 to P r e s e n t

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

% Letter Size • Microfilm

D Legal Size Q Computer Tape

J Bound Book D Floppy Disk

• Audio Tape O Video Tape

• Other (specify)

8. Record Series Sequence

• Alphabetical

D Numerical

O Chronological

O Geographical

O Other (specify)

9. Volume

2

Number

8 File Drawer(s)
D Microfilm Reel(s)

D Computer Tape(s)
• Other (specify)

10. Annual Accumulation
& File Drawees)

1/2 n Microfilm Reel(s)
a Computer Tape(s)

Number D Other (specify)

11. File is Used
Daily D Weekly • Monthly

12. File Becomes Inactive After
Five • Month(s)
Number

D Year(s)

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

Public Facilities, Administration Building

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

% Yes D No
Fiscal Services

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

No 16. Audit Requirements

h None D State Q Federal D Independent

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

D Yes No

18. Recommended Retention

Five years

19. Name and Title of Preparer
T e r r i Kahouk
Contract Specialist

20. Telephone Number

(301)932-3441

21. Date

May 6, 1997

030-4 (Hev. 1/93)



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

r /, D apartment/Agency

Public Facilities

2. Division

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.

4. Record Series Title

P a y r o l l

5. Earliest Year/Latest Year
1996 to 1997

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

Payroll sheets with on call pay

7. Record Series Format(s)

E/Letter Size Q Microfilm

T Legal Size D Computer Tape

D Bound Book D Floppy Disk

• Audio Tape • Video Tape

• Other (specify)

8. Record Series Sequence

H^AlphabeticaJ

D Numerical

D Chronological

D Geographical

D Other (specify)

9. Volume

Number

Drawer(s)
G Microfilm Reel(s)

D Computer Tape(s)
G Other (specify)

10. Annual Accumulation^-
B^File Drawer(s)

Number

G Microfilm Reel(s)
G Computer Tape(s)
G Other (specify)

11. Re is Used
G Daily 'eekly G Monthly

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

Number
B^Year(:ear(s)

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

File Cabinet

14. Is Record Senas Duplicated Elsewhere?
(l^yes, specify agency or office)

Yes G No
P a y r o l l

15. Access Restrictions G Yes G No
(If Yes. ate Law(s) & Regulation(s)

16. Audit Requirements

B 'None D State D Federal G Independent

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

G Yes No

18. Recommended Retention

1 year

Name and Titie of Preparer

Jeanette McCully
Purchasing P.onrrlinafnr

20. Telephone Number

301 932-3442

21. Date

5/06/97

330-4 (Hev. 1/93)



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGEP 1 OF

[f /, D apartment/Agency

Public Faciliites

2. Division 3. Unit

Administration/Inventory

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 Tide

Fuel Reports

5. Earliest, Year/Latest Year
t0 1997

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

Monthly fuel consumption, vehicle card #, personal Card # Fuel allocation
to proper account charges

7. Record Senes Format(s)

GM-etter Size D Microfilm

1 Legal Size

D Bound Book

• Audio Tape

D Other (specify)

D Computer Tape

n Floppy Disk

D Video Tape

Record Series Sequence

O Alphabetical

• Numerical

Q^Chrohological

D Geographical

• Other (specify)

9. Volume

Number

Drawer(s)
• Microfilm Reel(s)

D Computer Tape(s)
D Other (specify)

10. Annual Accumulation^^
Q ^ i l e Drawer(s)
G Microfilm Reel(s)

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

Inventory Office File

11. File is Used
D Daily • Weekly H^MontrlOnthly

12. File Becomes Inactive After
f a Month(s)

Number
is)

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

Inventory Control Office

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency_p>offiC8)
Q Yes BTHo

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

16. Audit Requirements

C None ©""State Federal D Independent

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

18. Recommended Retention

Yes a No

Petro Vend

two years f.^ Uf/77?7~ S?//Sfa

It. Name and Title of Preparer

nator_

20. Telephone Number

301 932-3442

21. Date

5/06/97
JliS> 3bQ-4 (Hev. 1/93)



Instructions - Type or Print a seDarate form for each
1 or revised record series, forward with Record
.ention Schedule (DGS 550-1)

,-rl, D apartment/Agency

Public Facilities

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

2. Division

Administration/Inventory

AGENCY RECORDS INVENTORY

PAGE 1 OF 1

3. Unit

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

4. Record Series Titie

Requisitions, P0 Nos.

5. Earliest Year/Latest Year
1992 to 1997

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

Requisitions are used for reorder purposes

7. Record Series Format(s)

Q'Letter Size

~l Legal Size

D Bound Book

• Audio Tape

D Other (specify)

D Microfilm

Q Computer Tape

• Floppy Disk

D Video Tape

8. Record Series Sequence

D Alphabetical

Q^^Numerical

• Chronological

D Geographical

O Other (specify)

9. Volume

Number

B^File Drawer(s)
G Microfilm Reei(s)

D Computer Tape(s)
O Other (specify)

10. Annual Accumulation^-
GrF\\e Drawer(s)

Number

D Microfilm Roel(s)
G Computer Tape(s)
D Other (specify)

Storaee Boxes_
11. File is Used

Daily D Weekly • Monthly
12. File Becomes Inactive After

I a Month(s)
Number

Year(s)

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

Warehouse She l f (boxed)

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
rjk^Yes D No
P u r c h a s i n g D e p t .

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

16. Audit Requirements

CB^None O State D Federal • Independent

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

18. Recommended Retention

a'YeYes D No 1 year

".otus V
It. Name and Tide of Preparer

Jeane t te McCully
Purchasing Coordinator

20. Telephone Number

301 932-3442

21. Date

5-6-97

l ib osO-4 (Hev. 1/93)



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT (DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF

,-f /, D epartment/Agency

Public Facilities

2. Division

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

Daily Stockroom Tickets

5. Earliest Year/Latest Year
1992 to 1997

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

Issues from Stockroom -

7. Record Series Format(s)

"B'Letti'Letter Size

"l Legal Size

D Bound Book

O Audio Tape

D Other (specify)

• Microfilm

D Computer Tape

D Floppy Disk

Q Video Tape

8. Record Series Sequence

D Alphabetical

D Numerical

6r Chronological

O Geographical

• Other (specify)

9. Volume

Number

B^File Drawer(s)
Q Microfilm Reel(s)

D Computer Tape(s)
• Other (specify)

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

• Computer Tape(s)
Number ©"'Other (specify)

Storage Boxes

11. File is Used
Daily • Weekly D Monthly

12. File Becomes Inactive After
( G Month(s)

Number
Year(s)

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

Warehouse Shelf

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agencvpF-offics)
• Yes S ^ No

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

16. Audit Requirements

D None D State D Federal ^independent

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

Yes

ac Easy(Past)

a No

18. Recommended Retention

O n e Y e a r ? c . n f *•"•- "••-'-•

II. Name and Title of Preparer

Jeanette McCully
Purchasing Coordinator

20. Telephone Number

301 932-3442

21. Date

May 6, 1997

030-4 (H6V. 1/93)



1
Instructions - Type or Print a separate form for each

1 •' or revised record series, forward with Record
j .ention Schedule (DGS 550-1)

f 1, D apartment/Agency

Public Facilities

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. Division

Adminstration/Inventory

AGENCY RECORDS INVENTORY

PAGE 1 OF .

3. Unit

i
i

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 Tide
Personnel

5. Earliest Year/Latest Year
to 1997

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

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

7. Record Series Format(s)

[^Letter Size D Microfilm

1 Legal Size Q Computer Tape

D Bound Book D Floppy Disk

• Audio Tape • Video Tape

• Other (specify)

3. Record Series Sequence

B^^Alphabetical

D Numerical

D Chronological

D Geographical

D Other (specify)

9. Volume

i

1
Number

2 files

[?• File Drawer(s)
Q Microfilm Reel(s)

D Computer Tape(s)
Q/Other (specify)

10. Annual Accumulation

o
Number

D File Drawer(s)
0 Microfilm Reel(s)

• Computer Tape(s)
D Other (specify)

11. File is Used
D Daily D Weekly Monthly

12. File Becomes Inactive After
• Month(s)

Number
D Year(s)

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

Pul, iac. Administration Office

14. Is Record Series Duplicated Elsewhere?
(If yesfspecrfy agency or office)
&T Yes • No P e r s o n n e l

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

Confidential

n No 16. Audit Requirements

a / N o n e a State D Federal D Independent

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

O Yes

18. Recommended Retention

/ '

(9. Name and Tide of Preparer

Jeanette McCully
Purchasing Coordinator

20. Telephone Number

301 932-3442

21. Date

May 6, 1997

030-4 (Hev. 1/93)



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JE3SUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE i OF

[fl, Department/Agency

Public Facilities

2. Division

Administration/Inventory

3. Unit

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

4. Record Series Title

Dae Easy Stockroom Budget

5. Earliest Year/Latest Year
1996 to 1997

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

Record of expenditures and purchases for Stockroom Budget

7. Record Series Format(s)

D Letter Size D Microfilm

• Legal Size Q Computer Tape

Q'Floppy DiskD Bound Book

• Audio Tape

D Other (specify)

Video Tape

S. Record Series Sequence

• Alphabetical

• Numerical

UK Chronological

• Geographical

O Other (specify)

9. Volume

JJ
. Number

D File Drawer(s)
n Microfilm Reel(s)

GJ Computer Tape(s)
D Other (specify)

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

11 13 Computer Tape(s)
Number D Other (specify)

11. Re is Used
D Daily D Weekly O Monthly

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

Number
EK^earfs)

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

Fire Safe Inventory Office

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency Qf-office)
D Yes ^

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

16. Audit Requirements

D None • State D Federal ^Independent

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

18. Recommended Retention

• Yes • No 2 years

It. Name and Title of Preparer

Jeanette McCully
Purchasing Coordinator

20. Telephone Number

(301)932-3440

21. Data

May 6, 1997

US> SoO-4 (Hev. 1/93)



Instructions - Type or Print a seoarate form for each
! ' or revised record series, forward with Record

.ention Schedule (OGS 550-1)

.•f 1, D9Partrn9nt/Agency

Public Facilities

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. Division

Adminstration/Inventory

AGENCY RECORDS INVENTORY

PAGE 1 OF 1

3. Unit

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

4. Record Series Title

Time Cards

5. Earliest Year/Latest Year
1994 to 1997

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

Verify time worked

7. Record Series Format(s)

D Letter Size

1 Legal Size

• Bound Book

• Audio Tape

BOher (specify)

box
11. File is Used

D Daily

Q

D

D

D

• Microfilm

Computer Tape

Floppy Disk

Video Tape

DWeel

Record Series Sequence

a l p h a b e t i c a l

• Numerical

D Chronological

D Geographical

D Other (specify)

9. Volume
D File Drawer(s)
• Microfilm Reol(s)

• Cornputer Tape(s)
B"OthaNumber Brother (specify)

10. Annual Accumulation
O Rle Drawer(s)
• Microfilm Reel(s)

' D Computer Tape(s)
Number D Other (specify)
Storage Box

Q^Monthly
12. File Becomes Inactive After

/ O Month(s)
Number

B"Year(s)

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

Box stored in Office

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

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

16. Audit Requirements

B'None D State D Federal • Independent

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

• Yes EJ^No

18. Recommended Retention

£ y

J9. Name and Tide of Preparer

Jeanette McCully
Purchasing Coordinator

20. Telephone Number

301 932-3442

21. Date

5/06/97

Jlj£> 350-4 (Hev. 1/93)



Inspections - Type or Print a separate form for each
n<?w or revised record series, forward with Record

ention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF

Department/Agency

Public Facilities

2. Division

Administration

3. Unit

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

4. Record Series Title

Budget

5. Earliest Year/Latest Year
1991 to!997

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

Series of Departmental Budget --^Expense History

Accounts for each department for comparison purposes year to year

7. Record Series Format(s)

• Letter Size Q Microfilm

• Legal Size D Computer Tape

J Bound Book • Floppy Disk

• Audio Tape D Video Tape

D Other (specify)

8. Record Series Sequence

• Alphabetical

D Numerical

Q Chronological

• Geographical

G Other (specify)

9. Volume

4
Number

0 File Drawees)
• Microfilm Reel(s)

E3 Computer Tape(s)
D Other (specify)

10. Annual Accumulation

4

Number

• File Drawees)
D Microfilm Reel(s)

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

11. Re is Used
Daily Q Weekly D Monthly

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

Number

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

Fire Safe at Public Fac

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
• Yes • No
AS/400

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

16. Audit Requirements

B^None D State D Federal O Independent

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

18. Recommended Retention

D Yes • No

/<?. Name and Title of Preparer

Jeanette McCully
Purchasing Coordinator

20. Telephone Number

301 932-3442

21. Date

5/06/97

330-4 (Hev. 1/93)



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

tention Schedule (DGS 550-1)

DEPARTMENT OP GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 1 OF

[f I, D epartment/Agency

Public Facilities

2. Division

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.

4. Record Series Title

CFA Stock

5. Earliest Year/Latest Year
1996 to!997

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

Current l isting of stock inventory and repair orders

7. Record Series Format(s)

D Letter Size Q Microfilm

• Legal Size •'Computer Tape

• Q Bound Book D Floppy Disk

D Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

• Alphabetical

• Numerical

Ex Chronological

G Geographical

D Other (specify)

9. Volume

Number

Q File Drawees)
• Microfilm Reel(s)

EK'Computer Tape(s)
D Other (specify)

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

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

11. Re is Used
Daily D Weekly • Monthly

12. File Becomes Inactive After
I Q Month(s)

Number

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

^ • No

15. Access Restrictions 0 Yes & No
(If Yes. cite Law(s) & Regulation(s)

P '•>

16. Audit Requirements

Q None D State D Federal H^independent

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

18. Recommended Retention

D Yes D No

Name and Title of Preparer

Jeanette McCully
Purchasing Coordinator

20. Telephone Number

301 932-3442

21. Data

5/06/97

i 330-4 (H6V. 1/Sj)



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

1. Department/Agency

Public Facilities

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. Division

CIP/Buildings & Trades

AGENCY RECORDS INVENTORY

PAGE 1 OF 1

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

County Forms

5. Earliest Year/Latest Year

97 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.

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)

X Letter Size Microfilm

Legal Size Computer Tape

Bound Book Floppy Disk

Audio Tape Video Tape

Other (specify)

11. File is used

X Daily Weekly

8. Record Series Sequence

X Alphabetical

Numerical

Chronological

Geographical

Other (specify)

Monthly

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

Buildings & Trades

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

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

Yes X No

19. Name and Title ofPreparer

Bonnie J. Turner ? '
Administrative Secretary

9. Volume

X File Drawer(s)
Micro File Reel(s)

1 Computer Tape(s)
Number Other(specify)

10. Annual Accumulation
File Drawer(s)
Micro File Reel(s)

0 Computer Tape(s)
Number Other(specify)

12. File Becomes Inactive After N/A

Month(s) Year(s)
Number

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

Yes No

16. Audit Requirements

None State Federal Independent

18. Recommended Retention/^>' '/fasts' tf/O'Jj'/..

20. Telephone Number

301-932-3490

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)

1. Department/Agency

Public Facilities

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. Division

CIP/Buildings & Trades

AGENCY RECORDS INVENTOR

PAGE 1 OF 1

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

Purchasing Correspondence

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.

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

Purpose: To track project activities.

7. Record Series Format(s)

Letter Size Microfilm

Legal Size Computer Tape

Bound Book Floppy Disk

Audio Tape Video Tape

X Other (specify)
Binders

11. File is used

X Daily Weekly

8. Record Series Sequence

Alphabetical

Numerical

Chronological

Geographical

X Other (specify)
By project name

Monthly

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

Buildings & Trades

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

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

Yes X No

19. Name and Title of Ppeparer

Bonnie J. Turrfer
Administrative Secretary

9. Volume

File Drawer(s)
Micro File Reel(s)

1 Computer Tape(s)
Number X Other(specify)
Shelf assembly

10. Annual Accumulation
File Drawer(s)
Micro File Reel(s)

1/2 Computer Tape(s)
Number X Other(specify)
Shelf assembly

12. File Becomes Inactive After N/A

Month(s) Year(s)
Number
Project Completion

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

Yes X_ No

16. Audit Requirements

None State Federal Independent

18. Recommended Retention /\CZ2/&//(^-f^Lr-*

20. Telephone Number

301-932-3490

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

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.

Daily maintenance files, activities, daily plans.

Purpose: To track daily activities

7. Record Series Format(s)

X Letter Size

Legal Size

Bound Book

Audio Tape

Other (specify)
Binders

Microfilm

Computer Tape

Floppy Disk

Video Tape

8. Record Series Sequence

Alphabetical

Numerical

X Chronological

Geographical

Other (specify)
By project name

9. Volume

_X_File Drawer(s)
Micro File Reel(s)

2 Computer Tape(s)
Number Other(specify)
Shelf assembly

10. Annual Accumulation
2<_ File Drawer(s)
~ Micro File Reel(s)

2 Computer Tape(s)
Number ~X~Other(specify)
Shelf assembly

11. File is used

X Daily Weekly Monthly

12. File Becomes Inactive After N/A

Month(s) X Year(s)
Number
Project Completion

13. Current Location(s)

Buildings & Trades

(Bldg., Floor, Room) 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

18. Recommended Retention

Yes X No 6-months/J-yeat-

19. Name and Title of Preparer

Bonnie J. Turner
Administrative Secretary

20. Telephone Number

301-932-3490

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 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
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)

Letter Size Microfilm

Legal Size Computer Tape

Bound Book Floppy Disk

Audio Tape Video Tape

X Other (specify)
Drawings are in various sizes

8. Record Series Sequence

Alphabetical

Numerical

Chronological

Geographical

X_ Other (specify)
Sectioned off by location

9. Volume

File Drawer(s)
Micro File Reel(s)
Computer Tape(s)

Number X Other(specify)
Drawing File

10. Annual Accumulation
File Drawer(s)

~ Micro File Reel(s)
Computer Tape(s)

Number !T~Other(specify)
Varies depending on growth

11. File is used

X Daily Weekly Monthly

12. File Becomes Inactive After

0 Month(s)
Number
File is on-going

Year(s)

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

CIP/Buildings & Trades Department

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

18. Recommended Retention

Yes No

19. Name^nd Title of Preparer

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)

1. Department/Agency
Public Facilities

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. Division
CIP/Buildings & Trades

AGENCY RECORDS INVENTOR

PAGE 1 OF 1

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, ie., SMECO, oil accounts, telephone maintenance contracts, telephone
account, propane accounts, etc.

Purpose: To maintain utility accounts

7. Record Series Format(s)

2<_LetterSize Microfilm

Legal Size Computer Tape

Bound Book Floppy Disk

Audio Tape Video Tape

Other (specify)

11. File is used

X Daily Weekly

8. Record Series Sequence

X Alphabetical

Numerical

Chronological

Geographical

Other (specify)

Monthly

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

CIP/Buildings & Trades

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

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

Yes X No

19. Name and Title of̂ Preparer

Bonnie J. Turner
Administrative Secretary

and describe

9. Volume

X_File Drawer(s)
Micro File Reel(s)

1 Computer Tape(s)
Number Other(specify)

10. Annual Accumulation
Z File Drawer(s)

Micro File Reel(s)
1/4 Computer Tape(s)
Number Other(specify)

12. File Becomes Inactive After

1 Month(s) X Year(s)
Number

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

Yes X No

16. Audit Requirements

None State Federal Independent

18. Recommended Retention ,— ,

***** $2&L&&^

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)

1. Department/Agency
Public Facilities

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. Division
CIP/Buildings & Trades

AGENCY RECORDS INVENTOR

PAGE 1 OF 1

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

6. Record Series Description (Briefly describe the types of information/documents/forms 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 inventory county issued keys.

7. Record Series Format(s)

X Letter Size Microfilm

Legal Size Computer Tape

Bound Book Floppy Disk

Audio Tape Video Tape

X Other (specify)
Binder & Electronic file

11. File is used

Daily X Weekly

8. Record Series Sequence

X_ Alphabetical

Numerical

Chronological

Geographical

Other (specify)

Monthly

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

CIP/Buildings & Trades

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

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

Yes X No

19. Name^nd Title of Preparer

Bonnie J. Turner
Administrative Secretary

9. Volume

X File Drawer(s)
Micro File Reel(s)

1/2 Computer Tape(s)
Number X Other(specify)
1 -binder, 1 ¥iect. file

10. Annual Accumulation
File Drawer(s)
Micro File Reel(s)
Computer Tape(s)

Number Other(specify)

12. File Becomes Inactive After

0 Month(s) Year(s)
Number

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

Yes X_ N o

16. Audit Requirements

X None State Federal Independent

18. Recommended Retention

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)

1. Department/Agency
Public Facilities

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. Division
CIP/Buildings & Trades

AGENCY RECORDS INVENTOR

PAGE 1 OF 1

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. Include the purpose or function of the series.

Vehicle inspections, emissions, tag information, etc.

Purpose: To maintain division vehicles.

7. Record Series Format(s)

X Letter Size Microfilm

Legal Size Computer Tape

Bound Book Floppy Disk

Audio Tape Video Tape

Other (specify)

11. File is used

Daily X Weekly

8. Record Series Sequence

Alphabetical

X Numerical

Chronological

Geographical

Other (specify)

Monthly

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

CIP/Buildings & Trades

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

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

Yes X No

19. Nameand Title of Preparer

Bonnie J. Turner
Administrative Secretary

and describe

9. Volume

File Drawer(s)
Micro File Reel(s)
Computer Tape(s)

Number X Other(specify)
File Folders

10. Annual Accumulation
File Drawer(s)
Micro File Reel(s)

N/A Computer Tape(s)
Number Other(specify)

12. File Becomes Inactive After

0 Month(s) Year(s)
Number

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

X Yes No
Some information is duplicated in Vehicle Maint.

16. Audit Requirements

None State Federal Independent

18. Recommended Retention /•d£T/?'/'s&/i&f

Hcrmoncnt ' *

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)

1. Department/Agency
Public Facilities

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. Division
CIP/Buildings & Trades

AGENCY RECORDS INVENTOR

PAGE 1 OF 1

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

6. 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)

X Letter Size Microfilm

Legal Size Computer Tape

Bound Book Floppy Disk

Audio Tape Video Tape

Other (specify)

11. File is used

Daily X Weekly

8. Record Series Sequence

X_ Alphabetical

Numerical

Chronological

Geographical

Other (specify)

Monthly

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

CIP/Buildings & Trades

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

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

Yes X No

19. Name; and Title ofJ^repa/er

Bonnie J. Turner
Administrative Secretary

and describe

9. Volume

X File Drawer(s)
Micro File Reel(s)

4 Computer Tape(s)
Number Other(specify)

10. Annual Accumulation
X File Drawer(s)

Micro File Reel(s)
1 Computer Tape(s)

Number Other(specify)

12. File Becomes Inactive After

0 X Month(s) Year(s)
Number

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

Yes X No

16. Audit Requirements

None State Federal Independent

18. Recommended Retention

PfclllldllUlt ' * •

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
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 series.

Contracts/lease agreements of various buildings/etc.

Purpose: To obtain copies of lease agreement information.

7. Record Series Format(s)

X_ Letter Size Microfilm

Legal Size Computer Tape

Bound Book Floppy Disk

Audio Tape Video Tape

Other (specify)

8. Record Series Sequence

X_ Alphabetical

Numerical

Chronological

Geographical

Other (specify)

9. Volume

1
Number

X_File Drawer(s)
Micro File Reel(s)
Computer Tape(s)
Other(specify)

10. Annual Accumulation
2C_File Drawer(s)

Micro File Reel(s)
1/4 Computer Tape(s)

Number Other(specify)

11. File is used

Daily Weekly X Monthly

12. File Becomes Inactive After

J) Month(s)
Number

Year(s)

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

CIP/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

18. Recommended Retention

Yes No 2-years temporary, possibly permanent-

7 7
19. Name^and Title of Prepare/

Bonnie J. Turner
Administrative Secretary

20. Telephone Number

301-932-3490

T
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)

1. Department/Agency
Public Facilities

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. Division
CIP/Buildings & Trades

AGENCY RECORDS INVENTOR

PAGE 1 OF 1

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

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

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

Purpose: To have information readily available. /

7. Record Series Format(s)

X Letter Size Microfilm

Legal Size Computer Tape

Bound Book Floppy Disk

Audio Tape Video Tape

Other (specify)

8. Record Series Sequence

X Alphabetical

Numerical

Chronological

Geographical

Other (specify)

11. File is used

Daily X Weekly Monthly

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

CIP/Buildings & Trades

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

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

Yes X No

19. Name and Title of Preparer

Bonnie J. Turrfer
Administrative Secretary

9. Volume

X File Drawer(s)
Micro File Reel(s)

2 Computer Tape(s)
Number Other(specify)

10. Annual Accumulation
2<_FileDrawer(s)

Micro File Reel(s)
1/2 Computer Tape(s)

Number Other(specify)

12. File Becomes Inactive After

0 Month(s) Year(s)
Number

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

Yes X No

16. Audit Requirements

None State Federal Independent

18. Recommended Retention

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)

1. Department/Agency
Public Facilities

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. Division
CIP/Buildings & Trades

AGENCY RECORDS INVENTOR

PAGE 1 OF 1

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's 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.

Existing building correspondence.

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

7. Record Series Format(s)

X Letter Size Microfilm

Legal Size Computer Tape

Bound Book Floppy Disk

Audio Tape Video Tape

Other (specify)

11. File is used

Daily X Weekly

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

CIP/Buildings & Trades

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

8. Record Series Sequence

X Alphabetical

Numerical

Chronological

Geographical

Other (specify)

Monthly

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

Yes X No

19. Name;and Titie of Prep^rer

Bonnie J. Turner
Administrative Secretary

9. Volume

X File Drawer(s)
Micro File Reel(s)

6 Computer Tape(s)
Number Other(specify)

10. Annual Accumulation
_X_File Drawer(s)

Micro File Reel(s)
. 2 Computer Tape(s)

Number Other(specify)

12. File Becomes Inactive After

0 Month(s) Year(s)
Number.
As long as building exists a file will be kept.

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

Yes X No

16. Audit Requirements

None State Federal Independent

18. Recommended Retention

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)

1. Department/Agency
Public Facilities

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. Division
CIP/Buildings & Trades

AGENCY RECORDS INVENTOR

PAGE 1 OF 1

3. Unit

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

4. Record Series Title
Project File

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.

New construction project correspondence.

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

7. Record Series Format(s)

Letter Size Microfilm

X Legal Size Computer Tape

Bound Book Floppy Disk

Audio Tape Video Tape

Other (specify)

11. File is used

X Daily Weekly

8. Record Series Sequence

X Alphabetical

Numerical

Chronological

Geographical

Other (specify)

Monthly

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

CIP/Buildings & Trades

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

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

Yes X No

19. Name and Title of Preparer

Bonnie J. Turner •
Administrative Secretary

9. Volume

x File Drawer(s)
Micro File Reel(s)

3 Computer Tape(s)
Number Other(specify)

10. Annual Accumulation
2<_File Drawer(s)

Micro File Reel(s)
1 Computer Tape(s)

Number Other(specify)

12. File Becomes Inactive After

Month(s) Year(s)
Number
'Project completion

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

Yes No

16. Audit Requirements

None State Federal Independent

18. Recommended Retention /

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)

1. Department/Agency
Public Facilities

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. Division
CIP/Buildings & Trades

AGENCY RECORDS INVENTOR

PAGE 1 OF 1

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)

X Letter Size Microfilm

Legal Size Computer Tape

Bound Book Floppy Disk

Audio Tape Video Tape

Other (specify)

11. File is used

Daily ; X Weekly

8. Record Series Sequence

X Alphabetical

Numerical

Chronological

Geographical

Other (specify)

Monthly

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

CIP/Buildings & Trades

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

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

Yes X No

19. Name,and Title of Preparer - \
<JJit ' O 1 • >
Bonnie J. Turner
Administrative Secretary

and describe

9. Volume

X File Drawer(s)
Micro File Reel(s)

2.5 Computer Tape(s)
Number Other(specify)

10. Annual Accumulation
x File Drawer(s)

Micro File Reel(s)
.5 . Computer Tape(s)

Number Other(specify)

12. File Becomes Inactive After

0 Month(s) Year(s)
Number

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

X_ Yes No
Personnel Office

16. Audit Requirements

None State Federal Independent

/> ^ JO-
18. Recommended Retention / y ^/rf^A? /£?/

' Pefmanentioc-active-employees ~7T~I^- t l
1-year for irFactive~employees /'/<—>/___

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)

1. Department/Agency
Public Facilities

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. Division
CIP/Buildings & Trades

AGENCY RECORDS INVENTOR

PAGE 1 OF 1

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 ava lable.

7. Record Series Format(s)

X Letter Size Microfilm

Legal Size Computer Tape

Bound Book Floppy Disk

Audio Tape Video Tape

X Other (specify)
Time cards & 8 1/2 x 5 leave slips

8. Record Series Sequence

X Alphabetical

Numerical

Chronological

Geographical

Other (specify)

11. File is used

Daily Weekly X Monthly

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

CIP/Buildings & Trades

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

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

Yes X No

19. Name^and Title of Preparer

Bonnie J. Turner
Administrative Secretary

9. Volume

File Drawer(s)
Micro File Reel(s)

5 Computer Tape(s)
Number X Other(specify)

Storage boxes

10. Annual Accumulation
File Drawer(s)
Micro File Reel(s)

2 Computer Tape(s)
Number X Other(specify)

Storage boxes

12. File Becomes Inactive After

2 Month(s) X Year(s)
Number

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

Yes X No

16. Audit Requirements

None State Federal Independent

18. Recommended Retention

2 years> T&esis JZe^TZs^

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)

1. Department/Agency
Public Facilities

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. Division
CIP/Buildings & Trades

AGENCY RECORDS INVENTOR

PAGE 1 OF 1

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)

X Letter Size Microfilm

Legal Size Computer Tape

Bound Book Floppy Disk

Audio Tape Video Tape

Other (specify)

8. Record Series Sequence

Alphabetical

Numerical

X Chronological

Geographical

Other (specify)

11. File is used

Daily Weekly X Monthly

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

CIP/Buildings & Trades

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

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

Yes X No

19. Name and Title of Preparer

Bonnie J. Turner
Administrative Secretary

and describe

9. Volume

X File Drawer(s)
Micro File Reel(s)

1 Computer Tape(s)
Number Other(specify)

10. Annual Accumulation
X File Drawer(s)

Micro File Reel(s)
1 Computer Tape(s)

Number Other(specify)

12. File Becomes Inactive After

2 Month(s) X Year(s)
Number

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

Yes X No

16. Audit Requirements

None State Federal Independent

18. Recommended Retention

lyte
If_a_daia-base~and7or imaginfekwere
available? i eteMtiyjJjSoaffbe
rrttfwfratr- """

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
Tool Inventory

5. Earliest Year/Latest Year
97 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.

Inventory lists of tools on vehicles, shop, etc.

Purpose: To maintain/inventory tools in department

7. Record Series Format(s)

X_ Letter Size Microfilm

Legal Size Computer Tape

Bound Book Floppy Disk

Audio Tape Video Tape

Other (specify)

8. Record Series Sequence

Alphabetical

Numerical

Chronological

Geographical

X_ Other (specify)
Division/department

9. Volume

1
Number

X File Drawer(s)
Micro File Reel(s)
Computer Tape(s)
Other(specify)

10. Annual Accumulation
File Drawer(s)
Micro File Reel(s)
Computer Tape(s)

Number Other(specify)

11. File is used

Daily X Weekly Monthly

12. File Becomes Inactive After

_0 Month(s)
Number

Year(s)

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

CIP/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

18. Recommended Retention

Yes No

19. Name^and Title .of Preparer

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

ntion Schedule (DGS 530-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 207S4

AGENCY RECORDS INVENTORY

PAGE. OF

• /, Department/Agency

Charles County Government
Department of Public Facilities

2. Division

Parks and Grounds
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

Genera l Correspondence

5. Earliest Year/Latest Year
1987 to 1997

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

Inter-Office Memorandum
Outgoing Correspondence

7. Record Series Format(s)

•[Letter Size D Microfilm

D Legal Size Q Computer Tape

J Bound Book D Floppy Disk

O Audio Tape D Video Tape

• Other (specify)

8. Record Series Sequence

Q Alphabetical

D Numerical

D Chronological

D Geographical

D Other (specify)

9. Volume

1/4
Number

5 . File Drawer(s)
• Microfilm Reel(s)

O Computer Tape(s)
D Other (specify)

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

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

11. Re is Used
[X Daily D Weekly D Monthly

12. File 3ecomes Inactive After
5 D Month(s)

Number
XI Year(s)

13. Current Location(s) (Bldg.. Floor, Room)
P a r k s and Grounds F i l e Room
Public Facilities - Main Office

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

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

16. Audit Requirements

fi None D State Q Federal • Independent

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

18. Recommended Retention

D Yes •B No

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

20. Telephone Number

(301) 932-3470

21. Data

May 7, 1997

osy-4 (Hev. 1/93)



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

intion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

\-f I, D epartment/Agency

Charles County Government
Department of Public Facilities

2. Division

Parks and Grounds
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

Facility Scheduling

5. Earliest Year/Latest Year
1992 to 1997

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

Master Facil i ty Usage Scheduling

7. Record Series Forrna'(s)

D Letter Size Q Microfilm

CX Legal Size a Computer Tape

. Bound Book D Floppy Disk

• Audio Tape • Video Tape

O Other (specify)

8. Record Series Sequence

(S Alphabetical

• Numerical

D Chronological

D Geographical

D Other (specify)

9. Volume
g> File Drawer(s)
D Microfilm Reel(s)

• Computer Tape(s)
D Other (specify)

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

1 / 2 4 o Computer Tape(s)
Number D Other (specify)

11. File is Used
CX Daily • Weekly • Monthly

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

Number
Year(s)

13. Current Location(s) (Bldg.. Floor, Room)
Parks and Grounds Schedu l ing Of f i ce
Public Facilities - Main Office

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

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

16. Audit Requirements

Xj None O State D Federal • Independent

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

18. Recommended Retention

D Yes a No

/<?. Name and Title of Preparer
Tom Roland
Chief of P a r k s and Grounds

20. Telephone Number

(301) 932-3470

21. Data

May 7, 1997

350-4 (Rev. 1/93)



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

•sntion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

[•fit Dapartment/Agency

Charles County Government
Department of Public Facilities

2. Division
P a r k s and Grounds

3. Unit

DEFINITION - RECORO 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

Sports Programs

5. Earliest Year/Latest Year
1992 to 1997

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

Budget worksheets; league schedules; correspondence with public; season expense
information

7. Record Series Fcrmat(s)

[X Letter Size D Microfilm

Q Legal Size O Computer Tape

J Bound Book • Floppy Disk

• Audio Tape D Video Tape

D Other (specify)

S. Record Series Sequence

D Alphabetical

D Numerical

Q[ Chronological

• Geographical

D Other (specify)

9. Volume

1/2
Number

8 File Drawer(s)
D Microfilm Reel(s)

D Computer Tape(s)
G Other (specify)

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

1 / 1 0 D Computer Tape(s)
Number Q Other (specify)

11. RleisUsed
Daily O Weekly G Monthly

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

Number
Ysar(s)

13. Current Location(s) (Bldg., Floor, Room)
P a r k s and Grounds F i l e Room
Public Facilities - Main Office

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

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

D No 16. Audit Requirements

& None O State D Federal O Independent

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

18.

D Yes S No

Name and Title of Preparer
Tom Roland
Chief of P a r k s and Grounds

20. Telephone Number

(301) 932-3470

21. Data

May 7, 1997

u o OOU-4 (H6V. 1/93)



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

ition Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

'•* /, D epartnent/Agency

Charles County Government
Department of Public Facilities

2. Division

Parks and Grounds
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

Park Construction

5. Earliest Year/Latest Year
1989 to 1997

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

Specifications for Park Facilities; Details on Park and Current Park Projects;
Project Specification Books

7. Record Series Format(s)

[XLetter Size • Microfilm

• Legal Size D Computer Tape

. Bound Book D Floppy Disk

• Audio Tape D Video Tape

D Other (specify)

8. Record Series Sequence

D Alphabetical

• Numerical

£ l Chronological

D Geographical

• Other (specify)

9. Volume

1
Number

& File Drawer(s)
D Microfilm Reel(s)

D Computer Tape(s)
D Other (specify)

10. Annual Accumulation
X] File Drawer(s)
• Microfilm Reol(s)

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

11. Re is Used
O Daily Weekly • Monthly

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

Number
Year(s)

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

Parks and Grounds File Room
Public Facilities Main Office

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

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

No 16. Audit Requirements

£ ] None D State D Federal D Independent

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

D Yes Si NO

18. Recommended Retention

Of-

/<?. Name and Title of Preparer
Tom Roland
Chief of P a r k s and Grounds

20. Telephone Number

(301) 932-3470

21. Date

May 7, 1997

(Hev. l/yj)



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

wtion Schedule (DGS 530-1)

f-f/i D eparanent/Agency
Charles County Government
Department of Public Facilities

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

2. Division

Parks and Grounds

AGENCY RECORDS INVENTORY

PAGE OF

3. Unit

I 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

6. Record Series Description (Briefly describe the types of

Budget worksheets; Fees & Charges

5. Earliest Year/Latest Year
1995 to 1997

nformationn/documents/forms found in the series. Indude the purpose or function of the series. I

i

Schedules; Approved Budgets

7. Record Series Format(s)

3 Letter Size D Microfilm

Q Legal Size Q Computer Tape

J Bound Book D Floppy Disk

• Audio Tape D Video Tape

D Other (specify)

S. Record Series Sequence

O Alphabetical

• Numerical

fi Chronological

• Geographical

• Other (specify)

9. Volume

1/2
Number

% File Drawer(s)
O Microfilm Reel(s)

D Computer Taps(s)
O Other (specify).

10. Annual Accumulation
X3 File Drawer(s)
D Microfilm Reel(s)

1/10 D Computer Tape(s)
Number D Other (specify)

11. File is Used
& Daily • Weekly • Monthly

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

Number
S Year(s)

13. Current Location(s) (Bldg.. Floor, Room)
P a r k s and Grounds F i l e Room
Public Facilities - Main Office

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

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

• No 16. Audit Requirements

X] None D State D Federal O Independent

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

18. Recommended Retention

• Yes s NO

J9. Name and Title of Preparer
Tom Roland
Chief of Parks and Grounds

20. Telephone Number

(301) 932-3470

21. Date

May 7, 1997

300-4 (Mev. 1/93)



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

?ntion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

D eparanent/Agency

Charles County Government
Department of Public Facilities

2. Division

Parks and Grounds
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

Maryland Office of Planning

5. Earliest Year/Latest Year
1994to 1997

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

Correspondence with Maryland Office of Planning; Planning Reports concerning Charles
County and Open Space Planning

7. Record Series Format(s)

B Letter Size D Microfilm

D Legal Size D Computer Tape

J Bound Book O Floppy Disk

• Audio Tape D Video Tape

D Other (specify)

8. Record Series Sequence

D Alphabetical

• Numerical

CS Chronological

D Geographical

D Other (specify)

9. Volume

1/4
Number

% File Drawer(s)
• Microfilm Reel(s)

• Computer Tape(s)
D Other (specify)

10. Annual Accumulation
IS Fie Drawer(s)
D Microfilm Reel(s)

• Computer Tape(s)
Q Other (specify)

1/24
Number

11. Re is Used
D Daily B Weekly D Monthly

12. File Becomes Inactive After
5 a Month(s)

Number
Year(s)

13. Current Location(s) (Bldg.. Floor, Room)
Parks and Grounds F i l e Room
Public F a c i l i t i e s - Main Office

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

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

H No 16. Audit Requirements

Xj None Q State Federal O Independent

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

18. Recommended Retention

D Yos B No

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

20. Telephone Number

(301) 932-3470

21. Date

May 7, 1997

030-4 (Hev. 1/93)



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

wtion Schedule (DGS 550-1) •

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

[•f I, D apartment/Agency

Charles County Government
Department of Public Facilities

2. Division

Parks and Grounds
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

Waterway Improvement Program

5. Earliest Year/Latest Year
1994 to 1997

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

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

7. Record Series Format(s)

K Letter Size • Microfilm

D Legal Size Q Computer Tape

J Bound Book D Floppy Disk

• Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

G Alphabetical

• Numerical

fi Chronological

Q Geographical

D Other (specify)

9. Volume
$ File Drawer(s)
D Microfilm Reel(s)

D Computer Tape(s)
• Other (specify)

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

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

1/24

11. File is Used
• Daily B Weekly D Monthly

12. File Becomes Inactive After
10 a Month(s)

Number
H Year(s)

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

Parks and Grounds File Room
Public Facilities - Main Office

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Q Yes $ No -

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

16. Audit Requirements

X] None D State D Federal D Independent

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

18. Recommended Retention

• Yes fi No

/?. Name and Title of Preparer
Tom Roland
Chief of P a r k s and Grounds

20. Telephone Number

(301) 932-3470

21. Data

May 7 , 1997

560-4 (Rev. 1/93)



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

>ntion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF

\f I, D apartment/Agency

Charles County Government
Department of Public Facilities

2. Division

Parks and Grounds
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

White Plains Golf Course/Grounds Chemicals

5. Earliest Year/Latest Year
1994 to 1997

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

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

7. Record Series Format(s)

[Xletter Size • Microfilm

• Legal Size Q Computer Tape

J Bound Book

• Audio Tape

• Floppy Disk

• Video Tape

D Other (specify)

8. Record Series Sequence

Q Alphabetical

D Numerical

S Chronological

D Geographical

• Other (specify)

9. Volume

Number

S File Drawer(s)
• Microfilm Reel(s)

D Computer Tape(s)
D Other (specify)

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

1/24 Q Computer Tape(s)
Number D Other (specify)

11. File is Used
Daily D Weekly D Monthly

12. File Becomes Inactive After
5 • Month(s)

Number
Year(s)

13. Current Location(s) (Bldg., Floor. Room)
P a r k s and Grounds F i l e Room
Public Facilities Main Office

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

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

No 16. Audit Requirements

X) None a State D Federal D Independent

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

18. Recommended Retention

D Yes S No

/<?. Name and Title of Preparer
Tom Roland
Chief of P a r k s and Grounds

20. Telephone Number

(301) 932-3470

21. Date

May 7 , 1997

330-4 (Hev. 1/93)



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

»ntion Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 207S4

AGENCY RECORDS INVENTORY

PAGE OF

'•» I, D epartment/Agency

Charles County Government
Department of Public Facilities

2. Division

Parks and Grounds
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 Tide

Memorandum IN/OUT

5. Earliest Year/Latest Year
1992 t0 1997

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

Correspondence

7. Record Series Format(s)

S Letter Size Q Microfilm

O LegaJ Size Q Computer Tape

j Bound Book • Floppy Disk

• Audio Tape O Video Tape

D Other (specify)

8. Record Series Sequence

D Alphabetical

• Numerical

S Chronological

O Geographical

D Other (specify)

9. Volume

1/4
Number

S File Drawer(s)
D Microfilm Reel(s)

• Computer Tape(s)
D Other (specify)

10. Annual Accumulation
& File Drawer(s)

' D Microfilm Reel(s)
1 / 2 4 • Computer Tape(s)

Number D Other (specify)

11. Re is Used
D Daily fi Weekly • Monthly

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

Number
El Year(s)

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

Parks and Grounds File Room
Public Facilities - Main Office

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

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

K) No 16. Audit Requirements

fi None D State D Federal D Independent

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

18. Recommended Retention

D Yes S NO

Name and Tide of Preparer
Tom Roland
Chief of Parks and Grounds

20. Telephone Number

(301) 932-3470

21. Data

May 7, 1997

530-4 (Hev. V93)



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

•ntion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF

fl, D apartment/Agency

Charles County Government
Department of Public Facilities

2. Division

Parks and Grounds
3. Unit

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

4. Record Series Title

Program Open Space Grant Program

5. Earliest Year/Latest Year
1990 to 1997

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

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

7. Record Series Format(s)

IS Letter Size D Microfilm

Q Legal Size Q Computer Tape

J Bound Bock • Floppy Disk

• Audio Tape D Video Tape

D Other (specify)

8. Record Series Sequence

D Alphabetical

• Numerical

E3 Chronological

0 Geographical

D Other (specify) ,

9. Volume

1/4
Number

§ File Drawer(s)
• Microfilm Reel(s)

D Computer Tape(s)
D Other (specify)

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

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

1/24

11. Re is Used
D Daily Weekly O Monthly

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

Number
Year(s)

13. Current Location(s) (Bldg., Floor, Room)
Parks and Grounds F i l e Room
Public F a c i l i t i e s - Main Office

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

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

No 16. Audit Requirements

Si None O State D Federal • Independent

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

18. Recommended Retention

• Yes a NO

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

20. Telephone Number

(301) 932-3470

21. Oats

May 7, 1997

Cab 350-4 (Rev. 1/93)



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

wtion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

[f I, D epanment/Agency

Charles County Government
Department of Public Facilities

2. Division

Parks and Grounds
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

Equipment Manuals/Information

5. Earliest Year/Latest Year
1990to 1997

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

Equipment Manuals and S p e c i f i c a t i o n Books

7. Record Series Format(s)

H Latter Size a Microfilm

D Legal Size • Computer Tape

J Bound Book Q Floppy Disk

• Audio Tape D Video, Tape

D Other (specify)

8. Record Series Sequence

Q Alphabetical

D Numerical

& Chronological

D Geographical

D Other (specify)

9. Volume

1/4
Number

& File Drawer(s)
• Microfilm Reel(s)

D Computer Tape(s)
Q Other (specify)

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

1 / 2 4 D Computer Tape(s)
Number D Other (specify)

11. File is Used
D Daily D Weekly Monthly

12. File Becomes Inactive After
1° O Month(s)

Number
Year(s)

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

Parks and Grounds File Room
Public Facilities - Main Office

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

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

16. Audit Requirements

£ ] None O State D Federal G Independent

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

18. Recommended Retention

• Yes 8 No

/<?. Name and Title of Preparer
Tom Roland
Chief of P a r k s and Grounds

20. Telephone Number

(301) 932-3470

21. Date

May 7 , 1997

330-4 (Hev. 1/93)



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

•ntion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF

-tl, D epartment/Agency

Charles County Government
Department of Public Facilities

2. Division

Parks and Grounds
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
1974 to 1997

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

Personnel Files - Full Time - Active
Personnel Files - Full Time - Inactive
Personnel Files - Seasonal/Part-Time - Active
Personnel Files - Seasonal/Part-Time - Inactive
Employee Leave Records

7. Record Series Format(s)

Q Letter Size • Microfilm

CXLegal Size Q Computer Tape

j Bound Book D Floppy Disk

• Audio Tape D Video Tape

D Other (specify)

8. Record Series Sequence

X] Alphabetical

• Numerical

D Chronological

• Geographical

• Other (specify)

9. Volume

2

Number

X) File Drawer(s)
Q Microfilm Reel(s)

D Computer Tape(s)
D Other (specify)

10. Annual Accumulation
& File Drawer(s)

2 • • Microfilm Reel(s)
D Computer Tape(s)

Number D Other (specify)

11. File is Used
a Daily d Weekly • Monthly

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

Number
•21 Year(s)

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

Parks and Grounds File Room
Public Facilities - Main Office

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

C h a r l e s County Government - Pprcnnno i O f f i c e

15. Access Restrictions ift Yes

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

Confidential

• No 16. Audit Requirements

fi None D State Q Federal D Independent

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

18. Recommended Retention

D Yes Si NO

(9. Name and Tide of Preparer

Tom Roland
Chief of Parks and Grounds

20. Telephone Number

(301) 932-3470

21. Data / / ^

May 7, 1997

(H8V. 1/UJ)



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

ntion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

'•»/• D epartment/Agency

Charles County Government
Department of Public Facilities

2. Division

Parks and Grounds
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

Time C a r d s

5. Earliest Year/Latest Year
1994 to 1997

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

Time Cards - Full Time - Active
Time Cards - Seasonal/Part-Time - Active
Time Cards - Full Time - Inactive
Time Cards - Seasonal/Part-Time - Inactive

7. Record Series Format(s)

• Letter Size D Microfilm

D Legal Size D Computer Tape

. Bound Book Q Floppy Disk

• Audio Tape D Video Tape

H Other (specify) B o x e d

8. Record Series Sequence

• Alphabetical

• Numerical

S- Chronological

• Geographical

• Other (specify)

9. Volume

Q
0

Number

10. Annual

2

Number

D File Orawef(s)
• Microfilm Reel(s)

• Computer Tape(s)
§ Other (specify)

Boxes

Accumulation
• File Drawer(s)
• Microfilm Reel(s)

• Computer Tape(s)
& Other (specify)

Boxes

11. File is Used
D Daily B Weekly G Monthly

12. File Becomes Inactive After
5 a Month(s)

Number
Year(s)

13. Current Location(s) (Bldg.. Floor, Room)
Parks and Grounds F i l e Room
Publ ic F a c i l i t i e s - Main Office

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

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

Confidential

• No 16. Audit Requirements

B None D State D Federal D Independent

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

18. Recommended Retention

• Yes a NO

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

20. Telephone Number

(301) 932-3470

21. Date

May 7, 1997

3&0-4 (Hev. 1/93)



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

?ntion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT 0IVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

'•*/, D epartment/Agency

Charles County Government
Department of Public Facilities

2. Division

Parks and Grounds
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

Bank Statements/Cancelled Checks/Deposit Slips

5. Earliest Year/Latest Year
1992 to 1997

6. Record Series Description (Briefly describe the typ«s of inforrnationn/documents/forms found in the series. Indude the purpose or function of the series.

Bank Statements
Cancelled Checks
Deposit Slips

7. Record Series Format(s)

D Letter Size D Microfilm

• Legal Size D Computer Tape

J Bound Book • Floppy Disk

• Audio Tape Q Video Tape

SOther (specify) B o x e d

S. Record Series Sequence

D Alphabetical

• Numerical

C? Chronological

D Geographical

O Other (specify)

9. Volume

Number

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

D Computer Tape(s)
8 Other (specify)

Boxes

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

1/2 n Computer Tape(s)
Number 8 Other (specify)

B o x

11. File is Used
D Daily i Weekly D Monthly

12. File Becomes Inactive After
5 a Month(s)

Number
Year(s)

13. Current Location(s) (Bldg., Floor, Room)
Parks and Grounds F i l e Room
Public F a c i l i t i e s - Main Office

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

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

[X No 16. Audit Requirements

& None O State D Federal D Independent

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

13. Recommended Retention

D Yes Si No

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

20. Telephone Number

(301) 932-3470

21. Date

May 7, 1997

S30-4 (Hev. 1/93)



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

Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF

\fl, D epartment/Agency

Charles County Government
Department of Public Facilities

2. Division

Parks and Grounds

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 Tide

Requisitions

5. Earliest Year/Latest Year
1994 to 1997

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

Requisitions
Purchase Orders

7. Record Series Format(s)

D Letter Size D Microfilm

R Legal Size Q Computer Tape

, Bound Book • Floppy Disk

• Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

D Alphabetical

D Numerical

S Chronological

D Geographical

D Other (specify)

9. Volume

1/3
Number

E File Drawer(s)
D Microfilm Reel(s)

D Computer Tape(s)
D Other (specify)

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

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

1/10

11. File is Used
IX Daily • Weekly G Monthly

12. File Becomes Inactive After
5 • Month(s)

Number
K Year(s)

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

Parks and Grounds File Room
Public Facilities - Main Office

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

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

CK No 16. Audit Requirements

fi None O State D Federal D Independent

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

18. Recommended Retention 9,€~)fl-J A ? T~p>f~

D Yes a NO

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

20. Telephone Number

(301) 932-3470 May 7, 1997

030-4 (H6V. 1/93)



1
Instructions - Type or Print a separate

1 new or revised record series, forward
tention Schedule (DGS 550-1)

form for each

with Record

-tt, D epartment/Agency

Charles County Government
Department of Public Faci l i t ies

DEFINITION - RECORD SERIES • A

4. Record Series Title

Check Requests

2.

group of related records

DEPARTMENT CF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JE3SUP. MARYLAND 207S4

Division

Parks arid Grounds

normally filed and used as a unit for reference

3.

as. well

5.

AGENCY RECORDS INVENTORY

PAGE OF

Unit

as retention and disposition purposes.

Earliest Year/Latest Year
1 9 9 0 to 1QQ7

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

Check Requests

7. Record Series Fcrmat(s)

• Latter Size D Microfilm

&• Legal Size • Computer Tape

Q Bound Book D Floppy Disk .

• Audio Tape • Video Tape

• Other (specify)

8. Record Series Sequence

Q Alphabetical

• Numerical

CX Chronological

• Geographical

D Other (specify)

9. Volume

1/3
Number

CX File Drawer(s)
D Micrcfiim Reel(s)

D Computer Tape(s)
O Other (specify)

10. Annual Accumulation
S File Drawer(s)
a Microfilm Reel(s)

1 / 1 0 • Computer Tape(s)
Number D Other (specify)

11. Re is Used
fi Daily O Weekly • Monthly

12. File Becomes Inactive After
5 C Month(s)

Number
8 Year(s)

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

Parks and Grounds File Room

Public Facilities - Main Office

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

15. Access Restrictions • Yes CX No
(If Yes. cite Law(s) & Regulations)

16. Audit Requirements

S None D State D Federal D Independent

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

18. Recommended Retention

D Yes No

/<?. Name and Title of Preparer

Tom Roland
Chief of Parks and Grounds

20. Telephone Number

(301) 932-3470

21. Date

May 7, 1997

UG5 5oO-4 (Hev. 1/93)



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

ntion Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JE3SUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF

[f I, D apartment/Agency

Charles County Government
Department of Public Facilities

2. Division

Parks and Grounds
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 Transfer Requests

5. Earliest Year/Latest Year
1993 to 1997

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

Budget Transfer Requests

7. Record Series Format(s) •

• Letter Size D Microfilm

Q Legal Size • Computer Tape

^Bound Book • Floppy Disk

Q Audio Tape O Video Tape

D Other (specify)

. Record Series Sequence

O Alphabetical

Q Numerical

XI Chronological

• Geographical

D Other (specify)

9. Volume
• File Drawer(s)
• Microfilm Reel(s)

D Computer Tape(s)
& Other (specify)

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

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

Book .

1/10

11. File is Used
Q Daily fl Weekly • Monthly

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

Number
01 Year(s)

13. Current Location(s) (Bldg.. Floor, Room)
P a r k s and Grounds F i l e Room
Public Facilities - . Main Office

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

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

CXNo 16. Audit Requirements

& None D State O Federal • Independent

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

18. Recommended Retention

D Yes No

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

20. Telephone Number

(301) 932-3470

21. Oats

May 7, 1997

OOO-4 (H6V. 1/93)



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

intion Schedule (DGS 530-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF

\tl, D apartment/Agency

Charles County Government
Department of Public Facilities

2. Division

Parks and Grounds
3. Unit

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

4. Record Series Title

Fuel and Mileage Reports

5. Earliest Year/Latest Year
1994 to 1997

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

Fuel and Mileage Reports

7. Record Series Format(s)

• Letter Size D Microfilm

S Legal Size a Computer Tape

J Bound Book D Floppy Disk

• Audio Tape • Video Tape

O Other (specify)

8. Record Series Sequence

D Alphabetical

• Numerical

IS Chronological

Q Geographical

Q Other (specify)

9. Volume

1/2

Number

& File Drawer(s)
• Microfilm Reel(s)

• Computer Tape(s)
D Other (specify)

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

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

1/8

11. File is Used
• Daily D Weekly CL Monthly

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

Number
E Year(s)

13. Current Location(s) (Bldg., Floor, Room)
P a r k s and Grounds F i l e Room
Public Facilities - Main Office

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

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

K) No 16. Audit Requirements

fi None O State Federal D Independent

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

18. Recommended Retention

D Yes fi No

19. Name and Title of Preparer
Tom Roland
Chief of P a r k s and Grounds

20. Telephone Number

(301) 932-3470

330-4 (Hev. 1/33)



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

mtion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 •

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

[il, D apartment/Agency

Charles County Government
Department of Public Facilities

2. Division

Parks and Grounds
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

. White P la ins Golf Course Depos i t s / Inven to r i e s

5. Earliest Year/Latest Year
1987 to 1997

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

Deposit Forms
Monthly Summary Sheet
Inventories

7. Record Series Format(s)

D Latter Size D Microfilm

53 Legal Size D Computer Tape

j Bound Book D Floppy Disk

• Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

D Alphabetical

• Numerical

fi Chronological

O Geographical

• Other (specify)

9. Volume
3 File Drawer(s)
D Microfilm Reel(s)

D Computer Tape(s)
D Other (specify)

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

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

11. File is Used
D Daily • Weekly CX Monthly

12. File Becomes Inactive After
5 • Mcnth(s)

Number
53 Ysar(s)

13. Current Location(s) (Bldg., Floor, Room)
Parks and Grounds F i l e Room
Public F a c i l i t i e s - Main Office

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

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

16. Audit Requirements

fi None D State D Federal D Independent

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

18. Recommended Retention

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

20. Telephone Number

(301) 932-3470

21. Data

May 7, 1997

tab 030-4 (Hev. 1/93)



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

3ntion Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF

'-»/, D apartment/Agency

Charles County Government
Department of Public Facilities

2. Division

Parks and Grounds
3. Unit

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

4. Record Series Title

Vehicle Safety Inspec t ion Cards

5. Earliest Year/Latest Year
1990 to 1997

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

Vehicle Safety Inspection Cards

7. Record Series Format(s)

• Letter Size D Microfilm

0 Legal Size • Computer Tape

i Bound Book D Floppy Disk

. • Audio Tape Q Video Tape

& Other (specify) B o x e d

8. Record Series Sequence

Q Alphabetical

• Numerical

S Chronological

D Geographical

• Other (specify)

9. Volume

2
Number

D File Drawer(s)
• Microfilm Reel(s)

O Computer Tape(s)
H Other (specify)

Boxes

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

• Computer Tape(s)
Number fi Ottier (specify)

B o x

1/8

11. RIeisUsed
O Daily D Weekly Q Monthly

12. File Becomes Inactive After
5 a Month(s)

Number
H Year(s)

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

Parks and Grounds File Room
Public Facilities - Main Office

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

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

No 16. Audit Requirements

fi None D State • Federal D Independent

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

18. Recommended Retention

D Yes fi No

Name and Title of Preparer
Tom Roland
Chief of P a r k s and Grounds

20. Telephone Number

(301) 932-3470

21. Date

May 7 , 1997

ODO-4 (Hev. 1/S3)



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

.ntion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF

\fl, D epartment/Agency

Charles County Government
Department of Public Facilities

2. Division

Parks and Grounds
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

Policies/Procedures

5. Earliest Year/Latest Year
1990 to 1997

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

Departmental Policies and Procedures

7. Record Series Format(s)

D Letter Size D Microfilm

H Legal Size D Computer Tape

j Bound Book • Floppy Disk

• Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

G Alphabetical

• Numerical

CL Chronological

• Geographical

D Other (specify)

9. Volume

1/12
Number

3 File Drawef(s)
. D Microfilm Reel(s)
O Computer Tape(s)
Q Other (specify)

10. Annual Accumulation
QC Hie Drawer(s)
D Microfilm Reel(s)

1 / 2 4 Q Computer Tape(s)
Number O Other (specify)

11. File is Used
• Daily D Weekly XJ Monthly

12. File Becomes Inactive After
S • Month(s)

Number
Year(s)

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

Parks and Grounds File Room
Public Facilities - Main Office

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

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

C3 No 16. Audit Requirements

& None • State D Federal D Independent

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

18. Recommended Retentionion J~2 L

D Yes fi No

II. Name and Tide of Preparer
Tom Roland
Chief of P a r k s and Grounds

20. Telephone Number

(301) 932-3470 May 7, 1997

>o 300-4 (nev. 1/93)



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

'ention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF 15

D epartmenfAgency
Charles County Government
Department of Public Facilities

2. Division 3. Unit

Solid Waste Administration

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

4. Record Series Title

Solid Waste Admin is t ra t ion

5. Earliest Year/Latest Year
1991 to Presen t

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

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

7. Record Series Format(s)

52 Letter Size • Microfilm

XXLegal Size D Computer Tape

3 Bound Book Q Floppy Disk

• Audio Tape • Video Tape

• Other (specify)

8. Record Series Sequence

B Alphabetical

• Numerical

G Chronological

0 Geographical

D Other (specify)

9. Volume
j3x File Drawer(s)
• Microfilm Reel(s)

D Computer Tape(s)
• Other (specify)

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

1/4 a Computer Tape(s)
Number D Other (specify)

11. Re is Used
Six Daily D Weekly D Monthly

12. File Becomes Inactive After
• Month(s)

Number

N/A

• Year(s)

13. Current Location(s) (Bldg., Floor, Room)
1001 Radio S t a t i o n Road
La P l a t a , MD 20646

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

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

16. Audit Requirements

X0 None D State Q Federal D Independent

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

• Yes No

18. Recommended Retention

Permanent^

19. Name and Title of Preparer

Lowry S. Phelps
Administrative Secretary

20. Telephone Number

301-932-3599

21. Date

May 1, 1997

SDO-4 (Hev. 1/93)



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

tention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 2C794

AGENCY RECORDS INVENTORY

PAGE£ 2 OF 15

/, Department/Agency
Charles County Government
Department of Public F a c i l i t i e s

2. Division

Solid Waste

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

D i v i s i o n Manual

5. Earliest Year/Latest Year
1994 to P r e s e n t

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

Employee telephone numbers, office extensions, government office numbers, evaluation
due dates, anniversary dates, radio call numbers, meeting schedules, equipment
inventory, job descriptions, copies of various forms: check requests, work requests,
accident/injury forms, expense sheets.

7. Record Series Format(s)

3- Letter Size Q Microfilm

D Legal Size D Computer Tape

D Bound Book

• Audio Tape

O Floppy Disk

• Video Tape

D Other (specify)
Nn fp .hnnk

8. Record Series Sequence

C Alphabetical

D Numerical

D Chronological

Q Geographical

• Other (specify)

9. Volume

1
Number

10. Annual

n / a
Number

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

D Computer Tape(s)
IS Other (specify)

Notebook

Accumulation
D File Drawer(s)
O Microfilm Reel(s)

D Computer Tape(s)
D Other (specify)

11. File is Used
Daily • Weekly G Monthly

12. File Becomes Inactive After
D Month(s)

Number

Updated as needed.

D Year(s)

13. Current Location(s) (Bldg.. Floor, Room)
1001 Radio S t a t i o n Road
La P l a t a , MD 20646

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

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

16. Audit Requirements

XX None D State D Federal D Independent

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

18. Recommended Retention

D Yes xKl No

/9. Name and Title of Preparer

Lowry S. Phelps
Administrative Secretary

20. Telephone Number

301-932-3599

21. Date

May 1, 1997

oou-4 (nev.



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

.ention 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 _ J _ OF 15

'•f I, 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 normally filed and used as a unit for referance as well as retention and disposition purposes.

4. Record Series Title

Solid Waste Div is ion Manuals

5. Earliest Year/Latest Year
to

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

Groundwater Monitoring - Pisgah Landfill
Groundwater Monitoring - Charles County Sanitary Landfill
Safety
Technical
Operation
Conference Proceedings

7. Record Series Format(s)

*3- Letter Size a Microfilm

D Legal Size

dk Bound Book

• Audio Tape

xXOther (specify)

D Computer Tape

• Floppy Disk

O Video Tape

Notebook

3. Record Series Sequence

C Alphabetical

• Numerical

• Chronological

• Geographical

D Other (specify)

N/A

9. Volume
D File Drawer(s)
• Microfilm Reel(s)

D . Computer Tape(s)
0 Other (specify)

Books/Notebooks

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

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

Books/Notebooks

11. File is Used
G Daily D Weekly xH Monthly

12. File Becomes Inactive After
• Month(s)

Number

N/A

• Year(s)

13. Current Location(s) (Bldg., Floor, Room)
1001 Radio S t a t i o n Road
La P l a t a , MD 20646

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

15. Access Restrictions D Yes £3c No
(If Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

xEJ None D State • Federal D Independent

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

18. Recommended Retention f{

D Yes No

19. Name and Title of Preparer

Lowry S. Phelps
Administrative Secretary

20. Telephone Number

301-932-3599

21. Date

May 1, 1997

0OO-4 (H6V. 1/93)



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF 15

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 normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Logs

5. Earliest Year/Latest Year
FY 96 to FY Q7

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

Requistions - Landfill & Recycling
Check Requests - Landfill & Recycling
Read Files - Copies of various forms of correspondence necessary to daily operation
of the Solid Waste Division
Recycling Invoicing - Copies of Checks/Verification of check received from Acct. Dept.

7. Record Series Format(s)

x S Letter Size D Microfilm

D Legal Size D Computer Tape

D Bound Book

D Audio Tape

• Floppy Disk

D Video Tape

XES Other (specify)

Notebooks

8. Record Series Sequence

G Alphabetical

D Numerical

2QC Chronological

D Geographical

D Other (specify)

9. Volume

12
Number

Q File Drawees)
D Microfilm Reel(s)

O Computer Tape(s)
x S Other (specify)

Notebooks

10. Annual Accumulation
• File Drawer(s)

, ' D Microfilm Reel(s)
• .Computer Tape(s)

Number 0 Other (specify)
Notebooks

11. File is Used
xKJ Daily D Weekly • Monthly

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

Number
FY 8 Year(s)

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

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
XX Yes 3 No

Charles County Landfill/Purchasing Dept.

15. Access Restrictions Q Yes x H No
(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

None D State D Federal • Independent

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

• Yes S^ No

18. Recommended Retention

f<7. Name and Title of Preparer

Lowry S. Phelps
Administrative Secretary

20. Telephone Number

301-932-3599

21. Date

May 1, 1997

do 000-4 (Hev. I/So)



Instructions - Type or Print a separate form for each
•>w or revised record series, forward with Record
.tention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _ 5 _ OF 15

r /, 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 normaJly filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Logs - Inactive

5. Earliest Year/Latest Year
FY94 to FY95

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

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

7. Record Series Format(s)

SXetter Size • Microfilm

D Legal Size D Computer Tape

• Bound Book D Floppy Disk

• Audio Tape • Video Tape

xH Other (specify)

Notebooks/Box

Record Series Sequence

C Alphabetical

• Numerical

3Ct Chronological

O Geographical

• Other (specify)

9. Volume
• File Drawef(s)
O Microfilm Reel(s)

• Computer Tape(s)
£ x Other (specify)

Box

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

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

11. Rleis Used
D Daily D Weekly Monthly

12. File Becomes Inactive After
C Month(s)

Number
D Year(s)

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

12305 Billingsley Road East, Waldorf, MD
Storage Room

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

15. Access Restrictions Q Yes x S No
(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

2& None • State D Federal D Independent

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

D Yes No

18. Recommended Retention

Permanent

/<?. Name and Title of Preparer

Lowry S. Phelps
Administrative Secretary

20. Telephone Number

301-932-3599

21. Date

May 1, 1997



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

tention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. 8OX 275

JESSUP, MARYLAND 2C794

AGENCY RECORDS INVENTORY

PAGE _ £ _ OF 1 5

[•f /, D apartment/Agency

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 reference as well as retention and disposition purposes.

4. Record Series Title

Time Cards - I n a c t i v e

5. Earliest Year/Latest Year
FY94to FY95

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

Time cards for Solid Waste Division employees.

7. Record Series Format(s)

3 Letter Size D Microfilm

D Legal Size • Computer Tape

D Bound Book

• Audio Tape

• Floppy Disk

D Video Tape

xra Other (specify)

Time Cards

Record Series Sequence

337 Alphabetical

D Numerical

JOC Chronological

• Geographical

D Other (specify)

9. Volume

1/2
Number

• File Drawef(s)
• Microfilm Reel(s)

• Computer Tape(s)
x B Other (specify)

Box

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

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

11. File is Used
G Daily • Weekly D Monthly

12. File Becomes Inactive After
O Month(s)

Number
D Year(s)

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

12305 Billingsley Road East, Waldorf, MD
Storage Room

14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office)
• Yes 5 ? No

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

Confidential Records

D No 16. Audit Requirements

}£3c None D State D Federal D Independent

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

18. Recommended Retention

D Yes EKNo

II. Name and Title of Preparer

Lowry S. Phelps
Administrative Secretary

20. Telephone Number

301-932-3599

21. Date

May 1, 1997

300-4 (K6V. 1/yj)



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

tention Schedule (DGS 530-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF 15

t /, 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 normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Old Files

5. Earliest Year/Latest Year
1991 to 1994

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

Expired:
Recycling Contracts
Tonnage Reports
Memorandums
Vendor Information

7. Record Series Format(s)

X3 Letter Size D Microfilm

^ S Legal Size Q Computer Tape

D Bound Book D Floppy Disk

D Audio Tape • Video Tape

• Other (specify)

8. Record Serias Sequence

5QC Alphabetic

• Numerical

D Chronological

O Geographical

• Other (specify)

9. Volume

1

Number

j Q File Drawees)
D Microfilm Reel(s)

• Computer Tape(s)
D Other (specify)

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

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

11. File is Used
Q Daily D Weekly D Monthly

12. File Becomes Inactive After
D Month(s)

Number
Q Year(s)

13. Current Location(s) (Bldg., Floor, Room)
1001 Radio S t a t i o n Road
La P l a t a , MD 20646

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
G Yes x a No

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

16. Audit Requirements

x a None • State D Federal • Independent

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

D Yes XEJ No

18. Recommended Retention

Permanent

II. Name and Title of Preparer

Lowry S. Phelps
Administrative Secretary

20. Telephone Number

301-932-3599

21. Date

May 1, 1997

( is 3bO-4 (Rev. 1/93)



Instructions - Type or Print a separate form for each
w or revised record series, forward with Record
tention 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 8 OF 15

/, D epartment/Agency
Charles County Government
Department of Public Facilities

2. Division 3. Unit

Solid Waste Landfill

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

L a n d f i l l Operat ions

5. Earliest Year/Latest Year
1991 to P r e s e n t

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

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

7. Record Series Fcrmat(s)

2O<Letter Size D Microfilm

xgj Legal Size Q Computer Tape

D Bound Book • Floppy Disk

• Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

x s Alphabetical

D NumericaJ

• Chronological

• Geographical

• Other (specify)

9. Volume
XX File Drawees)
O Microfilm Reel(s)

• Computer Tape(s)
• Other (specify)

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

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

11. File is Used
W Daily D Weekly G Monthly

12. File Becomes Inactive After
• Month(s)

Number
N/A

D Year(s)

13. Current Locatjon(s) (Bldg., Floor, Room)
1001 Radio S t a t i o n Road
La P l a t a , MD 20646

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

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

16. Audit Requirements

XH None D State D Federal • Independent

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

18. Recommended Retention

D Yes No

Name and Title of Preparer

Lowry S. Phelps
Administrative Secretary

20. Telephone Number

301-932-3599

21. Data

May 1, 1997

i 00U-4 (Hev. I/So)



Instructions - Typo or Print a separate form for each
v or revised record series, forward with Record
.ention 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 JL_ OF 15

<lt Department/Agency

Charles County Government
Department of Public Facilities

2. Division 3. Unit

Solid Waste Recycling

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

4. Record Series Title
Recyc l ing Ope ra t i ons

5. Earliest Year/Latest Year
1991 to P r e s e n t

6. Record Series Description (Briefly describe the typ«s of informationn/docurnents/forms found in the series. Indude the purpose or function of the series.

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

7. Record Series Format(s)

21 Letter Size D Microfilm

IS Legal Size D Computer Tape

D Bound Book G Floppy Disk

• Audio Tape D Video Tape

• Other (specify)

8. Record Series Sequence

>CJ Alphabetical

D Numerical

O Chronological

O Geographical

D Other (specify)

9. Volume

1

Number

21 File Drawer(s)
• Microfilm Reel(s)

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

10. Annual Accumulation
S File Drawer(s)
O Microfilm Reel(s)

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

11. File is Used
XH Daily G Weekly D Monthly

12. File Becomes Inactive After
G Month(s)

Number
N / A

G Year(s)

13. Current Location(s) (Bldg., Floor, Room)
1001 Radio S t a t i o n Road
La P l a t a , MD 20646

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

15. Access Restrictions Q Yes xts No
(If Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

JO; None G State G Federal G Independent

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

18. Recommended Retention

lent

G Yes No

/•?. Name and Title of Preparer

Lowry S. Phelps
Administrative Secretary

20. Telephone Number

301-932-3599

21. Date

May 1, 1997

tab 300-4 (Hev. 1/93)



Instructions • Type or Print a separate form for each
w or revised record series, forward with Record
tention 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 0 OF 15

r /, D epartment/Agency
Charles County Government
Department of Public Facilities

2. Division 3. Unit

Solid Waste Recycling

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

4. Record Series Title

Recycling Surveys

5. Earliest Year/Latest Year
1991 to P r e s e n t

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

Scrap metal tickets, glass tickets, aluminum can tickets, newspaper tickets, transfer
station logs, tag-a-bag sticker logs. Information required for compilation of recycling
reports/surveys.

7. Record Series Format(s)

2 Letter Size D Microfilm

B Legal Size D Computer Tape

• Bound Book D Floppy Disk

• Audio Tape D Video Tape

• Other (specify)

8. Record Series Sequence

G Alphabetical

D Numerical

XX Chronological

• Geographical

• Other (specify)

9. Volume

1
Number

XX File Drawer(s)
O Microfilm Reel(s)

D Computer Tape(s)
• Other (specify)

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

1/4 D Computer Tape(s)
Number D Other (specify)

11. Re is Used
D Daily • Weekly KKMonthly

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

Number
Year(s)

13. Current LocaSon(s) (Bldg., Floor, Room)
1001 Radio S t a t i o n Road
La P l a t a , MD 20646

14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office)
• Yes S c NO

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

16. Audit Requirements

Sc None D State D Federal D Independent

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

18. Recommended Retention

Permanent
• Yes No

!<?. Name and Title of Preparer

Lowry S. Phelps
Administrative Secretary

20. Telephone Number

301-932-3599

21. Date

May 1, 1997

S>J-A (nev.



Instructions • Type or Print a separate form for each
-w or revised record series, forward with Record
.tention 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 11 OF JJ

/, D epartment/Agency
C h a r l e s 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 reference as well as retention and disposition purposes.

4. Record Series Title

P e r s o n n e l Records

5. Earliest Year/Latest Year
1979 to P r e s e n t

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

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.

7. Record Series Format(s)

SPCetter Size D Microfilm

SPtegal Size Q Computer Tape

O Bound Book D Floppy Disk

• Audio Tape • Video Tape

• Other (specify)

8. Record Series Sequence

XS Alphabetical

D Numerical

D Chronological

G Geographical

D Other (specify)

9. Volume

1

Number

x g File Drawef(s)
O Microfilm Reel(s)

• Computer Tape(s)
Q Other (specify)

10. Annual Accumulation
x S Rle Drawer(s)

D Microfilm Reel(s)
1/16 o Computer Tape(s)

Number D Other (specify)

11. Rle is Used
D Daily KDWeekly D Monthly

12. File Becomes Inactive After
Q Month(s)

Number
Termination

• Year(s)

13. Current Location(s) (Bldg., Floor, Room)
1001 Radio S t a t i o n Road
La P l a t a , MD 20646

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

Supervisor's records

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

Confidential Records

n No 16. Audit Requirements

None D State • Federal D Independent

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

18. Recommended

D Yes No

/<?. Name and TitJo of Preparer

Lowry S. Phelps
Administrative Secretary

20. Telephone Number

301-932-3599

21. Data

May 1, 1997

aoo-4 (Hev. 1/93)



Instructions - Type or Print a separate form for each
w or revised record series, forward with Record
tention 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 13 OF 15

/, Department/Agency
Charles County Government
Department of Public F a c i l i t i e s

2. Division

Solid Waste

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. Record Series Title
I n a c t i v e Pe r sonne l Records

5. Earliest Year/Latest Year
1981 to 4/97

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

P e r s o n n e l r e c o r d s f o r employees whose employment h a s t e r m i n a t e d .

7. Record Series Format(s)

iKLetter Size D Microfilm

•SKLegaJ Size • Computer Tape

• Bound Book • Floppy Disk

• Audio Tape Q Video Tape

• Other (specify)

8. Record Series Sequence

xK Alphabetical

D Numerical

D Chronological

D Geographical

D Other (specify)

9. Volume

1/8
Number

SI File Drawees)
D Microfilm Reel(s)

D Computer Tape(s)
a Other (specify)

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

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

11. File is Used
• Daily

N/A
D Weekly • Monthly

12. File Becomes Inactive After
D Month(s)

Number
• Year(s)

13. Current Location(s) (Bldg., Floor, Room)
1001 Radio S t a t i o n Road
La P l a t a , MD 20646

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

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

Confidental records

D No 16. Audit Requirements

O None O State • Federal • Independent

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

13. Recommended Retention

D Yes No

/<?. Name and Title of Preparer

Lowry S. Phelps
Administrative Secretary

20. Telephone Number

301-932-3599

21. Date

May 1, 1997

330-4 (Kev. 1/93)



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. EOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 12 OF 15

• ;, D epartment/Agency

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 reference as well as retention and disposition purposes.

4. Record Series Title

Leave Records

5. Earliest Year/Latest Year
1 /1 /97 to P r e s e n t

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

Leave records, leave slips for individual employees.

7. Record Series Format(s)

ajtetter Size D Microfilm

8fct.egaJ Size Q Computer Tape

• Bound Bock • Floppy Disk

• Audio Tape D Video Tape

O Other (specify)

3. Record Series Sequence

x S Alphabetical

• Numerical

D Chronological

Q Geographical

D Other (specify)

9. Volume

1/8
Number

XS File Drawer(s)
C Microfilm Reel(s)

D Computer Tape(s)
D Other (specify)

10. Annual Accumulation
x S File Drawer(s)

D Microfilm Reel(s)
1/4 • Computer Tape(s)

Number D Other (specify)

11. File is Used
Q Daily D Weekly XX Monthly

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

Number
Year(s)

13. Current Location(s) (Bldg., Floor, Room)
1001 Radio S t a t i o n Road
La P l a t a , MD 20646

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

15. Access Restrictions SxYes
(If Yes. cite Law(s) & Regulations)

• No 16. Audit Requirements

O None D State D Federal }Qc Independent

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

18. Recommended Retention

• Yes Ex No

Name and Tide of Preparer

Lowry S. Phelps
Administrative Secretary

20. Telephone Number

301-932-3599

21. Date

May 1, 1997

oaO-4 (Rev. 1/93)



Instructions - Type or Print a separate form for each
v or revised record series, forward with Record
.ention 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 14 OF 15

f I, D apartment/Agency
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 reference as well as retention and disposition purposes.

4. Record Series Title

Leave Records - Inactive

5. Earliest Year/Latest Year
1989 to 1996

6. Record Series Description (Briefly describe the types of informaticnn/documents/forms found in the series. Indude the purpose or function of the series.
Inactive time sheets,

leave records, leave slips for individual employees.

7. Record Series Format(s)

XXLatter Size Q Microfilm

Q Legal Size O Computer Tape

• Bound Book • Floppy Disk

D Audio Tape O Video Tape

Q Other (specify)

8. Record Series Sequence

Ex Alphabetical

• Numerical

D Chronological

D Geographical

• Other (specify)

9. Volume

1/2
Number

ffic File Drawer(s)
D Microfilm Reel(s)

G Computer Tape(s)
a Other (specify)

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

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

11. File is Used
• Daily

N/A

D Weekly D Monthly
12. File Becomes Inactive After

1 • Month(s)
Number

Year(s)

13. Current Location(s) (Bldg., Floor, Room)
1001 Radio S t a t i o n Road
La P l a t a , MD 20646

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

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

Confidential records

• No 16. Audit Requirements

• None D State • Federal Independent

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

18. Recommended Retention

• Yes No

(9. Name and Title of Preparer

Lowry S. Phelps
Administrative Secretary

20. Telephone Number

301-932-3599

21. Date

May 1, 1997

i oso-4 (Mev. 1/9J)



Instructions - Type or Print a separate form for each
w or revised record series, forward with Record
tention 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 15 OF 15

[•f /, D epartment/Agoncy

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 reference as well as retention and disposition purposes.

4. Record Series Title

Leave Records - Inactive

5. Easiest Year/Latest Year
FY94 to FY95

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

Leave records for Solid Waste Division employees.

7. Record Series Fprmat(s)

SXatter Size D Microfilm

D Legal Size Q Computer Tape

D Bound Book D Floppy Disk

£3 Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

X2C Alphabetical

• Numerical

• Chronological

• Geographical

• Other (specify)

9. Volume

Number

• File Drawef(s)
O Microfilm Reel(s)

O Computer Tape(s)
D Other (specify)

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

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

11. File is Used
D Daily • Weekly D Monthly

12. File Becomes Inactive After
• Month(s)

Number
• Year(s)

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

12305 Billingsley Road East, Waldorf, MD
Storage Room

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

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

Confidential records

a No 16. Audit Requirements

>Q None O State D Federal D Independent

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

18. Recommended Retention jO -£^f^-J ^ /5i—

± 2 U
D Yes &• No years1

19. Name and Title of Preparer

Lowry S. Phelps
Administrative Secretary

20. Telephone Number

301-932-3599

21. Date

May 1, 1997

aoO-4 (Hev. 1/93)



Instructions - Type or Print a separate form for each
' i or revised record series, forward with Record
1 >(ention Schedule (DGS 530-1)

•f 1, D apartment/Agency

Charles County Government

Department of Public Faci l i t ies

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 2C794

2. Division

Charles County

Sanitary Landfi l l

AGENCY RECORDS INVENTORY

PAGE 1 OF 10

3. Unit

Administration

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

4. Record Series Title

R e q u i s i t i o n Log

5. Earliest Year/Latest Year
1995 to P r e s e n t

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

Copies of requistions pertinent to landfill operation.

7. Record Series Format(s)

i3d-8tter Size D Microfilm

' Legal Size • Computer Tape

• Bound Book O Floppy Disk

• Audio Taps • Video Tape

0 Other (specify)

8. Record Series Sequence

G Alphabetical

G Numerical

S x Chronological

D Geographical

G Other (specify)

9. Volume

Number

G File Drawees)
a Microfilm Reel(s)

G Computer Tape(s)
G Other (specify)

File Folder
10. Annual Accumulation

• File Drawer(s)
D Microfilm Reel(s)

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

11. File is Used
0 Daily XXWeekly a Monthly

12. File Becomes Inactive After
3 • Month(s)

Number
x S Year(s)

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

12305 Billingsley Road East, Waldorf, MD

Scalehouse

14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office)
W Yes a No Chief of Sol id Waste
Landfill Superintendent/Purchasing Dept.

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

16. Audit Requirements

* 3 None D State D Federal D Independent

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

18. Recommended

• Yes No

11. Name and Title of Preparer

Tricia Byard
Weigh Clerk

20. Telephone Number

301-932-9038

21. Data

April 25, 1997

Ubi sou-4 (riev. 1/yj)



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

DEPARTMENT CF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO HCAD
P.O. BOX 273

JESSUP. MARYLAND 2C794

AGENCY RECORDS INVENTORY

PAGE_2_ OF 10

\flt Department/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 unrt for reference as well as retention and disposition purposes.

4. Record Series Title

Landfill Information and Regulations

5. Earliest Year/Latest Year
1994 to P r e s e n t

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

Information/regulations pertinent to landfill operation.

7. Record Series Format(s)

KXLetter Size Q Microfilm

"" Legal Size • Computer Tape

D Bound Book a Floppy Disk

|| • Audio Tape Q Video Tape

D Other (specify)

8. Record Series Sequence

? ? Alphabetical

D Numerical

• Chronological

D Geographical

D Other (specify)

11. Re is Used
XX Daily D Weekly 0 Monthly

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

12305 Billingsley Road East, Waldorf, MD

Superintendent's Office

15. Access Restrictions • Yes XXJ No
(If Yes. cite Law(s) & Regulatjon(s)

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

D Yes ? y No

11. Name and Tills of Preparer

I Tricia Byard
Weigh Clerk

9. Volume
XX File Drawer(s)
Q Microfilm Reel(s)

1 D ComDuter Tape(s)
Number • Other (specify)

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

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

12. File Becomes Inactive After
• McntNs) • Year(s)

Number
N/A

14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office)
a Yes TO No

15. Audit Retirements

xJ2 None D State D Federal Q Independent

18. Recommended Retention

-Permafteat Clr<- '

20. Telephone Number

301-932-9038

21. Data

Apr i l 25, 1997

oso-4 (nev.



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

antion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF 10

,-f /, D epartment/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 Tite

Equipment Records

5. Eariiest Year/Latest Year
1980 to Present

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

Records applicable to land f i l l equipment.

7. Record Series Format(s)

SPtetter Size a Microfilm

Q Legal Size D Computer Tap©

j Bound Book D Floppy Disk

• Audio Tape D Video Tape

D Other (specify)

8. Record Series Sequence

x S Alphabetical

• Numerical

Q Chronological

Q Geographical

• Other (specify)

9. Volume

1

Number

XH File Drawees)
Q Microfilm Reel(s)

O Computer Tape(s)
D Other (specify)

10. Annual Accumulation
xra File Drawer(s)

n Microfilm Reel(s)
• Computer Tape(s)
D Other (specify)

1
Number

11. File is Used
D Daily S&VeekJy • Monthly

12. File Becomes Inactive After
• Month(s) • Year(s)

Number
When equipment is no longer active

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 office)
D Yes { K No

15. Access Restrictions • Yes 2© No
(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

2& None D State • Federal D Independent

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

18. Recommended Retention / y /^g

D Yes No

/"?. Name and Title of Preparer

Tricia Byard
Weigh Clerk

20. Telephone Number

301-932-9038

21. Date

April 25, 1997

sao-4 (Hev.



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

ention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 2C794

AGENCY RECORDS INVENTORY

PAGE _ 4 _ OF 10

'•»/, D epartment/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 normaJly filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

E q u i p m e n t M a i n t e n a n c e / F u e l R e c o r d s

5. Earliest Year/Latest Year
1987 to P r e s e n t

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

Records of equipment repairs and fuel usage at landfill .

7. Record Series Format(s)

S Letter Size D Microfilm

D Legal Size O Computer Tape

J Bound Book O Floppy Disk

• Audio Tape • Vidao Tape

D Other (specify)

S. Record Series Sequence

• Alphabetical

Hx Numerical

• Chronological

D Geographical

D Other (specify)

9. Volume

1

Number

Hx File Drawees)
a Microfilm Reel(s)

• Computer Tape(s)
• Other (specify)

10. Annual Accumulation
Six Rle Drawer(s)
Q Microfilm Reel(s)

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

11. Rle is Used
XK Daily D Weekly • Monthly

12. File Becomes Inactive After
O Month(s) D Year(s)

Number
When equipment is no longer active

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

12305 Billingsley Road East, Waldorf, MD

Scalehouse

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
D Yes 2t? No

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

16. Audit Requirements

XCS None D State D Federal • Independent

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

18. Recommended Retention

D Yes No

?. Name and Title of Preparer

T r i c i a Byard

Weigh Clerk

20. Telephone Number

301-932-9038

21. Data

April 25, 1997

(ii> 330-4 (Hev. 1/93)



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

ention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JE3SUP. MARYLAND 20794 "

AGENCY RECORDS INVENTORY

PAGE L OP 1 0

'•f/, D epartment/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 Tide

L a n d f i l l Records

5. Earliest Year/Latest Year
1994 to P r e s e n t

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

Landfill records include copies of bills paid, tonnage reports, customer records, and
leachate reports.

7. Record Series Format(s)

^GQ-etter Size D Microfilm

D Legal Size O Computer Tape

• Floppy DiskJ Bound Book

• Audio Tape

• Other (specify)

D Video Tape

8. Record Series Sequence

SX Alphabetical

• Numerical

0 x Chronological

O Geographical

Q Other (specify)

9. Volume

4

Number

HX File Drawees)
D Microfilm Re«l(s)

• Computer Tape(s)
D Other (specify)

10. Annual Accumulation
53x File Drawer(s)
D Microfilm Reel(s)

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

11. Re is Used
D Daily SXWeekly D Monthly

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

Number
Qc Year(s)

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

12305 Billingsley Road East, Waldorf, MD
Scalehouse

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

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

16. Audit Requirements

XQ3 None Q Stats D Federal D Independent

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

18. Recommended Retention fi

0
• Yes No

/9. Name and Tide of Preparer
T r i c i a Byard
Weigh C l e r k

20. Telephone Number

301-932-9038

21. Data

April 25, 1997

Cab 330-4 (Rev. 1/93)



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

ention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 2C794

AGENCY RECORDS INVENTORY

PAGE _ 6 _ OF 10

f I, D epartment/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

Purchases

5. Earliest Year/Latest Year
1995 to P r e s e n t

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

Copies of invoices paid.

7. Record Series Format(s)

XXLefter Size • Microfilm

D Legal Size • Computer Tape

J Bound Book Q Floppy Disk

• Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

D Alphabetical

5JC Numerical

D Chronological

Q Geographical

• Other (specify)

9. Volume

1
Number

XX File Drawer(s)
O Microfilm Reel(s)

D Computer Tape(s)
• Other (specify)

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

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

11. Re is Used
D Daily 2S Weekly D Monthly

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

Number
XX Year(s)

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

12305 Billingsley Road East, Waldorf, MD

Scalehouse

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

xa Yes C No P u r c h a s i n g D e p t .

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

16. Audit Requirements

xf f l None D State D Federal • Independent

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

18. Recommended R e t e n t i o n ^ / >$.//U?//^Z

• Yes No

Name and Title of Preparer
Tricia Byard
Weigh Clerk

20. Telephone Number

301-932-9038

21. Data

April 25, 1997

SOO-4 (Hev. 1/93)



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

antion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 2C794

AGENCY RECORDS INVENTORY

PAGE _ Z _ OF 10

[vl, D epartment/Agency

Charles County Government
Department of\Public Facilities

2. Division

Charles County
Sanitary Landfill

3. L/nit

Administration

DEFINITION - RECORD SEHfES - 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 \

Weigh Tickets - Inactive

5. Earliest Yaar/Latest Year
FY94 toFY95

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

Weigh tickets for use of\ landf i l l .

7. Record Series Format(s)

D Letter Size Q Microfilm

D LegaJ Size D Computer Tape

j Bound Book • Floppy Disk

• Audio Tape • Video Tape

}Q0ther (specify)

Bundled

8. Record Series Sequence

G Alphabetical

• Numerical

Chronological

Geographical

D \ Other (specify)

9. Volume
2

1
Number

Ex File Drawees)
• Microfilm Reel(s)

D Computer Tape(s)
Hx Other (specify)

Shelf

10. Annual Accumulation
• Re Drawer(s)
O Microfilm Reel(s)

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

11. Re is Used
O Daily O MonthlyX

12. File Becomes Inactive After
D Month(s)

Number
• Year(s)

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

12305 Billingsley Road East, Waldorf, MD

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

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

No 16. Audit Requirements

>B None • State • Federal D Independent

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

D Yes No

1S\ Recommended Retention

Permanent

II. Name and Title of Preparer

Tricia Byard
Weigh Clerk

20. Telephone Number

301-932-9038

21. Date

April 25, 1997

aoO-4 (Hev. 1/93)



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

ention 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 _ 8 _ OF 10

\f I, D epartment/Agency
Charles County Government
Department of Public Facilities

2. Division

Charles County
Sanitary Landfil l

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. Record Series Title

P e r s o n n e l Records

5. Earliest Year/Latest Year
1976 to P r p s p n f

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

Copies of evaluations and notes for landfill employees.

7. Record Series Format(s)

XXLetter Size a Microfilm

Q Legal Siza D Computer Tape

J Bound Book • Floppy Disk

• Audio Tape n Video Tape

D Other (specify)

8. Record Series Sequence

BX Alphabetical

O Numerical

B x Chronological

Q Geographical

O Other (specify)

9. Volume

1
Number

xS File Drawees)
• Microfilm Reel(s)

D Computer Tape(s)
D Other (specify)

10. Annual Accumulation
xSJ File Drawer(s)

• Microfilm Reel(s)
1 • Computer Tape(s)

Number D Other (specify)

11. File is Used
D Daily XXWeekly O Monthly

12. File Becomes Inactive After
D Month(s) • Year(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 office)

XX Yes D No

Main DPF Off ice
15. Access Restrictions

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

Confidential Records

a No 16. Audit Requirements

yJZ- None D State D Federal O Independent

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

18. Recommended Retention

D Yes No

II. Name and Title of Preparer

Tricia Byard
Weigh Clerk

20. Telephone Number

301-932-9038

21. Date

April 25, 1997

OSO-4 (Rev. 1/93)



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

tention 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 9_ OF 10

r /, D epartment/Agency

Charles County Government
Department of Public Facilities

2. Division

Charles County
Sanitary Landfil l

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. Record Series Title

Uniform R e c o r d s / B o o t R e c e i p t s

5. Earliest Year/Latest Year
1976 to P r e s e n t

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

Records f o r u n i f o r m s and b o o t s f o r employees of t h e l a n d f i l l .

7. Record Series Format(s)

XXLetter Size D Microfilm

D Legal Size • Computer Tape

J Bound Book • Floppy Disk

• Audio Tape G Video Tape

Q Other (specify)

8. Record Series Sequence

x & Alphabetical

D Numerical

D Chronological

• Geographical

• Other (specify)

9. Volume

1/2
Number

KK File Drawef(s)
D Microfilm Reel(s)

D Computer Tape(s)
D Other (specify)

10. Annual Accumulation
XQ File Drawer(s)

C Microfilm Reel(s)
1/2 Q Computer Tape(s)

Number D Other (specify)

11. Re is Used
Q Daily x:C Weekly D Monthly

12. File Becomes Inactive After
D Month(s)

Number
When employment is terminated.

C Year(s)

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

12305 Billingsley Road East, Waldorf, MD
Scalehouse

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

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

16. Audit Requirements

yS. None • State O Federal • Independent

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

18. Recommended Retention

O Yes No

/<?. Name and Title of Preparer
Tricia Byard
Weigh Clerk

20. Telephone Number

301-932-9038

21. Date

April 25, 1997

330-4 (Hev. 1/93)



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

ention 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 10 OF 10

,-f /, D epartment/Agency
Charles County Government
Department of Public Facilities

2. Division

Charles County
Sanitary Landfill

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. Record Series Title

Time Cards/Leave Records

5. Earliest Year/Latest Year
1994 to Present

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

Original time cards/leave slips/leave records.

7. Record Series Format(s)

• Letter Size Q Microfilm

O LegaJ Size • Computer Tape

j Bound Book • Floppy Disk

• Audio Tape • Video Tape

EbOther (specify)

Time cards/box

8. Record Series Sequence

xS Alphabetical

• Numerical

xQ Chronological

G Geographical

• Other (specify)

9. Volume

1
Number

D File Drawees)
D Microfilm Reel(s)

G Computer Tape(s)
£ k Other (specify)

Box

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

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

Box

1

11. Re is Used
G Daily SPWeekly G Monthly

12. File Becomes Inactive After
3 a Month(s)

Number
a x Year(s)

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

12305 Billingsley Road East, Waldorf, MD
Scalehouse

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

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

Confidential Records

G No 16. Audit Requirements

G None G State • Federal Cc Independent

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

y
any hadware/software

18. Recommended Retention

G Yes No

?. Name and Title of Preparer
T r i c i a Byard
Weigh Clerk

20. Telephone Number

301-932-9038

21. Date

April 25, 1997

lib 330-4 (Hev. 1/93)



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

DEPARTMENT CF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _ ! _ OF _ !

[fl, D epanment/Agency

D P F

2. Oivision 3. Unit

Roads

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

Charles County Roads

5. Earliest Year/Latest Year
' 8 6 to ' 9 7

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

Deeds and I n s p e c t i o n R e p o r t s from PGM f o r a l l County r o a d s .

7. Record Series Format(s)

D Letter Size D Microfilm

XXLegal Size D Computer Tape

D Bound Book • Floppy Disk

C3 Audio Tape D Video Tape

• Other (specify)

8. Record Series Sequence

EX Alphabetical

• ' Numerical

G Chronological

Q Geographical

D Other (specify)

9. Volume

Number

KK File Drawer(s)
D Microfilm Reel(s)

O Computer Tape(s)
D Other (specify)

10. Annual Accumulation
• File Drawer(s)

__ G Microfilm Reel(s)
jO • Computer Tape(s)

Number G Other (specify)

11. File is Used
G Daily • Weekly M. Monthly

12. File Becomes Inactive After
O Month(s)

Number
G Year(s)

13. Current Location(s) (Bldg., Floor, Room)
Superintendent's Office, Road's Shop

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
D Yes 1 No

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

16. Audit Requirements

H None O State • Federal • Independent

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

• Yes No

18. Recommended Retention

Files should be maintained as they contain
legal deeds, etc.

/*?. Name and Title of Preparer 20. Telephone Number 21. Date

5,1991
030-4 (Rev. 1/93)

R.-I



Instructions - Type or Print a separate form for each
->w or revised record series, forward with Record
,tention 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 J OF _ L

2. Division

Roads

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

Road Maintenance

5. Eariiest Year/Latest Year
' 9 2 to ' 9 5

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

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

7. Record Series Format(s)

• Letter Size • Microfilm

•\g(Legal Size • Computer Tape

D Bound Book D Floppy Disk

• Audio Tape • Video Tape

• Other (specify)

8. Record Series Sequence

XX Alphabetical

• Numerical

D Chronological

• Geographical

D Other (specify)

9. Volume

I

Number
'&

B File Drawef(s)
D Microfilm Reel(s)

D Computer Tape(s)
D Other (specify)

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

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

11. Hie is Used
D Daily • Weekly

Occasionalley

O Monthly
12. File Becomes Inactive After

D Month(s)
Number

• Year(s)

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

Superintendent's Office, Road's Shop

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

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

16. Audit Requirements

• None D State • Federal • Independent

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

18. Recommended Retention

• Yes No

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

SOU-4 (Hev. 1/93)



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 27S

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 1 OF

2. Division

Roads
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 Tide

Personnel Files

5. Earliest Yaar/Latest Year
' 8 6 to 90

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

Personnel Files, Time Cards, Leave Records, etc.

7. Record Series Format(s)

• Letter Size D Microfilm

"QC-sgal Size D Computer Tape

D Bound Book D Floppy Disk

D Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

8X Alphabetical

D Numerical

O Chronological

• Geographical

• Other (specify)

9. Volume

Number

XE) File Drawer(s)
• Microfilm Reel(s)

D Computer Tape(s)
D Other (specify)

10. Annual Accumulation
D Rio Drawer(s)
D Microfilm Reel(s)

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

11. RleisUsed
D Daily G Weekly

Seldom

O Monthly
12. File Becomes Inactive After

Q Month(s)
Number

D Year(s)

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

Superintendent's Office, Road's Shop

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

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

• No 16. Audit Requirements

O None O State D Federal D Independent

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

18. Recommended Retention
Files—8h&trld be mai iv ta ined-

D Yes No

Name and TiOe of Preparer

, 5-lQUUtCULLf

20. Telephone Number 21. Date

lab 000-4 (Hev. 1/93)



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

2. Division

Roads
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

Weekly Employee Time Sheets

5. Earliest Year/Latest Year
87 to 88

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

Weekly time reported for individual employees

7. Record Series Format(s)

C Letter Size D Microfilm

••$ Legal Size a Computer Tape

Q Bound Book O Floppy Disk

• Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

X53 Alphabetical

0 Numerical

D Chronological

• Geographical

• Other (specify)

9. Volume

Number

[2\ File Drawer(s)
D Microfilm Reel(s)

O Computer Tape(s)
• Other (specify)

10. Annual Accumulation
D Re Drawer(s)
D Microfilm Reel(s)

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

11. File is Used
O Daily

Never
D Weekly • Monthly

12. File Becomes Inactive After
D Month(s)

Number
P Year(s)

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

Superintendent's Office, Roads Shop
14. Is Record Series Duplicated Elsewhere?

(If yes, specify agency or office)
D Yes O X No

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

16. Audit Requirements

• None D State D Federal • Independent

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

D Yes •Or No

18. Recommended Retention

#%/ Abei7~

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

5,1991

> 330-4 (Hev. 1/93)



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECOROS INVENTORY

PAGE 1 OF

2. Division

Roads

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.

A. Record Series Title

Signal Maintenance

5. Earliest Year/Latest Year
yo t 0 p r e s e n t

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

Agreements on S i g n a l M a i n t e n a n c e f o r C h a r l e s Coun ty

7. Record Series Format(s)

JQjLetter Size D Microfilm

Q Legal Size

D Bound Book

• Audio Tape

D Other (specify)

Q Computer Tape

D Floppy Disk

• Video Tape

8. Record Series Sequence

• Alphabetical

• Numerical

&X Chronological

• Geographical

D Other (specify)

9. Volume

Number

y{ File Drawer(s)
a Microfilm Reel(s)

• Computer Tape(s)
D Other (specify)

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

O Computer Tape(s)
Number Q Other (specify)

11. Re is Used
D Daily O Weekly XX Monthly

12. File Becomes Inactive After
O Month(s)

Number
D Year(s)

13. Current Location(s) (Bldg., Poor, Room)
Roads, Storage Room (Office)

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
D Yes 5 No

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

16. Audit Requirements

D None D State • Federal D Independent

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

D Yes C3- No

13. Recommended Retention

Should r e t a i n due to na tu re of s u b j e c t .

19. Name and Title of Preparer 20. Telephone Number

3O-

21. Data

/ncujS/997
OWJ-4 [Hew.



Instructions - Typo or Print a separate form for each
w or revised record series, forward with Record
tention 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 L OF

2. Division

Roads

3. Unit

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

4. Record Series Title

Board of Education

5. Earliest Year/Latest Year
' 9 6 to ' 9 6

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

Road repairs for schools and asphalt invoices

7. Record Series Format(s)

• Letter Size D Microfilm

-G^Legal Size D Computer Tape

O Bound Book a Floppy Disk

• Audio Tape D Video Tape

D Other (specify)

8. Record Series Sequence

8 Alphabetical

D Numerical

D Chronological

D Geographical

• Other (specify)

9. Volume

Number

!§ File Drawer(s)
• Microfilm Reel(s)

D Computer Tape(s)
• Other (specify)

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

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

11. File is Used
• Daily D Weekly • Monthly

Never

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

Number
D Year(s)

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

Superintendent's Office, Road's Shop

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

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

16. Audit Requirements

• None D State • Federal D Independent

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

D Yes IK No

18. Recommended

^Hd u/JTTi
^- 3/f

/?i*d-J7

II. Name and Tide of Preparer

hx-zuru
20. Telephone Number 21. Date

U s, &q 7
030-4 (Hev. 1/93)



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

V '< D epanment/Agency

DPF

2. Division

R o a d s

3. Unit

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

4. Record Series Title

Blanket Permits

5. Earliest Year/Latest Year
' 95 to p r e s e n t

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

Copies of a l l u t i l i t y permits issued for County Roads. .

7. Record Series Format(s)

^§Q_etter Size D Microfilm

O Legal Size a Computer Tape

• Bound Book Q Floppy Disk

• Audio Tape D Video Tape

O Other (specify)

8. Record Series Sequence

D Alphabetical

D Numerical

BX Chronological

Q Geographical

D Other (specify)

9. Volume

Number

~p( File Drawer(s)
O Microfilm Reel(s)

O Computer Tape(s)
• Other (specify)

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

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

11. File is Used
• Daily D Weekly Monthly

12. File Becomes Inactive After
D Month(s)

Number
• Year(s)

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

Road's Office, Storage Room

14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office)
D Yes 1& No

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

16. Audit Requirements

O None D State D Federal D Independent

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

D Yes XX No

18. Recommended Retention

Re tent

19. Name and Title of Preparer

£LCJUL£OJLU

20. Telephone Number 21. Date

oou-4 (Hev. 1/33)



Instructions - Type or Print a separate form for each
'w or revised record series, forward with Record
jtention 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 J OF

2. Division

Roads

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

Correspondence

5. Earliest Year/Latest Year
95 to p r p s e n r

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

A l l m a j o r c o r r e s p o n d e n c e r e c e i v e d by R o a d s / M . Mudd

7. Record Series Format(s)

df Letter Size D Microfilm

Q Legal Size D Computer Tape

D Bound Book • Floppy Disk

• Audio Tape D Video Tape

O Other (specify)

8. Record Series Sequence

D Alphabetical

Q Numerical

B Chronological

• Geographical

• Other (specify)

9. Volume

Jk.
Number

p^ File Drawer(s)
• Microfilm Reel(s)

• Computer Tape(s)
D Other (specify)

10. Annual "Accumulation
D Re Drawer(s)

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

Number • Other (specify)

K
11. Re is Used

[X Daily D Weekly Q Monthly
12. File Becomes Inactive After

G Month(s)
Number

• Year(s)

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

Road's Office, Storage Room

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
D Yes 5} No

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

16. Audit Requirements

0 None D State D Federal D Independent

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

18. Recommended Retention

D Yes No

/<?. Name and Title of Prsparer 20. Telephone Number 21. Date

SoO-4 (Hev. 1/93)



Instructions - Type or Print a separate form for each
v or revised record series, forward with Record
tention 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 J _ OF JL

•f/, Department/Agency

DPF

2. Division

Roads

3. Unit

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

4. Record Series Title

Sign Requests

5. Earliest Year/Latest Year
' 9 2 to p r e s e n t

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

R e q u e s t s / w o r k done on s i g n s from o t h e r d e p a r t m e n t s t h r o u g h o u t t h e County gove rnmen t .

7. Record Series Format(s)

©Letter Size D Microfilm

G Legal Size n Computer Tape

D Bound Book Q Floppy Disk

• Audio Tape D Video Tape

D Other (specify)

8. Record Series Sequence

D Alphabetical

• Numerical

XDI Chronological

D Geographical

• Other (specify)

9. Volume

h>k
Number

Q File Drawees)
D Microfilm Reel(s)

• Computer Tape(s)
Q Other (specify)

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

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

11. Re is Used
D Daily Q Monthly

12. File Becomes Inactive After
D Month(s)

Number
D Year(s)

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

Roads Office, Storage Room

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

15. Access Restrictions • Yes XE3 No
(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

5© None D State D Federal D Independent

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

18. Recommended Retention

D Yes XX No

/<?. Name and Title of Preparer

J
20. Telephone Number 21. Date

(Hev.



Instructions - Typo or Print a separate form for each
v or revised record series, forward with Record
iention 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 _ L _ OF

• /, D apartment/Agency

DPF

2. Division

Roads

3. Unit

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

4. Record Series Title

Vehicle/Equipment Information

5. Earliest Year/Latest Year
' 96 to p r e s e n t

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

Serial //s, locations, e tc . , for a l l equipment/vehicles for the Roads Division

7. Record Series Format(s)

^Lat ter Size • Microfilm

1 Legal Size Q Computer Tape

D Bound Book • Floppy Disk

• Audio Tape D Video Tape

• Other (specify)

8. Record Series Sequence

Q Alphabetical

D Numerical

BX Chronological

• Geographical

0 Other (specify)

^ File Drawer(s)
O Microfilm Reel(s)

O Computer Tape(s)
• Other (specify)

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

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

11. File is Used
G Daily XXWeekly D Monthly

12. File Becomes Inactive After
• Month(s)

Number
D Year(s)

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

Roads Office, Storage Room

14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office)
• Yes f Jx No

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

16. Audit Requirements

O None D State D Federal D Independent

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

18. Recommended Retention

D Yes M. No

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

soo-4 (Hev.



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

itention 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 _ L OF J _

2. Division
R o a d s

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

Department of Natural Resources

5. Earliest Year/Latest Year
' 94 to p r e s e n t

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

Information on wetlands, wildlife & tree permits

7. Record Series Format(s)

}££ Letter Size d Microfilm

D Legal Size Q Computer Tape

O Bound Book • Floppy Disk

n Audio Tape O Video Tape

D Other (specify)

8. Record Series Sequence

• Alphabetical

D Numerical

XX Chronological

D Geographical

• Other (specify)

9. Volume
^ File Drawef(s)
C Microfilm Reel(s)

D Computer Tape(s)
• Other (specify)

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

• Computer Tape(s)
Ni/mber • Other (specify)

11. File is Used
D Daily D Weekly

12. File Becomes Inactive After
• Month(s)

Number
D Year(s)

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

Roads Office, Storage Room

14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office)
• Yes i P No

15. Access Restrictions • Yes XKNo
(if Yes. cite Law(s) & Regulatjon(s)

16. Audit Requirements

• None • State D Federal D Independent

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

18. Recommended Retention
—>

D Yes N°

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

300-4 (H6V. 1/S3)



Instructions - Type or Print a separate form for each
-w or revised record series, forward with Record
,(ention 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 L OF _ L

[+1, D apartment/Agency

D P F
2. Division

R o a d s

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

Athletic Field Information

5. Earliest Year/Latest Year
' 94 to p r e s e n t

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

Copies of b i l l s , overtime, etc. , for athletic f i e ld projects done by Roads.

7. Record Series Format(s)

XXLetter Size Q Microfilm

D Legal Size Q Computer Tape

O Bound Book

C3 Audio Tape

D Floppy Disk

D Video Tape

D Other (specify)

8. Record Series Sequence

Q Alphabetical

• Numerical

&X Chronological

D Geographical

• Other (specify)

^ File Drawer(s)
• Microfilm Reel(s)

D Computer Tape(s)
• Other (specify)

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

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

11. Re is Used
D Daily G Weekly C^Wonthly

12. File Becomes Inactive After
Q Month(s)

Number
a Year(s)

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

Roads Office, Storage Room

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

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

16. Audit Requirements

• None D State D Federal • Independent

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

D Yes -iQ- No

18. Recommended Retention

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

Cab 030-4 ^ev . 1/93)



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

mention 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

2. Division

Roads

3. Unit

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

4. Record Series Title

Personnel Files

5. Earliest Year/Latest Year
90 to p r e s e n t

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

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

Uniform information, Accident/Injury Forms.

7. Record Series Format(s)

SQ.etter Size D Microfilm

0 Legal Size

• Bound Book

• Audio Tape

D Other (specify)

Q Computer Tape

a Floppy Disk

Q Video Tape

8. Record Series Sequence

W- Alphabetical

• Numerical

Q Chronological

• Geographical

Q Other (specify)

9. Volume
/S^ File Drawer(s)

a Microfilm Reel(s)
• Computer Tape(s)
Q Other (specify)Number

2 Complete F i l e Drawers

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

ID • Computer Tape(s)
Number d Other (specify)
A

11. RleisUsed
HC Daily Q Weekly D Monthly

12. File Becomes Inactive After
D Month(s)

Number
• Year(s)

13. Current Location(s) (Bldg., Floor, Room)
Roads Office, Storage Room

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

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

16. Audit Requirements

D None D State • Federal D Independent

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

XXK Yes D No Some 'is on Lotus
Application

18. Recommended Retention

II. Name and Title of Preparer

A?.
StcJUJtrxyiiJ

20. Telephone Number 21. Data

oou-4 (Hev. 1/sj)



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT 0IVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

2. Division

Roads

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

Driveway Access Permits

5. Earliest Year/Latest Year
96 to p r e s e n t

6. Record Series Description (Briefly d&scribe the types of inforrnationn/docurnents/fonTis found in the series. Indude the purpose or function of the series.

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

7. Record Series Format(s)

.EL Letter Size Q Microfilm

O Legal Size

D Bound Book

• Audio Tape

D Other (specify)

D Computer Tape

D Floppy Disk

D Video Tape

8. Record Series Sequence

Q Alphabetical

Q Numerical

S& Chronological

Q Geographical

D Other (specify)

9. Volume

y/o
Number

^ File Drawef(s)
• Microfilm Reel(s)

D Computer Tape(s)
• Other (specify)

10. Annual Accumulation
D File Drawer(s)

- • Microfilm Reel(s)
D Computer Tape(s)

Number D Other (specify)
1

11. File is Used
G Weekly • Monthly

12. File Becomes Inactive After
D Month(s)

Number
Q Year(s)

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

Roads Division, Storage Room

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

15. Access Restrictions Q Yes C? No
(If Yes. dte Law(s) & Regulation(s)

16. Audit Requirements

• None O State D Federal • Independent

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

18. Recommended Retention

D Yes No

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

S3O-4 (Hev. 1/93)



Instructions - Type or Print a separate form for each
•w or revised record series, forward with Record
atention 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 i OF

2. Division

Roads

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

Bridges/CIP Projects

5. Earliest Year/Latest Year
' 96 to p r e s e n t .

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

All information - supplies used, payroll, etc. on:
Pine Grove Road
Poor House Road
Popes Creek Road
Woodville Road
Smallwood Drainage

7. Record Series Format(s)

5 Letter Size D Microfilm

D Legal Size • Computer Tape

D Bound Book Q Floppy Disk

O Audio Tape D Video Tape

Q Other (specify)

8. Record Series Sequence

%£ Alphabetical

Q Numerical

Q Chronological

D Geographical

D Other (specify)

Jt^ File Drawer(s)
O Microfilm Reel(s)

O Computer Tape(s)
D Other (specify)

10. Annual Accumulation
a File Drawees)

•^ D Microfilm Reel(s)
•3 D Computer Tape(s)

Number p Other (specify)

11. Re is Used
O Daily rJPfc/eekly G Monthly

12. File Becomes Inactive After
D Month(s)

Number
D Year(s)

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

Roads Division, Storage Room

14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office)
D Yas N No

15. Access Restrictions • Yes -H* No
(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

O None O State D Federal D Independent

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

• Yes No

18. Recommended Retention

Due to nature, should be maintained

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

3SO-4 (Hev. 1/93)



Instructions - Type or Print a separate form for each
^w or revised record series, forward with Record
,tention 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 J OF

2. Division

Roads

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 Justifications

5. Eariiest Year/Latest Year
to

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

Copies of budget justifications

7. Record Series Format(s)

XXLetter Size D Microfilm

Q Legal Size • Computer Tape

• Bound Book D Floppy Disk

• Audio Tape D Video Tape

D Other (specify)

8. Record Series Sequence

O Alphabetical

• Numerical

$X Chronological

Q Geographical

n Other (specify)

9. Volume

_JL
Number

^ \ File Drawees)
• Microfilm Reel(s)

• Computer Tape(s)
O Other (specify)

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

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

11. Re is Used
D Daily • Weekly Monthly

12. File Becomes Inactive After
D Month(s)

Number
C Year(s)

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

Roads Division, Storage Room

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

XX Yas D No
Administration

15. Access Restrictions XX Yes
(If Yes. cite Law(s) & Regulatjon(s)

• No 16. Audit Requirements

• None O State • Federal • Independent

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

D Yes

18. Recommended Retention ft € I ffj h?

hould be maintdiued

J

/9. Name and Title of Preparer 20. Telephone Number 21. Date



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

mtion 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 _i OF 5

D epanment/Agency

Charles County Government
Department of Public Facilities

2. Division

Vehicle Maintenance

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

Repair Manual Library

5. Earliest Year/Latest Year
1982 to P r e s e n t

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

Equipment & Vehicle Manuals
Equipment Specialty Manuals

7. Record Series Format(s)

D Letter Size Q Microfilm

• Legal Size • Computer Tape

JfBound Book D Floppy Disk

• Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

Q Alphabetical

jck Numerical

D Chronological

• Geographical

• Other (specify)

9. Volume

95
Number

D File Drawer(s)
C Microfilm Reel(s)

D Computer Tape(s)
j Q Other (specify)

Books on Shelves

10. Annual Accumulation
D Rle Drawer(s)
D Microfilm Reel(s)

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

11. Rle is Used
Daily • Weekly D Monthly

12. File Becomes Inactive After
D Month(s)

Number

With disposal of equipment.

O Year(s)

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

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

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
O Yes x H No

15. Access Restrictions Q Yes 3Ct No
(If Yes. ate Law(s) & Regulation(s)

16. Audit Requirements

XX None D State • Federal D Independent

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

D Yes

13. Recommended Retention

J9. Name and Title of Preparer
Stephen B. Quade
Shop Supe rv i so r

20. Telephone Number

301-932-3481

21. Date

April 30, 1997

oaO-4 (Hev. 1/93)



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

'ention Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 2 OF 5

'•» /, D epartment/Agency

Charles County Government
Department of Public Facilities

2. Division 3. Unit

Vehicle Maintenance 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

Shop Equipment and Tool Inventory File

5. Earliest Year/Latest Year
1986 to Present

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

Files on' equipment serial numbers over $500.00 in value.
Files on all shop tools and equipment.

7. Record Series Format(s)

Sietter Size Q Microfilm

Q Legal Size O Computer Tape

J Bound Book Q Floppy Disk

• Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

O Alphabetical

Xjc Numerical

• Chronological

• Geographical

• Other (specify)

9. Volume

Number

XJc File Drawef(s)
O Microfilm Re«l(s)

D Computer Tape(s)
• Other (specify)

10. Annual Accumulation
X S File Drawer(s)

Q Microfilm Reel(s)
• Computer Tape(s)
D Other (specify)

1
Number

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

12. File Becomes Inactive After
• Month(s) • Year(s)

Number
Disposal of equipment or tools.

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

1001 Radio Station Road, La Plata, MD
Vehicle Maintenance Shop

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

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

16. Audit Requirements

None Q State D Federal XE3 Independent

C o u n t y

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

18. Recommended

D Yes No

II. Name and Tide of Preparer
Stephen B. Quade
Shop Supervisor

20. Telephone Number

301-932-3481

21. Data

April 30, 1997

uo 30U-4 (Hev.



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

gntion 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 3 _ OF 5

), D apartment/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. Record Series Title

Personnel Records

5. Earliest Year/Latest Year
1982 to P r e s e n t

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

Copies of employee evaluations, training certif icates.

7. Record Series Format(s)

SXstter Size D Microfilm

D Legal Size a Computer Tape

J Bound Book • Floppy Disk

D Audio Tape D Video Tape

• Other (specify)

8. Record Series Sequence

XX Alphabetical

• Numerical

D Chronological

D Geographical

D Other (specify)

9. Volume

1/2
Number

XX File Drawer(s)
• Microfilm Reel(s)

• Computer Tape(s)
D Other (specify)

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

1/2 • Computer Tape(s)
Number D Other (specify)

11. Re is Used
D Daily O Weekly Monthly

12. File Becomes Inactive After
G Month(s)

Number
When employment is terminated

Q Year(s)

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, specify agency or office)

x g Yes D No
Main DPF Off ice

15. Access Restrictions xfi3 Yes
(If Yes. cite Law(s) & Regulation(s)

Confidential Records

• No 16. Audit Requirements

XX None D State • Federal • Independent

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

D Yes Six No

(9. Name and Title of Preparer
Stephen B. Quade
Shop Supervisor

20. Telephone Number

301-932-3481

21. Date

April 30, 1997

OSU-4 (Hev.



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

'ention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. 8OX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 4 _ OF

•f j , D epartment/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 disposibon purposes.

4. Record Series Title

Personnel Records

5. Earliest Year/Latest Year
1984 to P r e s e n t

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

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

7. Record Series Format(s)

XB Letter Size D Microfilm

XS3 Legal Size O Computer Tape

0 Bound Book • Floppy Disk

O Audio Tape D Video Tape

0 Other (specify)

S. Record Series Sequence

MS: Alphabetical

Q Numerical

• Chronological

O Geographical

O Other (specify)

9. Volume

1/4

Number

3GP File Drawees)
O Microfilm Reel(s)

• Computer Tape(s)
• Other (specify)

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

1/2 • Computer Tape(s)
Number D Other (specify)

11. File is Used
Q Daily Weekly • Monthly

12. File Becomes Inactive After
D Month(s)

Number
Termination

O Year(s)

13. Current Location(s) (Bldg., Floor, Room)
1001 Radio S t a t i o n Road
La P l a t a , MD 20646
Main

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

x s Yes D No

Supervisor's records

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

Confidential Records

O No 16. Audit Requirements

D None O State • Federal Independent

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

18. Recommended Retention

D Yes No

/<?. Name and Title of Preparer

Lowry S. Phelps
Administrative Secretary

20. Telephone Number

301-932-3599

21. Date

May 6, 1997

oo 330-4 (nev. i/yj)



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

'ention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF

/, Department/Agency

Charles County Government
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. Record Series Title

Time Cards

5. Earliest Year/Latest Year
1/97 to P r e s e n t

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

Time cards reflecting Vehicle Maintenance employees' daily hours worked.

7. Record Series Format(s)

G Letter Size Q Microfilm

G Legal Size

J Bound Book

• Audio Tape

t&Other (specify)

D Computer Tape

• Floppy Disk

O Video Tape

Time Cards

3. Record Series Sequence

x $ Alphabetical

G Numerical

xff l Chronological

G Geographical

D Other (specify)

9. Volume
G File Drawees)
a Microfilm Reel(s)

D Computer Tape(s)
JO: Other (specify)

Time Card Box

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

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

Time Card Box

11. Re is Used
G Daily ?& Weekly G Monthly

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

Number
Year(s)

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

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

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

• No 16. Audit Requirements

G None D State G Federal X H Independent

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

18. Recommended Retention

D Yes No

Name and Title of Preparer
Lowry S. P h e l p s
Administrative Secretary

20. Telephone Number

301-932-3599

21. Date

May 6 , 1997

SOO-4 (H6V. 1/93)


