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RECORDS RETENTION AND DISPOSAL SCHEDULE

CHARLES COUNTY GOVERNMENT

Schedule No.

O—~537

RECORDS MANAGEMENT DIVISION

Page 1 of 2

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

Budget expenditure files for departments, tracking
of expenses, invoices, purchase orders, check
req'uest, etc.

then destroy.

Schedule Approved by Department,

Agency, or Divisio i{e reseptative
, dist% ]

Date

Date  JUN 2 2 1998

Signature

 Gtfgd Yoo
Typed Name Epbene T. Lauer
Title County Adsinistrator

Schedule Authorized by State Archivist

Signature Q«u—[&. /9“;%"‘/




CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

Schedule No. C

537

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 2
(Continuation Sheet)
Agency Division/Unit
CHARLES COUNTY GOVERNMENT DEPARTMENT OF EMERGENCY SERVICES
Item Description Retention
No.
5 ANNUAL PROJECTS »
Files may contain some or all of the following: County Mutual Retain for 5 years and until al
Agreements, Hazmat/Tier Il Reports, MEMA/EMA Reimburse audit requirements have bee
Requests, etc. fulfilled, then destroy.
6 SPECIAL PROJECTS
Files may contain some or all of the following: 1) County Free 1) Retain until updated or supers
Weather Plan (updated annually); and 2) County False Alarm then destroy.
Committee files. 2) Retain until project is complete
plus 5 years, then destroy.
911 ADDRESSING
1 911 Addressing Files contains maps, field drawings, Screen annually. Destroy material h
correspondence with post offices, fire departments, Bell Atlant | no further administrtive, fiscal, legal,
and Tax Assessment Departments. Spreadsheets of address | operational value. Retain permanen
road name approvals. material that serves to document th
origin, development, and
accomplishments of the department
divisions.
2 Recorded Plat Files--all recorded plats within Charles County, Retain until projects are complete
assigned addresses on plats. finalized or mapped on computer,
destroy.
3 Screen annually. Destroy material h

General Correspondence from various agencies, ENSB, ME
NENA, Fire Departments, public, Bell Atlantic. Day-to-day
operations files, expenditures, interoffice memos.

no further administrtive, fiscal, legal,
operational value. Retain permanen
material that serves to document th
origin, development, and
accomplishments of the department
divisions.
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Instructions - Type or Pnnt a separate form ko each

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

new or revised record senes. forward with Record
Retenton Schedule (DGS 550-1)

JESSUP, MARYLANC 20794

7275 WATERLOO-ROAD
P.C. BOX 278

PAGE ____ OF

v }, D epartment/Agency

e pt- Sevvites

Offiee of Emergency Breperedness

2. Dmson

3. Unit

DEFINITION - RECORD SERIES - A proup o relatec records normally fiied and used as a unit for reference as well as retention and disposibon purposes

4. Recorg Senes True

Special Projects

§. Earlies! Year/Latest Year
93 w97

legislation passed.

¥
FrokTFotrering &

6. Record Series Descnption (Briefly describe the typas of informabonn/documentsAorms found in the series

Incdude the purpose or function of the senes.

/, County Freezing Weather Plan--updated annually. or&7o
4, County False Alarm Committee--special project to prepare local False Alarm Ordinance & get

XX Intermittently

7. Record Senec Formatic) € Record Senes Sequence 8. Volume
X¥O File Drawet(s)
B etor Size 0 Microfilm ®X Alphabevcal C Microfim Reel(s)
’ 1 0O Computer Tape(s)
BXega' Suze © I Compute’ Tape 0 Numencal Number - O Ormer (specity]
0 Bound Book O Fioppy Disk D Chronological
D Audic Tape O Video Tape 0 Geographical 10 Annus! Acwmula)ncc;\ File Drawer(s)
. . : O Microfim Reel(s)
0 Other (specity) D Oter (specty) 1 D Computer Tape(s)
Number O Otner (specity)
11. File is Used , 12. File Becomas inactve Aher
D Daily 0 Weeidy T Monthly Jndeterminedd Mont(s)

O VYear(s)
Number :

13. Current Locabon(s) {Blog.. Floor, Room)

OEP, lst Floor, Main Govt., Bldg.

14. |s Record Senes Dupiicated Eisewhere?
(1 yes, specity agency or office)
O VYes ® No

15. Access Resmncbons O Yes
(!f Yes. cite Law(s) & Regulabton(s)

§No

©16. -Audit-Requirements

B None D State O Federal D Independent

17. Is an index System Used? (If yes, expian bnefly and oescribe
any hadwaressoftware

18. Recommenoed Rewenton

Hex

O VYes X No unée-:-e-rmm"‘;iz

'

19. Name and Title of Preparer 20. Telephone Number 21. Date
Denise C. Shaw 301/645-0509 5/8/97

DGS S550< (hev. 1753




4 Koo A M/@a//f?éz ﬁf‘e_éwécafed/
Tr D,
3 Nl 12 A gy Comprled,

et plis SIS, Theso
LEST 5 L |




—

instructions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

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

AGENCY RECORDS INVENTORY

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

PAGE _ OF

v I, DepartnenvAgency S v \Ce )
eVIALEeS
Ereperedmess

5'B¢»P ‘
_ i of Emergency

2. Division

3. Unit

DEFINITION - RECORD SERIES - A group o relatec records normally fied and used as a unit for reference as well as retention and chspositon purposes

4. Record Senes Trie

Annual Projects

5 Earlies! Year/Latest Year
93 w_97

Maintain/update:

6. Record Series Descniption (Briefly describe the types of informatibnrvdocumentsorms found in the series. Include-the purpose of function of the senes.

County Mutual Aid Agreements with surrounding jurisdictions/agencies;
annual Hazmat/Tier II reports; MEMA EMA requests for reimbursement.

7. Record Senes Formatis) E Record Senes Sequence S Volume -
BX File Drawer(s)
XLeter Size O Microfilm XX Aphapetcal 1 D Miofim Reslis)
O Computer Tapel(s)
D Legal Size O Compute: Tape O Numenca Number 0O Omer (specity)
D Bound Book D Fioppy Disk 0 Chronological
. 10. Annuai Accumuiation
) . . 1 D Microfilm Reel(s)
O Other (specity) B Omer (specity) D Computer Tape(s)
Number O Other (specity)
11. File is Used 12. File Becomas Inactive Aher
O Daily 0 Weekly O Monthly 1 O Month(s) B VYear(s)
XX annually & quarterly ’ L Number
13. Current Location(s) {Bldg.. Floor, Room) 14. 1s Record Series Dupiicated Elsewnere?
- (I yes. specity agency or office)
OEP, 1lst Floor, Main Govt. Bldg. D  VYes X No
15. Access Rastncbons ‘O -Yes “¥X-Ne =f1-16. . Audit-Requirements
(It Yes, cite Law(s) & Reguiaton(s) )
D None X State D Federal D Independent
for EMA Files

17. Is an Index System Used? (If yes. explam bnefly and oescribe
any hadware/software

D VYes RX No

18. Recommended Retenton ;

‘EMA--5 S'ears Trequired,

oveEr—

/%

19. Name and Title of Preparer
Denise Shaw

20. Telephone Number
301/645-0509

21. Date
5/8/97

DTS 5502 (Rev. 1753,
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instructons - Type or Pnn! g separste form kr each
new of revised record senes. forwarc with Record
Retention Scheduke (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O BOX 278
JESSUP, MARYLAND 20764

AGENCY RECORDS INVENTORY

PAGE - OF

vl nvAgency
% Sevuites
. of Emergency P-Eep&-rtd-n-e'ss

2. Dvison

3. Unit

DEFINITION - RECORD SERIES - A group o* related records normally fied and used as & unit for relerence as well as retention and chspositon purposes

4. Record Senes Tue

General Correspondence

5. Earles! Year/Latest Year
93 ©_97

check requests, etc.

LEPC meeting minutes

General correspondence from various local,
Miscellaneous budget information, supply requlsltlons, petty cash account documentation,

6. Record Series Description (Brefly describe the types of informationn/documents/torms found in the seres.

Miscellaneous employee leave records. -
County vehicle files/records & titles.

state & federal agencies (MEMA/FEMA/MDE,

Include the purpose or function of the senes.

etc.)

7. Record Senes Formai(s)

€ Record Senes Sequence

g. Volume
KX File Drawer(s)

XX Letter Size O Microfim XX Alphabetcal 1 O Microfim Reel(s)

- D Computer Tape(s)
XX Legal Size O Compute: Tape O  Numencal Number O Omer (specity) )
]
O Bound Book O Floppy Disk. O Chronological '
0 Audo Tape O Viceo Tape D Geograhical AU A o Drawer(s) |
. ) 1 0O Microfim Reel(s)
D Other (specity) O Omer (spectty) D Computer Tape(s) |
Number O Otner (specity) i

11. File is Used 12. Fileﬁgms Inactive Aher
aily T Weexy T Monthiy O Month(s) O Year(s)

Number

13. Cument Location(s) (Bldg., Fioor, Room)

14. 15 Record Senes Duplicated Elsewhere? . ‘
(I yes. specity agency or office)

Main' Govt. Bldg., lst Floor, OEP D VYes No
15. Access Restictons O Yes XX No 16. Audit Requirements
"l Yes, cite Law(s) 8 Regulaton(s) ) :
XE None D Swute O Federal O ‘Independent

any hadware/software

D VYes XB No

17. Is an Index System Used? (ll yes. expiam briefly and cescribe

Recommenaed Retention

[M.ﬁe GENErZ 4,675

M/ﬁx)

19, Name and Tite of Preparer

Denise C. Shaw

20. Telephone Number

301/645-0509

21. Daw

5/8/97

o (mev. 1/53;
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o " DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form ko each RECORDS MANAGEMENT DIVISION
new of revised record senes, forward with Record 7275 WATERLOQ ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP. MARYLAND 20764 PAGE _L_ oF _3_

'vl, D vAgency 2. Dmsion ' 3. Unk
Eg?p'r- of ' .

t  Emergency Prepsreg@ness SBV“VV\C«Q.S 911 Addressing

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

4. Record Senes Titie ) ] , 5. Earlies! Yearatest Yoar
to Present
911 Addressing Files

6. Record Senes Descnption (Briefly describe the types of informationr/documentsAorms found in the series. Include the purpose or function of the series.

Contains maps, hand drawn drawings, correspondence with post office, fire department,

Bell Atlantic and Tax Assessement Department. Spreadsheets of addresses, road name |
approvals.,

7. Record Senes Formai(s) &. Record Senes Sequence 9. Volume
: - B File Drawer(s)
X Letter Size D Microfiim X Alphabetcal D Microfim Reel(s)
’ 1 D Computer Tape(s)
G Legal Size O Computer Tape 0O Numerical Number 0O Oter {specity)
0 Bound Book O Fioppy Disk O Chronological

10. Annuai Accumulaton

D Audio Tape 0 Videc Tape 0 Geogravhical "X File Drawer(s)
) h O Microfilm Reel(s)
0 Other (specity) O Other (specty) O Computer Tape(s)
-_ Number - O Other (specity)
11. File is- Used 12. File Bacomas Inactive After
& Daily D Weekly O Monthly O Month(s) D Year(s)
Number
13. Current Locaton(s) (Bidg.. Floor, Room) 14. Is Record Series Duplicated Eisewhere?
{1 yes. specity agency or otfice)
Govt. Bldg, lst Floor, Emergency Preparedness. O Yes B No -
15. Access Restnctons D Yes “&No ’ 1116, ~Audit Requirements
(if Yes, cite Law(s) 8 Regulabon(s)
B None D Sute O Federal. D independent
17. s an Index System Used? (!f yes, explain briefly and oescrive 18. Recommended Retention
any hadware/software
O VYes B No ' Ln&?fiﬂate-—‘-——-;Z
. ot — =
hs< MWL,/{Z@ /{geo/'/ '’

19. Name and Tile of Preparer 20. Telephone Number - ] 21. Datws
Sheila Boswell, 911 Coordinatqr 301-645-0642 5/8/97

BGE 5502 (Rev. 1553;




instructions - Type of Prnt a separate form for sach
new or revised record senes, forward with Record
Retention Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ.ROAD

~ P.O.BOX 275
JESSUP. MARYLAND 20784

AGENCY RECORDS INVENTORY

PAGE _2_ oOF _3

spartmanvAgen 2. Dmsion
D

"e
, Emergatlcy —P-r-epa-redﬁegsv-:u" ces

" 911 Addressing

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally fiied and used as 8 unit for reference as well as retention and disposition purposes.

4. Record Senes Trle
Recorded Plat Files

S. Earliest Year/Latest Yoar
to Present

6. Rocord Senes Descnption (Briefly describe the types of infom\aﬁon'rvdéwmonw_!om found in the series. Indude the purpose or function of the seres.

All recorded plats within Charles County, with assigned addresses on plats.

! 7. Record Senes Formatis) "E. Record Senes Sequence 9 Volume
- XJ File Drawer(s)
!l O Letter Size O Microfilm X Alphabebcal O Microfim Reel(s)
" 1 O Computer Tape(s)
u O Legal Size O Computer Tape O Numencal Number D Othe! (spedity)
!l O Bound Book 0O Fioppy Disk O Chronological
; ) 10. Annual Accumulation
'!_ 0 Audio Tape 0 Viceo Tape 0O Geographical B File Drawer(s)

‘. ) O Micofim Reel(s)
, 0 Other (specity) O Other (specty) 1 O Computer Tape(s)
; Number O Other (specity)

11. File is Used 12. File Becomas Inactive After
B Daily 0 Weekly 0 Monmly N/A O Month(s) O VYear(s)

! Number

13. Cument Location(s) (Bldg., Fioor, Room)

Govt. Bldg, lst Floor, Emergency Preparedness

14. s Record Series Duplicated Eisewhere?
(I yes. specity agency or othce)
X Yes O No Planning, Courthouse

X No

15. Accsss Restncvons O Yes
) (!t Yes, cite Law(s) & Regulaton(s)

- 16, Audit Requirements

& None D State D Federal D Independent

17. Is an Index System Used? (!f yes, explan briefly and oescrive
any hadware/software

D VYes X No

18. Recommended Retendon 6677?- /./‘) ‘

Until projects are completed and finalized or .

mapped on cpmpgter) 777‘—-?”.%57—’;5%

19. Name and Tite of Preparer 20. Telephone Number

Sheila Boswell, 911 Coordinator

301-645-0642

21. Date

5/8/97

DGS 5504 (Rev. 1/53)




Sk

InsTuctions - Type or Print a separate form kr sach
new Or revised record series, forward with Record
Retertion Schedute (DGS §50-1)

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

— e ——

AGENCY RECORDS INVENTORY

PAGE _3 OF _3

v), D VAgency 2. Dmsion
~ - OF o
Emerge C)L_E{:epe-redﬂgss‘ N 911 Addressing
oL ¥V Lce s '

3. Unit

DEFINITION - RECORD SERIES - A grou.p of related records nérmany fiied and used as & unit for reference as well as retention and disposition purposes

4. Record Senes Title

General correspondence

5. Eariest Year/Latest Year
93 w_Present

Bell Atlantic.

6. Record Series Descnpton (Bnefy describe the types of informatonn/documentsforms found in the series. Incdude the purpase or function of the senes.

General correspondence from various agencies, ENSB, MENA, NENA, Fire Departments, public,
Day to day operation files, expentitures, interoffice memorandums.

7. Record Senes Formai(s) €. Record Senes Sequence 9. Volume
4 . B Fiie Drawer(s)
& Letter Size O Microfilm 5 Alphabetcal O Microfim Reel(s)
—l O Computer Tape(s)
B Legal Size G Computer Tape O Numencal Number O Other (specity)
D Bound Book D Floppy Disk o Chronological
: . 10. Annual Accumulation
0 Audio Tape 0 Viceo Tape D Geographical D File Drawer(s)
: . 0 Microfiim Reel(s)
O Other (specity) O Other (specity) : 0O Computer Tape(s)
Number O Other (specity)
11. File is Used ) 12. File Becomes Inactive After
B Daily . O WeekKly O Montnly N/A 0 Month(s) O VYear(s)
. . vt amm v et s - . Num“r
13. Current Locaton(s) (Bidg., Floor, Room) 14. |s Record Senes Duplicated Elsewhere?
) (I yos, specity agency or othos)
Govt. Bldg, lst floor, Emergency Preparedness D Yes B No
15. Access Restictons "D Yes X No 718, "AUdit Requirements
(if Yes, cite Law(s) & Regulaton(s)
X None D Suate . 0O Federal D Independent

any hadware/sohware

D VYes X No

17. 1s an Index System Used? (If yes, explar bnefly anc oescribe

18.

Recommended Retenton M&‘é é‘w/m L

19. Name and Title of Preparer

Sheila Boswell, 911 Coordinato

DGS 5502 (Rev. 183]

i

20. Telephone Number

301-645-0642

21. Date

5/8/97




