








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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 

AGENCY RECORDS INVENTORY 
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 PAGE OF 13 

Jeoartment/Agency 

Howard County Council 

2. Division 3. Unit j 

I j 

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

Record Series Tide 

Original Legis lat ion 
5. Earliest Year/Latest Yea/ 

1950- to pjcesent 

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

Books contain or ig ina l documents of Council B i l l s , Resolutions and Ordinance. 

Record Series Formai(s) 

j ( letter Size • Microfilm 
f 

X Legal Size 

^ Bound Book 

" Auaio Tape 

• Computer Tape 

Q Floppy Disk 

Q Video Tape 

cXOther (specify) 
To he converted to CD-ROM in 
near fu tu re . 

8. Record Series Sequence 

• Alphabetical 

°J( Numerical 

(j( Chronological 

Q Geographical 

• Other (specify) 

9. Volume 
C Fiie Drawees! 

44 cubic f t . c w i c - ' o f i l m R e s ' < S i 

Q Computer Tapeis) 
Number - $ Other (specify) 

Bound Books 

10. Annual Accumulation 
Q File Orawer(s') 

1.5 C U b i C f t . D Microfilm Reensi 
• Computer Tape's-
58 Other i specifyi Number 

BoundiBooks 

: • .-iie 'S Used 
• Daily a Weekly • Monthly 

as needed 

12. File Becomes Inactive After 
Q Month(s) G Yea-is) 

Number 
Permanent 

'.3 Current Locauon(s) (Bldg.. Floor. Room) 
George Howard Building 
County Council O f f i c e , 1st Floor 
3 4 3 0 r.nurt H n n s p n r i v P , F l l i r n t t C i t y , MD 

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

Microf i lm 1969-94 stored in Audi tor 's Of f ice 
'5 Access Restrictions O Yes 0( No 

11 Vss. cite Law(s) & Regulatjon(s) 
16. Audit Requirements 

None • State O Federal G inaeoenoen; 

' r s an index System Used? (1/ yes. explain briefly and describe 
any naoware/sorrware 

j£ Yes • No 

Log - typed format in f ron t of each book. 

18. Recommended Retention 

Permanent. County Council O f f i c i a l Record 
Holder. Retain permanently on CD-ROM wi th 
copy of CD forwarded to State Archives. 

.'ame and Title of Preparer 

Gloria Taylor 
Administrative Analyst I 

20. Telephone Number 

410-313-3125 

21. Date 

June 15, 1998 
r - 9 V i/yj'i 



''instruction's - Tvpe or Print a seDarate 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 RECOROS INVENTORY 

PAGE ^ OF 13 

Jepartment/Agency 

Howard County Council 

2. Division 3. Unit 

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

A. Record Series Title 

Legis la t ive Journals 
5. Earliest Year/Latest Year 

1969— , 0 -picesent 

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

Books contain o f f i c i a l record of Council proceedings and actions taken during l e g i s l a t i v e 
sessions, which includes voting h is tory . 

7. Record Series Format(s) 

d( Letter Size • Microfilm 

• Legal Size 0 Computer Taps 

j£ Bound Book 0 Floppy Disk 

j Audio Tape • Video Tape 

cXOther (specify) 

Tn hp cnnvprted to CD-ROM in 
near f u t u r e . 

8. Record Series Sequence 

• Alphabetical 

[J[ Numerical 

Pj( Chronological 

• Geographical 

• Other (specify) 

9. Volume 
• File Drawer(s) 

5 CUbic f t . C M l c - ' o f i l r T 1 " e e i ( s j 
• Computer Taoeis) 

Number tjj Other (specify) 

Bound Books 

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

.25 CUbiC f t n Computer Tape(s) 
Number CJ( Other (specify) 

Bound Books 

11. Fiie is Used 
• Daily • Weekly • Monthly 

as needed 

i 
12. File Becomes Inactive After | 

• Monthfsl D Yearis) 
Number 

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

George Howard Building 
County Council O f f i c e , 1st Floor 
^4^0 Pni ir t Hnnco Flrix /P, F l l i r n t t f i t y , MP. 

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

Yes O No | 
Microf i lm 1969-94 stored in Auditor 's Of f ice I 

15. Access Restrictions • Yes CX No 
(II Yes. cite Law(s) & Regulation(s) 

i 
16. Audit Requirements | 

i 
V. None • State O Federal % Independent j 

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

• Yes Pj( No 

18. Recommended Retention j 

Permanent. Retain permanently on CD-ROM ! 
with a copy of CD forwarded to State j 
Archives. 

i 

Name and Title of Preparer 

Gloria Taylor 
Administrative Analyst I 

20. Telephone Number 

410-313-3125 

21. Date j 

June 15, 1998 



p ' -t 

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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
p ' -t 

Instructions - Type or Print a separate form (or 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 PAGE_3_ OF 13 

Jepartment/Agency 

Howard County Council 

2. Division 3. Unit 

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

4. Record Series Title 

Leg is l t i ve F i les 

5. Earliest Year/Latest Year 
1975 to present 

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

Fi les contain l e g i s l a t i v e h is to ry , testimony, l e t t e r s and other backup mater ia l fo r 
b i l l s , resolutions and ordinances and copy of signed l e g i s l a t i o n . General Plan and 
Council manic R e d i s r i c t i n g included in these f i l e s . 

7. Record Series Formats) 

R Letter Size • Microfilm 

• Legal Size 

• Bound Book 

3 Audio Tape 

• Computer Tape 

O Roppy Disk 

Q Video Tape 

5J Other (specify) 
T n h p r n n v p r t p r f to CD-ROM in 
the near future 

8. Record Series Sequence 

• Alphabetical 

£) Numerical 

g Chronological 

• Geographical 

• Other (specify) 

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

180 CUbic f t • Computer Tape(s) 
Number fjg Other (specify) 

Boxes 

10. Annual Accumulation 
D File Drawer(s) 

•_ _ . . _ 0 Microfilm Reel(s) 
[7.5 CUbiC f t - o Computer Tape(s) 

Number CX Other (specify) 
Boxes 

i i . File is Used 
• Daily • Weekly • Monthly 

as needed 

12. Hie Becomes Inactive After 
• Month(s) 

Number permanent 
O Year(s) 

13. Current Locatjon(s) (Bldg.. Floor, Room) 
George Howard Building 
County Council O f f f i c e , 1st Floor 
3 4 3 0 t n i i r t H I I I I S P D r i v P , F l l i r n t t C i t y , MP 

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

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

X3 No 16. Audit Requirements 

H None • State • Federal • Independent 

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

18. Recommended Retention 

• Yes » No 
Permanent. Retain permanently on CD-ROM with 

a copy of CD forwarded to the State Archives. 

Name and Title of Preparer 
Gloria Taylor 
Administrative Analyst I 

20. Telephone Number 

410-313-3125 

21. Date 

June 15, 1998 
:JGS 550-4 (Kev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
Instructions - Tvoe or Print a separata 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 PAGE 4 OF 13 

Jepartm en t/Agency 

Howard County Council 
2. Division 3. Unit 

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

4. Record Series Tide 

Legal Advertisements 
• 

5. Earliest Year/Latest Year 
1970 to .present , 

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

Fi les contain legal notices of public hearings on proposed l e g i s l a t i o n , taxes and of 
b i l l s passed by Council . These notices are used to confirm that county has met a l l 
advert is ing requirements of State and Federal law. 

I 

7. Record Series Formats) 

tJt Letter Size • Microfilm 

I l legal Size 

• Bound Book 

D Audio Tape 

• Computer Tape 

• Floppy Disk 

• Video Tape 

5 Other (specify) 
To be convprted to CD-ROM in 
the near fu ture 

8. Record Series Sequence 

• Alphabetical 

r£ Numerical 

fjj Chronological 

• Geographical 

• Other (specify) 

9. Volume 

7.5 cubic f t 
Number 

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

13 Computer Tape(s) 
5 Other (specify) 

Boxes 

10. Annual Accumulation 
O File Drawer(s) 

.13 C U b i C f t . • Microfilm Reel(s) 
• Computer Tape(s) 

Number CI Other (specify) 
. Box 

11. File is Used 
• Daily • Weekly O Monthly 

as needed 

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

Number Permanent 

13. Current Location(s) (Bldg.. Floor. Room) 
George Howard Building 
County Council O f f f i c e , 1st Floor 
3 4 3 0 C o u r t H n u s P D r i v P , F l l i r n t t . C i t y . MD 

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

15 Access Restrictions • Yes JO No 
(If Yes, cite Law(s) & Regulation(s) 

16. Audit Requirements 

H None • State • Federal • Independent 

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

18. Recommended Retention 

Yes g No 
Permanent. Retain permanently on CD-ROM with 

a copy of CD forwarded to the State Archives. 

Name and Title of Preparer 
Gloria Taylor 
Administrative Analyst I 

20. Telephone Number 

410-313-3125 

21. Date 

June 15, 1998 

JGS biO-4 (Hov. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
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 PAGEJj OF 13 

Jepartment/Agency 

Howard County Council 
2. Division 3. Unit 

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

4. Record Series Title 

Legis la t ive Agendas 

5. Earliest Year/Latest Year 
1 9 7 0 - t 0 present 

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

Files contain original agendas of legislative sessions and public hearings. Includes 
working copy of vote sheets, public hearing sign-up sheets and minutes of public hearings. 

7. Record Series Formats) 

(Jt Letter Size • Microfilm 

• Legal Size 

Q Bound Book 

] Audio Tape 

• Computer Tape 

• Floppy Disk 

• Video Tape 

5 Other (specify) 
To he converted to CD-ROM in 
the near future 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

£ Chronological 

• Geographical 

• Other (specify) 

9. Volume 
• File Drawer(s) 

7 CUbic f t . a Microfilm Reel(s) 
• Computer Tape(s) 

Number £j Other (specify) 
Boxes 

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

.25 CUbiC ffe. Computer Tape(s) 
Number OD Other (specify) 

Box 

11. File is Used 
• Daily • Weekly • Monthly 

as needed 

12. File Becomes Inactive After 
• Month(s) 

Number Permanent 
O Year(s) 

13. Current Location(s) (Bldg.. Floor. Room) 
George Howard Building 
County Council O f f f i c e , 1st Floor 
3 4 3 0 f n i i r t H O I I S P D r i v P , F l l i r n t t C i t y . MP 

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

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

16. Audit Requirements 

H None • State O Federal • Independent 

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

18. Recommended Retention 

Yes 5? No 
Permanent. Retain permanently on CD-ROM with 

a copy of CD forwarded to the State Archives. 

Name and Title of Preparer 
Gloria Taylor 
Administrat ive Analyst I 

20. Telephone Number 

410-313-3125 

21. Date 

June 15, 1998 

DGS 550-4 (Rev. 1/93) 



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

. , •:ii'j*?i*i«i¥ii,»(;:V.;,^..'.;- .. 
DEPARTMERgCjFlGENERAL SERVICES 

RECORDS^VlpiGEMENT DIVISION 
727S,WATERLOO ROAD 

; P'ABCiX275 
JESSUP; MARYLAND 20794 

AGENCY RECORDS INVENTORY 
Instructions - Tvoe or Print a separata form for each 
new or revised record series, forward with Record 
Retention Schedule (DGS 550-1) 

. , •:ii'j*?i*i«i¥ii,»(;:V.;,^..'.;- .. 
DEPARTMERgCjFlGENERAL SERVICES 

RECORDS^VlpiGEMENT DIVISION 
727S,WATERLOO ROAD 

; P'ABCiX275 
JESSUP; MARYLAND 20794 PAGE _6_ OF 13_ , 

Jepanment/ Agency 

Howard County Council 

2. Division 3. Unit 

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

4. Record Series Titio 

Audio/Video Tape Recordings 
5. Earliest Year/Latest Year 

1969 -to .present 

6. Record Series Description (Briefly describe the types of WorrrBlioruVdccuments/forrns found in the series. Include the purpose or function of the series. 

Audio and/or video tape recordings of County Council l e g i s l a t i v e sessions and public hearings, 
work sessions, Council committees, and Liquor Board, Zoning Board and Board of Appeals hearing 

7 Record Series Formats) 

(X Letter Size Q Microfilm 

0 Legal Size D Computer Tape 

• Bound Book O Floppy Disk 

yQ Audio Tape 55 Video Tape 

1 Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

& Chronological 

• Geographical 

D Other (specify) 

9. Volume 
O Re Drawees) 

30 C U b i C f t . 0 Microfilm Reel's) 
• ComDuier Tapefsl 

Number §J Other (specify) 

Boxes 

10. Annua) Accumulation 
• File Drawees) 
O Microfilm Resl(s) 

2 .5 C U b l C f t o Computer Tai>e<s) 
Number &) Other (so©'-'''-' 

Box 

' 11 File is Used 
O Oaily O Weekly • Monthly 

as needed 

12. File Becomes Inactive After 
• Monthfsi n Ysar(s> 

Number p e r m a n e n t 

13. Current Location(s) (Bldg., Floor. Room) 
George Howard Building 
County Council O f f f i c e , 1st Floor 

r n . i r t H m i s P R r i v p , F l l i r n t t . C l t v . MD 

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

i5 Access Restrictions O Yes £1 No 
(II Yes. cite Law(s) & Regulation(s) 

16. Audit Requirements 

H None • State • Federal • Independent 

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

• Yes 55 No 

18. Recommended Retention 

Permanent. Audio tapes-monitor per iod ica l l y 
fo r sound q u a l i t y . Rerecord a t 
some point to insure preservat ion. 
Video tapes-monitor per iod ica l ly 
fo r q u a l t i y . 

Name and Title ol Preparer 
Gloria Taylor 

i Administrative Analyst I 

JGS 5iO~4"(Hev. 1/93) ' " " 

20. Telephone Number 

410-313-3125 

21. Date 

June 15 , 1998 



f . • • • • 
i 
1 Instructions - Tvoe or Print a separata form for each 
| new or revised record series, forward with Record 

Retention Schedule {DGS 550-1) 

DEPARTMENT O F GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
f . • • • • 
i 
1 Instructions - Tvoe or Print a separata form for each 
| new or revised record series, forward with Record 

Retention Schedule {DGS 550-1) 

DEPARTMENT O F GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 PAGE 7 OF 13 j 

Jepartment/Agency. 

Howard County Council 

2. Division 3. Unit 

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

4. Record Series Titie 

County Charter 

5. Earliest Year/Latest Year 
_JJ1Z9 to .present 

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

Fi les contain proposed Charter amendments, Charter reviews, pe t i t ions fo r Charter 
amendments, Charter reports and supporting documentation. 

7. Record Series Formats) 

5t Letter Size D Microfilm 

C£ Legal Size 

• Bound Book 

] Audio Tape 

O Computer Tape 

• Floppy Disk 

O Video Tape 

5J Other (specify) 
Tn hp rnnvprted to CD-ROM in 
the near future 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

£ Chronological 

• Geographical 

• Other (specify) 

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

15 C U b i C f t . Q Computer Tape(s) 
Number JO Other (specify) 

Boxes 

10. Annual Accumulation 
• File Drawer(s) 

- . • f . • Microfilm Reel(s) 
l . ^ D C U D I C T T ^ computer Tape(s) 

Number )P Other (specify) 
[every 8 y r s . Box 

11 File is Used 
• Daily D Weekly 

as needed 
• Monthly 

12. File Becomes Inactive After 
• Month(s) 

Number permanent 
• Year(s) 

13. Current Location(s) (Bldg.. Poor. Room) 
George Howard Building 
County Council O f f f i c e , 1st Floor 
3 4 3 0 C o u r t . H o u s e D r i v e , F l l i c n t t C i t y . MP 

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

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

16. Audit Requirements 

0) None • State • Federal • Independent 

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

Yes £ No 

18. Recommended Retention 

Permanent. Retain permanently on CD-ROM wi th 
a copy of CD forwarded to the State Archives. 

Name and Title of Preparer 
Gloria Taylor 
Administrative Analyst I 

20. Telephone Number 

410-313-3125 

21. Date 

June 15, 1998 

JGS 550-4 (Rev. 1/93) 



Instructions - Typo or Print a separata form for each 
new or revised record series, forward with Record 
Retention Schedule {DGS 550-1) 

OEPARTMENTlOFjGENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE R OF 13 

Jepartment/Agency 

Howard County Council 

2. Division 3. Unit 

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

i. Record Series Title 

Zoning Board Fi les 
5. Earliest Year/Latest Year 

1974 to present 

6. Record Series Description {Briefly describe the types of inforn^tjonn/documents/forms found in the series. 'Include the purpose or function of the series. 

Fi les contain copies of decis ions, correspondence and back-up mater ia l 

7 Record Series Formats) 

fx Letter Size • Microfilm 

§g Legal Size 

• Bound Book 

3 Audio Tape 

D Computer Tape 

O Floppy Disk 

• Video Tape 

5 Other (specify) 
Tn hp converted to CD-ROM in 
the near fu ture 

8. Record Series Sequence 

• Alphabetical 

£1 Numerical 

)p Chronological 

• Geographical 

• Other (specify) 

9. Volume 
O File Drawees) 

12.5 CUbiC f ± ? r Microfilm Reel(s) 
U Computer Tape(s) 

Number g Other (specify) 
Boxes 

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

2 .5 CUbiC f t> Computer Tape(s) 
Number £l Other (specify) 

. Box 

11 File is Used 
• Daily • Weekly • Monthly 

as needed 

12. File Becomes Inactive After 
D Month(s) 

Number permanent 
• Year(s) 

13. Current Location(s) (Bldg.. Floor. Room) 
George Howard Building 
County Council O f f f i c e , 1st Floor 
3 4 3 D frniirt H m i s P D r i v e , F l l i r o t t C i t y . MP 

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

Department of Planning & Zoning 
i5. Access Restrictions • Yes 

(If Yes, die Law(s) & Regulation(s) 
» No 16. Audit Requirements 

H None • State • Federal • Independent 

i7 is an Index System Used? (If yes, explain briefly and describe 
any hadware/software 

• Yes 55 No 

18. Recommended Retention 

Permanent. Retain permanently on CD-ROM wi th 
a copy of CD forwarded to the State Archives. 

Name and Title of Preparer 
Gloria Taylor 
Administrative Analyst I 

20. Telephone Number 

410-313-3125 

21. Date 

June 15 , 1998 

'JGS 550-4 (Rev. 1/93T 



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

DEPARTMEN^ORiGENERAL SERVICES 
REC<3RDS;MANAGEMENT DIVISION 

7275WATERLOO ROAD 
P.O. 1 5 X 2 7 5 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE 0 OF 13 

Jepartmenv'Agency 

Howard County Council 

2. Division 3. Unit 

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

4. Record Series Title 

Board of Appeals 

5. Earliest Year/Latest Year 
1972 to present 

6. Record Series Description (Briefly describe the types of infomutjorWobcuments/forms found In the series. Include the purpose or function of the series. 

Fi les contain copies of dec is ions, correspondence and back-up m a t e r i a l . 

7. Record Series Formats) 

tj( Letter Size D Microfilm 

(X Legal Size 

O Bound Book 

3 Audio Tape 

• Computer Tape 

D Floppy Disk 

Q Video Tape 

(j{ Other (specify) 
Tn he cnnvprted to CD-ROM in 
the near fu ture 

8. Record Series Sequence 

• Alphabetical 

(5 Numerical 

0D Chronological 

• Geographical 

• Other (specify) 

9. Volume 
O R e Drawees) 

[27.5 CUbiC f t . • Microfilm Reel(s) 
O Computer Tape(s) 

Number J)} Other (specify) 

boxes 
10. Annual Accumulation 

O File Drawees) 
O Microfilm Reel(s) 

2 .5 CUbiC T t a computer Tape(s) 
Number 85 Other (specify) 

b o x 

j 11. File is Used 
! O Daily Q Weekly • Monthly 

| as needed 
i 

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

Number Permanent 

13. Current Locati'on(s) (Bldg.. Floor. Room) 
George Howard Building 
County Council O f f f i c e , 1st Floor 
3 4 3 ( 1 tnurt H n n < ; P D r i v e , F l l i r n t t . C i t y . MD 

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

Department of Planning & Zoning 
15 Access Restrictions • Yes CX No 

(11 Yes, cite Law(s) & Regulation(s) 
16. Audit Requirements 

R None • State • Federal Q Independent 

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

O Yes JjJ No 

18. Recommended Retention 

Permanent. Retain permanently on CD-ROM wi th 
a copy o f CD forwarded to the State Archives. 

Name and Title of Preparer 
Gloria Taylor 
Administrative Analyst I 

20. Telephone Number 

410-313-3125 

21. Date 

June 15 , 1998 

JGS 3 5 0 - 4 (Hev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE _10 OF 13 

Jepartment/Agency 

Howard County Council 

2. Division 3. Unit 

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

4. Record Series Title 

Council Commissions 
5. Earliest Year/Latest Year 

4380- t 0 present 

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

Fi les contain reports and back-up documentation for special commissions of recurr ing 
nature i f s ta f fed by the Counci l , acted on by the Council or appointed by the Council 
such as Compensation Review; Red is t r ic ing . 

7. Record Series Format(s) 

X3 Letter Size • Microfilm 

fQ Legal Size 

O Bound Book 

1 Audio Tape 

• Computer Tape 

• Floppy Disk 

O Video Tape 

& Other (specify) 
Tn hp converted to CD-ROM in 

near f u t u r e . 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

X} Chronological 

• Geographical 

• Other (specify) 

9. Volume • 
• File Drawer(s) 

7.5 cubic f t . ° M i c r o f i l r n R e e l <s) 
• Computer Tape(s) 

Number IS Other (specify) 
boxes 

10. Annual Accumulation 
• File Drawer(s) 

0 K riih-ir -ft D M i c r o f i l r n Reel(s) 
CD lUUil i t Q computer Tape(s) 

Number & Other (specify) 
levery 4 y r s . box 

11. File is Used 
Q Daily • Weekly • Monthly 

as needed 

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

Number 
10 vears a f t e r terminat io of commission 

13. Current Location(s) (Bldg.. Floor, Room) 
George Howard Building 
County Council O f f i c e , 1st Floor 
3430 T/Mir* H O U Q P n r i v p r F l l i c o t t C i t v . MD 

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

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

16. Audit Requirements 

09 None • State Q Federal • Independent 

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

• Yes Ijj No 

18. Recommended Retention 

Retain 10 years on CD-ROM. Before disposal 
appraise fo r continuing administrat ive 
usefulness and h i s t o r i c a l va lue. 

Name and Title of Preparer 

Gloria Taylor 
Administrat ive Analyst I 

20. Telephone Number 

410-313-3125 

21. Date 

June 15, 1998 
JGS 550-4 (Hev 1/93) 



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

• 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

P A G E l l _ OF 13 

Jepartment/Agency 

Howard County Council 

2. Division 3. Unit 

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

4. Record Series Title 

Finance/Budget 

5. Earliest Year/Latest Year 
1984 <°-present 

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

Council budgets, expenses, and supporting documentation. 

i 

7. Record Series Format(s) 

g Letter Size O Microfilm 

O Legal Size O Computer Tape 

1 O Bound Book O Floppy Disk 
i 

1 Audio Tape • Video Tape 

^ Other (specify) 

To be converted to CD-ROM in 
near f u t u r e . 

8. Record Series Sequence 

• Alphabetical 

O Numerical 

j2 Chronological 

• Geographical 

a Other (specify) 

- • • • - - " i 
9. Volume j 

Q File Drawer(s) j 
155cubic f t . a Microfilm Reel(s) 

• Computer Taoe(s) j 
Number (x Other (specify) ; 

Boxes ' 
10. Annual Accumulation j 

• File Drawer(s) 1 
• Microfilm Reel(s) { 

l . ^ O CUD1C T g . computer Taoe(s) j 
Number Xo Other (specify) | 

Box 

11. File is Used 
O Daily O Weekly • Monthly 

as needed 

12. File Becomes Inactive After 
D Month(s) • Yearlsl ! 

NOmber 
5 years 

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

George Howard Building 
County Council O f f i c e , 1st Floor . 
3430 T - n u r - t H n n < : p n r i v e , F l l i c o t t C l t V . MD 

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

X I Yes OS No 
Off ice of Finance r 

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

i 
16. Audit Requirements 

OB None O State • Federal O Independent 

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

• Yes J No 

18. Recommended Retention ] 
i 

Retain 5 years . Retain in Council Of f ice ! 
2 years then r e t a i n 3 years on CD-ROM. 
Before d isposal , appraise fo r continuing 
administrat ive usefulness and h is to r i ca l ! 
value 1 

i 

Name and Title of Preparer 

Gloria Taylor 
Administrative Analyst I 

l i , ^ 1 1 1 1 t j u 1 M i l 

20. Telephone Number 

410-313-3125 

21. Dale \ 
i 

June 15, 1998 j 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE JJL OF 13 

Jepartment/Agency 

Howard County Council 

2. Division 3. Unit 

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

4. Record Series Title 

General 
5. Earliest Year/Latest Year 

1975 to present 

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

Subject F i les contain general correspondence, copies of repor ts , and other items dealing 
with matters of i n t e r e s t to the County Council . Included is correspondence from 
ind iv idua lsc i t i zens , c i t i z e n ' s organizat ions, and governmental agencies addressed to the 
County Council and correspondence from the Council to indiv iduals and groups. Boards/ 
Commissions/Association f i l e s containing correspondence, newsletters and other re la ted 
pr inted m a t e r i a l . 

7 Record Series Format(s) 

g{ Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Bound Book • Floppy Disk 

1 Audio Tape • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

0) Chronological 

• Geographical 

D Other (specify) 

9. Volume 

345 cubic f t 
Number 

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

T3 Computer Tape(s) 
JC Other (specify) 

boxes 

10. Annual Accumulation 
O File Drawer(s) 

. f . • Microfilm Reel(s) 
3.75 C U D 1 C }f.-computer Tape(s) 
Number Other (specify) 

boxes 
11. File is Used 

• Daily 

as needed 
Q Weekly Q Monthly 

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

Number 
S Year(s) 

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

George Howard Building 
County Council O f f i c e , 1st Floor 
3430 froMrt Hnime D r i v e 

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

E l l i c o t t C i t v . MP 
15. Access Restrictions • Yes S No 

(If Yes. cite Law(s) & Regulation(s) 
16. Audit Requirements 

OS None • State O Federal • Independent 

i7 is an Index System Used? (If yes, explain briefly and describe 
any hadware/software 

18. Recommended Retention 

Yes No 
Retain 5 years . Retain in Council Of f ice 2 |; 
years then re ta in 3 years on CD-ROM. Before i; 
disposal appraise fo r continuing administrat ive 
usefulness and h i s t o r i c a l value. J 

Name and Title of Preparer 

Gloria Taylor 
Administrat ive Analyst I 

20. Telephone Number 

410-313-3125 

21. Date 

June 15, 1998 
j ob 550-1 (Hev t/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGEl3_ OF 13 

Jepartment/Agency 

Howard County Council 

2. Division 3. Unit 

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

4. Record Series Title 

Council Member Reading F i les 
5. Earliest Year/Latest Year 

1Q77 to present 

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

Fi les contain correspondence wr i t t en by Council Members. 

7 Record Series Format(s) 

CXLetter Size O Microfilm 

O Legal Size 

• Bound Book 

3 Audio Tape 

• Computer Tape 

O Floppy Disk 

O Video Tape 

CLOther (specify) 
* T n h P r n n v P r t P r i to CD-ROM in 

near future 

8. Record Series Sequence 

§j Alphabetical 

• Numerical 

Q( Chronological 

• Geographical 

• Other (specify) 

9. Volume 

35 cubic f t 
Number 

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

• Computer Tape(s) 
55 Other (specify) 

Boxes 

10. Annual Accumulation 
• Rle Drawer(s) 

. . • Microfilm Reel(s) 
1.25 CUD1C T b - Computer Tape(s) 

Number 35 Other (specify) 
box 

11. File is Used 
O Daily 

as needed 
D Weekly Q Monthly 

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

Number 
Year(s) 

13. Current Location(s) (Bldg.. Floor, Room) 
George Howard Building 
County Council O f f i c e , 1st Floor 
3 / p n tn,,r+ H m i Q P n r J V P r F l l l C O t t C l t V . MP 

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

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

16. Audit Requirements 

SO None • State O Federal • Independent 

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

18. Recommended Retention 

• Yes No 
Retain 5 years . Retain in Council Of f ice 
2 years then r e t a i n 3 years on CD-ROM. 
Before d isposal , return to Council Member 
for review to determine i f re tent ion is 
required. 

Name and Title of Preparer 

Gloria Taylor 
Administrative Analyst I 

20. Telephone Number 

410-313-3125 

21. Date 

June 15, 1998 
Job SDO-4 iriev 1/93) 


