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

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

AGENCY RECORDS INVENTORY

PAGE ____. OF

’

Jepartment/Agency

DCA/Pubtlic Information

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
BUDGET RECORDS

5. Earliest Year/Latest Year
1997 0 _1999

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

File Folders containing:

1). Pre-determined budget figures and related correspondence
2). Budget submissions

3). Final budget
7. Record Series Format(s) 8. Record Series Sequence 9 Volume
XX XFile Drawer{(s)
Xt Xetter Size Q Microfilm O Alphabetical O Microfiim Reel(s)
O Computer Tape(s) *
0 Legal Size 0O Computer Tape O Numerical Number O Other (specify)
D Bound Book O Floppy Disk XX)X3 Chronological
. R lati
J Audio Tape 3 Video Tape 0 Geographical 10. Annual Accumula lgn File Drawer(s)
. ) O Microfim Reel(s)
QO Other (specify) O Other (specity) O Computer Tape(s)
Number O Cther (specify)
11. File is Used 12. File Becomes Inactive After
Q Daily 0O Weekly X2aXmMonthly O Month(s) O Year(s)

Number

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

14. [s Record Series Duplicated Elsewhera?
If yos, specify agency or office)

Budget Office &

Carroll Building, 1lst floor Yes O No Dept. of Finance
15. Access Restn'qtions O Yes o 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
O None O State O Federal O independent
17. Is an Index System Used? (If yas, explain briefly and describe 18. Recommended Retention i

any hadware/software

HXNO

O Yes

2 years then destroy

Name and Title of Preparer

Linda Brown
Admin. Supp. Tech. III

20. Telephone Number

410-313-2022

21. Date

March 8, 1999

T 5504 (Rev. 1/33)
gure 1

- 25 -




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

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

AGENCY RECORDS INVENTORY

PAGE ___ OF

Jepartment/Agency
DCA/Public Information

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
NEWS CLIP FILES

S. Earliest Year/Latest Year
to

6. Rocord Sories Description (Briefly dascribe the types of informationn/documentsfforms found in the series. Include the purpose of function of the saries.

File Folders containing newspaper articles pertaining to

Howard County

7. Record Series Format(s) -8. Record Series Sequence 9. Volume
O File Drawer(s)
0 Letter Size O Microfilm O Alphabetical O WMicrofilm Reel(s)
2.0 01 Computer Tape(s)
XX Legal Size O Computer Tape O Numerical Number Other (specify)
O Bound Book O Floppy Disk O Chronological Cabinet
: R 10. Annual Accumulation
J Audio Tape 0 Video Tape O Geographical O File Drawer(s)
: . O Microfilm Resl(s)
O Cther (specify) XH Other (specify) O Computer Tape(s)
Number O Other (specify)
Subject
11. File is Used 12. File Becomas Inactive After
X&XDaily 0O Weekly O Monthly O Month(s) O Year(s)
Number
. 13. Current Location(s) (Bldg., Floor, Room) 14. |s Record Series Duplicated Elsewhere?
. . (If yes, specify agency or offica)
Carroll Building, 1st floor O VYes X No
15. Access Restrictions Q Yes XXX No 16. Audit Requirements
(!f Yes, cite Law(s) & Regulation(s)
XX XNone D State O Federal O Independent
17. Is an Index System Used? (if yes, explain briefly and describe 18. Recommended Retention i
any hadware/software
y 2 years then transfer to CD's
O VYes X Xno '

Name and Title of Preparer

Linda Brown
Admin. Supp. Tech. III

20. Telephone Numbar
410-313-2022

21. Date

March 8, 1999

35 5504 (Rev. 1793)
gqure 1

- 25 -



Instructions - Type or Print a separate form for each

. NBW or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

s

PAGE __ OF

Jepartment/Agency
DCA/Public Information

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

FINANCES

S. Earfiest Year/Latest Year
EY97 to FYQ99

6. Racard Serias Description (Briofly describe the types of informationn/documentsfiorms found in the series. Include the purpose or function of the series.

Binders containing records of purchases and payments

7. Record Serias Format(s) 8. Record Series Sequence 9. Volume
0O File Drawer(s)
X0i Xetter Size O Microfilm XXX Alphabetical O Microfim Reel(s)
2.0 O Computer Tape(s)
0O Legal Size 0O Computer Tape O Numerical Number XXR Other (specify)
O Bound Book O Floppy Disk O Chronological Cabinet
1 Audio Tape 0 Video Tape O Geographical 10. Annual Aocumulah[gn Filo Drawer(s)
. N O Microfim Reel(s)
O Cther (specify) O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used 12. File Becomes Inactive After
Xt XDaily 1 Weekly O Monthly O Month(s) O Year(s)

Number

13. Current Location(s)

(Bldg., Floor, Room)

Carroll Building, 1lst Floor

14. |s Record Series Duplicated Elsewhere?

if yos, spacify agency or office)
Xéﬁ)( Yes O No

Dept. of Finance

15. Access Restrictions

a Yes XKXNo

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

16. Audit Requirements

X X None 0O Federal

O State

O independent

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

any hadware/software

O Yes

XH No

18. Recommendad Retention

2 years then destroy

Name and Title of Preparer

Linda Brown
Admin. Supp. Tech. IIl

20. Telephone Number

410-313-2022

21. Date

March 8, 1999

TS 550-4 (Rev. 1793)
gure 1

- 25 .




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

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

PAGE OF -

Jepartment/Agency
DCA/Public Information

2. Division

3. Unit

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

4. Record Series Title .
PERSONNEL FILES

§. Earliest Year/Latest Year
to

6. Racord Series Description (Brisfly dascribe the types of informationn/documentsfforms found in the saries. Include the purpose or function of the series.

File Folders containing:

Public Information Office copies of individual personnel files

and time and attendance reports

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
XX File Drawer(s)
O Letter Size a Microfilm O Alphabetical O Microfim Reel(s)
2.0 0O Computer Tape(s)
X Pegal Size O Computer Tape O Numerical Number O Other (specify)
0O Bound Book Q Floppy Disk XXX Chronological
. P 10. Annual Accumulation
J Audio Tape Q Vidseo Tape O Geographical O File Drawer(s)
; . O Microfilm Reel(s)
Q Cther (specify) O OCther (specify) O Computer Tape(s)
Number O Cther (specify)
11. File is Used 12. File Bacomes lnactive After
Daily 0O Weakly O Monthly O Month(s) 0 Year(s)

Number

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

Carroll Building, 1st Floor

14. Is Record Series Duplicated Elsewhere?

X)&yes' specify agency or office) Individual personnel
Yes O No files - Human Resources

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

O No

16. Audit Requirements

0O State O Federal O Independent

X®x None

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

O Yes XXIZ! No

18. Recommended Retention

Individual personnel files:
Destroy 2years following termination
Originals on file with Human Resources
Time and attendance reports:
Retain 2 years then destroy

Name and Title of Preparer

Linda Brown
Admin. Supp. Tech. III

20 Telephone Number

410-313-2022

21. Date

March 8, 1999

S 550-4 (Rev. 1793)
Jure 1

- 25 -




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

1,

AGENCY RECORDS INVENTORY

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

PAGE __ OF

Jepartment/Agency
DCA/Public Information

2. Division

3. Unit

4. Record Series Title
PROCLAMATIONS

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

5. Earfiest YearflLatast Yoar
o

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

Binders containing County Executive Proclamations, Letters of Commendation
and Certificates of Appreciation

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
0O File Drawer(s)
X XX Letter Size 0 Microfilm O Alphabaetical 1.0 O Microfilm Reel(s)
N O Computer Tape(s)
O Legal Size O Computer Tape X&X Numerical Number XX Other (specify)
0 Bound Book O Floppy Disk 0O Chronological File Shelf
3 Audio Tape O Video Tape O Geographical 10. Annual A“"m"'a"é’," File Drawer(s)
. . O Microfim Reel(s)
QO Other (specify) g Other (specify) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used 12. File Becomes Inactive After
+ XXX Daily O Weekly 0O Monthly O Month’s) O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. is Record Serias Duplicated Elsewhere?
. . floor (If yos, specify agency or office)
Carroll Building, 1lst floo g Ver %( No
15. Access Restrictions O Yes XA XNo 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s) .
XX& None O State O Federal O Independsnt

17.
any hadware/software

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

18. Recommended Retention

4 years (duration of County Executive's

Linda Brown
Admin. Supp. Tech. III

410-313-2022

XXX Yes O No term)
Numerical system with ‘
Log in and Log out dates
Name and Title of Preparer 20. Telephone Number 21. Date

March 8, 1999

1S 200-4 (Rev, 1/93)
cure 1

- 25 -




Instructions - Type or Print a saparate form for each
. new or revised record series, forward with Record
Retention Schedule (DGS 5§50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

—n

P.0. BOX 275
PAGE OF

Jepartment/Agency
DCA/Public Information

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

PRESS RELEASES, PRESS ADVISORIES, PRESS TIPSHEETS

S. Earliest Year/lLatest Year
to

6. Record Series Dascription (Briefly describe the types of informationn/documentsforms found in tho series. Indlude the purpose or function of the sarias.

Binders containing press releases, press advisories and press tipsheets
written by and distributed by the Public Information Office to multiple

media outlets

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
D File Drawer(s)
XX Ketter Size O Microfim O Alphabetical Q Microfim Reel(s)
1.00 O Computer Tapa(s)
0 Legal Size 0O Computer Tape 0O Numerical Number XXX Other (specify)
O Bound Book a Floppy Disk KiX X Chronological File Shelf
. . . lati
1 Audio Tape 0O Video Tape O Geographical 10. Annual Accumulal én File Drawer(s)
: . 00 Microfilm Reel(s)
O Other (specify) O Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File 1s Used 12. File Becomes Inactive After
XXX Daily O Weekly QO Monthly O Month(s) O Year(s)

Number

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

Carroll Building, 1st floor

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

15, Access Rastrictions a Yes
(If Yes, cite Law(s) & Regulation(s)

XXd No

16. Audit Requirements

0O State 0O Federal

XXE None O Independent

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

O Yes X&X No

18. Recommended Retention

2 years then copy to CD's

Name and Title of Preparer 20 Telephone Number

Linda Brown
Admin. Supp. Tech. ;II

410-313-2022

21. Date

March 8, 1999 .

S 050-4 (Hev. 1733}
Jure 1

- 25 -




»

Instructions - Type or Print a separate form for each .
new or revisad record series, forward with Record
* Retontion 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

. Jepartment/Agency
DCA/Public Information

2. Division

3. Unit

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

4. Record Series Title

PUBLICATION POLICY

5. Earliest Year/Latest Year
to

6. Record Serias Description (Briefly dascribe tha types of informationn/documentsforms found in the series. Include the purpose or function of the series.

File Folder containing Howard County Government's Publication Policy

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
XX Letter Size O Microfilm 01 Alphabetical O Microfiim Reel(s)
2.0 O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number & Other (specify)
O Bound Book O Floppy Disk . O  Chronological Cabinet
1 Audio Tape O Video Tape 00 Geographical 10. Annual Accumulahgn File Drawer(s)
: . O Microfim Roel(s)
0O Other (specify) QO Other (specify) O Computer Tape(s)
_— Number O Other (specify)
11. File is Used 12. File Becomes Inactive After
3 Daily O Weoldy XK Monthly O Month(s) DO Year(s)
Number
13. Current Location(s}) (Bldg., Floor, Room) 14, Is Record Series Duplicated Elsewhere?
. . if yos, spacify agency or office
Carroll Building, 1st Floor g S Spacily agency or offce)
Departmental Distribution
15, Access Restrictions O Yes ¥ No 16. Audit Requirements
(It Yes, cite Law(s) & Regulation(s)
XX{ None O State O Federal O Independent
7. Is an index System Used? (If yes, explain briefly and describe 18. Recommendoed Retention . i
any hadware/software
Permanent
O Yes XXX No
Name and Title of Preparer 20. Telaphone Number 21. Date

Linda Brown
Admin. Supp. Tech. III

410-313-2022

March 8, 1999

s 3o0-4 (Rev. 1/33)
Jure 1

- 25 -




~ ‘ -

Instructions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

. new or revised record serias, forward with Record 7275 WATERLOO ROAD
Retention Schedule (OGS §50-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE __ OF __

Jepartment/Agency
DCA/Public Information

2. Division

3. Unit

DEFINITION - RECORD SERIES - A group of ralated records normally filed and used as a unit for referance as wall as retention and dispasition purposes.

4. Record Series Title
SIGNATURE AUTHORIZATION

S. Earliest Year/Latest Year
to

6. Record Seties Description (Briefly describe the types of informationn/documentsforms found in the series. Include the purpase or function of the series.

File Folder containing copies of authorized signatures

for PIO documents

|

7. Record Series Format(s) 8. Record Series Sequence 9, Volume
0 File Drawer(s)
X PLetter Size a Microfilm 0O Alphabatical . O Microfilm Reel(s)
2.0 O Computer Tape(s)
O Legal Size 0 Computer Tape 0O Numerical Number XK1 Other (specify)
Cabinet
O Bound Book O Floppy Disk Y3 x Chronological
X lati
1 Audio Tape O Video Tape O Geographical 10. Annual Accumu atgn File Drawer(s)
. . 0O Microfim Reel(s)
Q Other (specify) O Other (specity) O Computer Tape(s)
—_— Number O Other (specify)
11. File is Used 12. File Becomes Inactive After
O Daily 0 Weekly O Monthly O Month(s) O Year(s)

Number

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

Carroll Building
1st Floor I

14. Is Record Series Duplicated Elsewhere?

(If yes, spacify agency or office) .
XXX Yes O No Department of Finance

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

16. Audit Requirements

X¥XNone O State O Federal O Independent

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

g VYes XXX No

18. Recommended Retention

1 year then destroy.

Name and Title of Preparer 20. Telephona Number

Linda Brown

Admin. Supp. Tech. III 410-313-2022

21. Date

March 8, 1999

1> 350-4 (HRev. 1/83)
aure 1

- 25




