DEPARTMENT OF GENERAL SERVICES Schedule No. C q 0 ;
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 1
Agency HOWARD COUNTY GOVERNMENT Division/Unit Fire & Rescue
Bureau of Life Safety
Item Description Retention
No.
All electronic media records will be created and stored using a
system that is in compliance with Comar 14.18.04. Permanent
records will transferred to MSA on CD stored as “Tif” files with the
retrieval software embedded on the CD.
Schedule Approved by Dep?pen , Agency, or Schedule Authorized by State Archivist
Division Representative. G
Date A Ln ] /\/3 ////- Date JAN 05 200
Signature \\ %//Z'W’/béﬁ
T IN Phyllis L. Pritchett . c
Title Records Management Officer
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DEPARTMENT OF GENERAL SERVICES Schedule No. C905
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Pagelof 5
Agency HOWARD COUNTY GOVERNMENT Division/Unit Bureau of Life Safety
Item Description Retention
No.
1 Information Systems
Files comprised of general information, telephone and network Retain as long as
information, RMS upgrade information, and Medical Incident Report administratively useful.
notes. Purge every three years.
Destroy any files that are
no longer needed.
2 Bureau Administrative and Correspondence Files
Files consist of original incoming and copies of outgoing letters, Screen annually to destroy
memorandums, reports, programs, studies, fire code references, that material no longer
committees, boards, and other miscellaneous data relating to the needed for current
operation of the Bureau of Life Safety business. Then destroy.
3 Street Address Files

Files consisting of specific street addresses for all Howard County
residences for which we have records, to include Residential (Apts.,
Condos, Townhouses, Mobile Homes); Industrial, Business; Mercantile;
Storage; Assembly; County; Health; Detention/Industrial; Educational;
Parks.

Retain
building/development
plans for 5 years beyond
the life of the structure.
Then destroy. Retain
inspection reports and
other correspondence
within files as long as
administratively valuable.
Then destroy. To be
purged annually, and
inspection reports that are
no longer needed will be
destroyed.

Schedule Approved by Department, Agency, or
Division Representative.
Date /2/5/¢%

Date  JAN 05 2800

Schedule Authorized by State Archivist

-
Signaturegw ). {A‘d.e,h_\

Typed Name James E. Heller

Title Chief

Signature Méf;( 4“‘,%"‘/

DGS 550-1 (Rev. 01/93)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C905

Page2 of 5

Agency HOWARD COUNTY GOVERNMENT Division/Unit Bureau of Life Safety

Item Description
No.

Retention

3 Street Address Files (cont’d)

RMS (Records Management System)Electronic Files
Mainframe program which keeps track of various fire
department activities, including inspections of occupancies
which would also have a hard copy in the Street Address File.

Retain computerized file of
an occupancy until street
address file hard-copy file
(see above) is destroyed.
Then delete occupancy
from electronic RMS.

4 Budget Files
‘ “ Files consisting of Life Safety yearly budgets and budget folders with
specific payment documents.

Retain 3 years and then
destroy.

5 Payroll/Leave Information
Files comprised of Life Safety payroll sheets and accompanying leave  Retain 3 years and then
sheets. destroy.

6 Public Education Files

Files consisting of life safety information, specific references to the
installation of smoke detectors for the hearing and hearing-impaired,
evacuation information and specific evacuation plans for county
agencies, programs, surveys, specific expositions folders, storage of
some media, etc.

Ho. Co. Fire & Rescue Honor Guard information is also stored

in this cabinet (administered by the Public Education
Specialist).

Fire Drill Evacuation Reports

Retain as long as
administratively useful.
To be purged yearly for
destruction.

Retain as long as
administratively useful.
To be purged yearly for
destruction.

Retain until subsequent
report received. Then
destroy.

7 Capital Projects Files
Files consisting of the plans and correspondence relating to the
building and renovation of HCFR fire stations. Includes budget
summaries, major facilities studies, police/fire needs studies. #691100
folder is a database of locations of various files by shelf and number as
appropriate.

Retain plans and files one
year after disposal or sale;
then destroy.

DGS 550-1 (Rev. 01/93)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C905

Page3of 5

Agency 'HOWARD COUNTY GOVERNMENT  Division/Unit Bureau of Life Safety
Item Description Retention
No. ‘
8 Plans Files
Files consisting of various types of pre-building/developmental plans Retain until
which are filed by category and date. unit/development is
completed and checked by
an inspector. At that time
move the plan file to the
Street Address Files.
9 Plans Review Administrative Files
Files consisting of firelane, code, daycare, and other specific Retain as long as
information necessary for the competent review of building/renovation  administratively useful.
plans. Purge every three years
and destroy.
10 Freedom of Information Act Request (electronic files)

Files are generally requests for inspection results, usually prior to the
purchase of a property. Stored only on computer in “free_inf.act”
subdirectory. Hard copies stored in “to be filed” area until a major
filing 1s accomplished. Then they are destroyed. (The temporary filing
is to accommodate any phone calls or questions from the requestor.)

Purge yearly' for
destruction.

DGS 550-1 (Rev. 01/93)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. C905

RECORDS RETENTION AND DISPOSAL SCHEDULE Paged of S
Agency HOWARD COUNTY GOVERNMENT Division/Unit Bureau of Life Safety
Item Description Retention
No.
11 Office of the Deputy Chief

Files are violation/citation tracking file; state legislation 1991 to date
regarding fire service; growth/goals Bureau of Life Safety, and other
files necessary to the management of the bureau.

Violation/Civil Citation Tracking File

State Legislation (copies only—no official legislation)

Growth and Goals

Screen annually and
destroy that material no
longer needed for current
business.

Maintain policy and
procedure portion
permanently. Copy to be
forwarded to MSA. Retain
citations for 5 years from
date of citation; then
destroy.

Keep ea. specific year’s
records for as long as may
be administratively
indicated. Then destroy.

Directives, policies and
other material related to
the planning and policy
that illustrate the
development of the
agency; retain permanently
for eventual transfer to the
MD State Archives.

DGS 550-1 (Rev. 01/93)
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Schedule No. C905
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Agency HOWARD COUNTY GOVERNMENT Division/Unit Bureau of Life Safety

Item Description Retention
No.
12 Office of the Public Education Specialist

Files containing information necessary to the management of public Purge for destruction

education programs, including all juvenile firesetter counseling
records.

Juvenile Firesetter Counseling Records

annually, keeping only
those files administratively
indicated.

Retain until court-ordered
expunction or 25" birthday
of the individual. Then
destroy.

DGS 550-1 (Rev. 01/93)
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. . : DEPARTMENT OF GENERAL SERVICES AGENCY RECOROS INVENTORY
Jastructions - Type oc Print a saparate fomm for each . . RECORDS MANAGEMENT DIVISION :
now of revisad record serlas, farward with Record 7275 WATERLOO ROAD
J Retontion Schadule (DGS 550-1) P.0. BOX 275
. - JESSUP, MARYLAND 20794 PAGE L_oF _2
Jaepartment/Agency 2. Division 3. Unit
Howard County Government - Fire & Rescue . Bureau of Life Safety

DERNITION - RECORD SERIES - A group of related records normally filed and used as a unit (or raference as well as retantion and disposition purposas.

4. Racord Series Title
Violation/Civil Citation Tracking File

S. Earliost YoarA atest Yoar
1993 t_Present

Violation/Civil Citation Tracking File.
permanently. Copy to be forwarded to MD
5 years from date of citation.

Maintain policy and procedure portion
State Archives. Retain citations for

Then destroy.

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

7. Record Series Format(s) 8. Record Series Sequence 9, Volume
: & e Drawer(s)
# Lotter Sizo O Microfitm O Alphabetical O Microfilm Reel(s)
.25 O Computer Tape(s)
#f Logal Size QO Computer Tape O Numarical Number a Other (specify)
0O Bound Book 0 Floppy Disk O Chronological
: " 10. Annual Accumutation
] Audio Tape Q Video Tape O Goographical O Filo Drawer(s)
: . a Microfilm Reel(s)
O Other (spacify) & Ot (spocity) Negligible O Computer Tape(s)
EREEE— Number Q Othar (specify)
11, File is Used 12. File Becomas Inactive After
a Oaily O Weely XX Monthly a Month(s) O Year(s)

Number

13. Current Location(s)  (Bldg.. Floor, Room)
Gateway Building, 4th Floor
Deputy Chief, Bureau Life Safety Office

14. Is Record Series Duplicated Elsewhere?
(If yos, spocify agency or offica)
& Yes g No

15. Access Restrictions 0O Yes O No

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

16. Audit Requirements

& None a State O Federal O Independent

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

O Yes No

18. Recommended Retention

Citations retained 5 years from date of
citation.
be forwarded to MD State Archives.

Copy of policy & procedure to

Name and Title of Preparer

20. Telophono Numbar

21. Date

DG5S 550-4 (Hov 193]
i-igure 1




OEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

Instructions - Typo or Print a ceparato form for each. RECORDS MANAGEMENT DIVISION
nowotmwsodmooMsodos.bmaMMﬂ\Rooocd 7275 WATERLOO ROAD
Ratontion Schedule (DGS §50-1) JESSU ;wm% 20704 - PAGE.2_ OF L
Japartment/Agency 2. Division 3. Unit
Howard County Government ~ Fire & Rescue | Bureau of Life Safety

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

4. Rocord Searies Title
Bureau Growth and Goals

S. Eadiost Yoar/Latest Yean
1991 t_Present

Bureau Growth and Goals. Directives, policies

for eventual transfer to the MD State Archives.

6. Record Serias Description (Brdefly dascribe the types of informationn/documentsforms found b the series. Include the purpose or function of the sarias.

and other material related to the

planning and policy that illustrate the development of the agency; retain permanently

7. Racord Series Fommat(s) 8. Record Serias Sequence 9. Volume .
£ Filo Drawer(s)
O Letter Size O Microfilm: &  Alphabetical Q Microfilm Reel(s)
L. _;§__ Q Computer Tape(s)
O Lega! Size 0O Computer Tape O Numerical Number Q Other (specily)
O Bound Book 0 Floppy Oisk a Chronological s
0. Annual A ulati
1 Audio Tage Q Video Tape O Geographical 10- Annusl AeumB S Ho Orawerts).
: . a Microfilm Reel(s)
QO Other (specify) O Other (specify) .1 O Computer Tape(s)
-_—— Number QO Other (specify)
11. File is Used 12. File Bocomes Inactive After
O Daily a Weeldy & Monthly O Month(s) a Year(s)

Number

13. Lument Location(s) (Bldg.. Floor, Room)
Gateway Building, 4th Floor
Deputy Chief, Bureau Life Safety

14. s Record Serias Duplicated Elsowhaero?
(If yos, specily agency or office)
O Yes ¥ No

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

16. Audit Requirements

W None O State Q Fedoral O Independent

17. s an ladex System Used? (Il yes, explain briefly and doscribe
any hadware/software

O VYes X No

18. Recommaended Retention
Retain permanently for eventual transfer
to the MD State Archives.

Name and Title of Preparer 20. Telaphono Numbor

2t. Date

S 550-4 (Rev. 1783)

P

YFiqure 1
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lnstructions - Type or Print a separate form for each.
new or revised record setias, forward with Record
Rotention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 1 oF _2

2. Division

Jepartment/Agency
Howard County Government -

Fire & Rescue

3. Unit

Bureau of Life Safety

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

4. Record Saries Title
Violation/Civil Citation Tracking File

§. Earliast Year/latest Year
1993 to_Present

Violation/Civil Citation Tracking File.
permanently.

5 years from date of citation. Then destroy.

Copy to be forwarded to MD State Archives.

Maintain policy and procedure portion

Retain citations for

6. Record Series Description (Briefly describe the types of informationn/documentsforms found in the series. Include the purpose or function of the series. 1

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
& File Drawer(s)
& Lotter Size O Microfilm O Alphabetical O Microfilm Reel{s)
.25 O Computer Tape(s)
A Legal Size 0O Computer Tape O Numerical Number O Other (specify)
O Bound Book O Floppy Disk O Chronological
i 10. Annual Accumulation
3 Audio Tape 0 Video Tape O Geographical " Q. Filo Drawer(s)
. Py . a Microfim Reel(s)
Q Other (specify) Oohher (sfp'e?fy) Negligible O Computer Tape(s)
~Jne tile. Number O Other (specity)
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly XX Monthly O Month(s) a Year(s)

Number

13. Current Location(s) (Bldg.. Floor, Room)
Gateway Building, 4th Floor
Deputy Chief, Bureau Life Safety Office

. Is Record Series Duplicated Elsewhere?

(If yos, specify agency or office) \
B Yes g No

15. Access Restnctions O Yes 0 No

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

16

Audit Requirements

& None O State O Federal O Independent

17. Is an Index System Used? (If yes, explain briefly and dascribe
any hadware/software
b3

O Yes No

Recommended Retention

Citations retained 5 years from date of
citation. Copy of policy & procedure to
be forwarded to MD State Archives.

Name and Title of Preparer 20 Telephona Numbaer

21 Date

OG5 5504 (Rov 1793
Figure 1

- 25 .




JInstructions - T.ype or Print a separate form for each.
new or revised record serles, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE 2__ OF _2

Jepartment/Agency
Howard County Government

2. Division

Fire & Rescue

3. Unit

.Bureau of Life Safety

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

4. Record Series Title
Bureau Growth and Goals

5. Earliest YearfLatest Year
1991 (o _Present

Bureau Growth and Goals.

6. Record Sarios Description (Briofly dascribo the types of informationn/documentsforms found in the series. Inciude the purpose or function of the series.

Directives, policies and other material related to the
planning and policy that illustrate the development of the agency; retain permanently
for eventual transfer to the MD State Archives.

7. Record Series Format(s)

O Letter Size O Microfilm

O Legal Size 0 Computer Tape
QO Bound Book O Floppy Disk
3 Audio Tape Q Video Tape

O Cther (specity)

8. Record Series Sequence
i Alphabetical
Numerical
Chronological
Geographical

Other (specify)

Number

9. Volume
£ Fite Drawer(s)
a Microfilm Reel(s)
O Computer Tape(s)
O Other (specily)

.5

Number

10. Annual Accumulation
& File Drawer(s)
O Microfilm Reel(s)
O Computer Tape(s)
O Other (spacily)

.1

11. File is Used

a Daily O Weakly

e, Monthly -
Number

12. File Becomes Inactive After
0O Month(s)

O Year(s)

13. Current Location(s) (Bldg.. Floor, Room)
Gateway Building, 4th Floor

Deputy Chief, Bureau Life Safety

O Yes

14. Is Record Series Dupliéated Elsewhere?
(If yos, specify agency or office)
B No

¥ No

15. Accass Restrigtions 0O Yes
(if Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

B None O State

O Federal O Independent

any hadware/software

O Yes X No

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

18. Recommended Retention

Retain permanently for eventual transfer
to the MD State Archives.

Name and Title of Preparer

20. Telephone Numbor

OG5 550-4 (Rev. 1/93)
i Figure 1




