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RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. c l l 0 5 DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 3 

Agency Division/Unit 
Carroll County Public Schools (CCPS) Human Resources Division 

Item Description 
No. 

Retention 

1. Individual Employee Personnel Files - Official personnel 
documents of employees, which might contain application 
for employment; notices of disciplinary action; performance 
appraisals; and personnel action forms concerning 
promotion, demotion, transfer, termination, and pay actions. 

Employment Files - Announcements of job openings. Files 
including all material received or created in the processing of 
applications for employment: Job Announcements, Job 
Advertisements, Employment applications (non-selected and 
related correspondence) Applicant correspondence. 

Payment/Invoices - Copies of HR budget payment forms. 

Exit Interviews - Information obtained from existing 
employees regarding reasons for leaving, job/benefit 
satisfaction. 

Retain in office 3 years after 
separation then scan and 
destroy hardcopy. Retain in 
electronic form for 75 years, 
then destroy. 

Retain in office 2 years -
then destroy. 

Retain in office 1 year 
destroy. 

then 

Office Budget Information 
Human Resources Office. 

Yearly Budget Records of 

Retain in office 1 year after 
termination - then destroy. 

Retain in office 3 years 
then destroy. 

Schedule Approved by Department, Agency, 
or Division Representative. 
Date 2/26/2010 

Signature 

Typed Name tephen Guthrie 

Title Assistant Superintendent, CCPS 

Schedule Authorized by State Archivist 

Date 

Signature 

DGS 550-1 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

ORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. C1105 

REC 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

ORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 2 of 3 

Agency Division/Unit 
Carroll County Public Schools (CCPS) Human Resources Division 

Item 
No. 

Description Retention 

6. Collective Bargaining Agreements - Human Resources Office 
file copies of Labor Contracts. 

Retain for life of the 
contract, plus 5 years, then 
scan and destroy hardcopy. 
Retain in electronic form 
for 75 years, then destroy. 

7. Professional Development/Training - Leave for 
conference/training for Human Resources Staff. 

Retain in office 3 years, 
then destroy. 

8. Contracts - Used by the Human Resources Office for 
Consultant Services. 

Retain in office 4 years 
beyond active, then 
destroy. 

9. Legal Opinions - Requests from legal counsel by Human 
Resources. 

Retain in office 6 years 
beyond active, then 
destroy. 

10. Appeal Files - Files pertaining to employee appeals from 
department level to Hearing Officer - Superintendent's 
Designee. 

Retain in office 4 years 
beyond employment - then 
destroy. 

11. Classification Files - Reports, correspondence, memoranda, 
job analyses. 

Retain in office 5 years -
then destroy. 

12. Salary Schedules - Schedules, pay plans, and similar 
documents relating to wage and salary ranges. 

Retain in office 6 years 
after superceded then scan 
and destroy hardcopy. 
Retain in electronic form 
for 75 years, then destroy. 

13. EEOC Files - Records of both employees and unhired 
applicants that demonstrate compliance with the statutes and 
regulatory requirements of the Equal Employment 
Opportunity Commission. Source material used to complete 
EE05 reports. 

Retain in office 10 years -
then destroy. 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule Nocnos 

Page 3 of 3 

Agency 
Carroll County Public Schools (CCPS) 

Division/Unit 
Human Resources Division 

Item 
No. 

Description Retention 

14. 

15. 

16. 

17. 

18. 

19. 

20. 

21. 

EEOC Case Files - Legal and investigative documents and 
correspondence involving grievances, complaints, or charges 
of discrimination brought in relation to EEOC compliance. 

Benefits Administration Files - Copies of documents 
including information, statistics, and records of benefits 
provided to employees: Health Insurance and Open 
Enrollments, COBRA, Life Insurance, Sick Leave Bank, 
Employee Assistance Program, Tuition Reimbursement. 

Maryland State Retirement System Reports - For example, 
deduction reports to the Maryland State Retirement/Pension 
System and copies of any reports made by the system to the 
MSRS system. 

Individual Benefit Files - Contain employee benefit election 
and enrollment forms, beneficiary designation forms, and 
medical certificates. 

Employee Accident Records - including worker's 
compensation for each occurrence. 

Liability Claims from Non-Employees - includes all 
correspondence, claim forms, medical information. 

Job Descriptions - Current written statements that describe 
the duties, responsibilities, qualifications, and reporting 
relationships of a position. 

Recruitment - Reports, schedules, and documents relating to 
recruitment events, hiring, and budget. 

Retain in office 10 years 
after resolution of the case, 
then destroy. 

Retain in office 6 years -
then destroy. 

Retain in office 3 years 
then destroy. 

Retain in office during 
tenure plus 6 years - then 
scan and destroy hardcopy. 
Retain in electronic form 
for 75 years, then destroy. 

Retain in office 4 years -
then destroy. 

Retain in office for 5 years 
or if claimant is a minor, 
age of majority plus 3 
years - then destroy. 

Retain in office until 3 
years after position is 
extinct - then destroy. 

Retain in office 4 years -
then destroy. 

DGS 550-1A 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE 1 OF 21_ 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 

Individual Employee Personnel File 

5. Earliest Year/Latest Year 

_ 1 9 0 0 ' s to _On-going_ 

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

series.) 

Official personne l documen ts of emp loyees , wh ich might contain appl icat ion for employment ; l -9 's ; not ices of discipl inary 

act ion; cert i f icat ion; per fo rmance appra isa ls ; personnel act ion forms concern ing promot ion, demot ion , transfer, termination, 

and pay act ions. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

E] Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

B o t h e r (specify) 

8. Record Series Sequence 

E] Alphabetical 

Q Numerical 

n Chronological 

Q Geographical 

• Other (specify) 

9. Volume 

3,000+_ 

Number 

El File Drawees) 

• Microfilm Reel(s) 

f~1 Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

Varies 

El File Drawees) 

• Microfilm Reel(s) 

Q Computer Tape(s) 

• Other (specify) 

11. File is Used 

El Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

3 (three) years from separation of service_ 

• Month(s) El Year(s) Number 

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

Human Resources, Room 210B 

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

• Yes El No 

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

El Yes • No 

16. Audit Requirements 

• None El State El Federal El Independent 

Records retained for three years past separation 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes El No 
18. Recommended Retention 

Retain in office 3 years after separat ion then saved in 

electronic form for 75 years , then destroy. 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21 . Date 

February 2, 2010 

DGS 55r>4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 2 OF 21 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 

Employment Files 

5. Earliest Year/Latest Year 

_ 2 0 0 7 to _ 2 0 0 9 _ 

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

series.) 

Announcements of j ob open ings . Files including all material received or created in the process ing of appl icat ions for 

employment : Job Announcemen ts , Job Adver t isements, Employment Appl icat ions (non-selected and related 

cor respondence) Appl icant co r respondence . 

7. Record Series Format(s) List all 

Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

n Other (specify) 

8. Record Series Sequence 

• Alphabetical 

Q Numerical 

Chronological 

f~l Geographical 

I - ! Other (sDecify) 

9. Volume 

2 

Number 

• Rle Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

Other (specify) shelves / Novus HR 

7. Record Series Format(s) List all 

Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

n Other (specify) 

8. Record Series Sequence 

• Alphabetical 

Q Numerical 

Chronological 

f~l Geographical 

I - ! Other (sDecify) 
10. Annual Accumulation 

1/4 

Number 

• Rle Drawer(s) 

• Microfilm Reel(s) 

Q Computer Tape(s) 

H Other (specify)_shelf 

11. File is Used 

EJ Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

Number • Month(s) O Year(s) 

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

Human Resources, Room 210H 

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

^ Y e s • No (originals may be with hiring manager) 

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

E3Yes • No 
16. Audit Requirements 

H None • State • Federal • Independent 

Records retained for two years 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes H No 
18. Recommended Retention 

Retain in office 2 years - then destroy. 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21 . Date 

February 16, 2010 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

_ 3 _ 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 

Payment/Invoices 

5. Earliest Year/Latest Year 

2008 to 2010 

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

Copies of HR budget paymen t fo rms. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

E] Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

El Other (specify) _Numerically 

by Budget Code 

9. Volume 

1/2 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

_1 /2 

Number 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

Q Other (specify) 

11. File is Used 

• Daily El Weekly • Monthly • Annually 

12. File Becomes Inactive After 

1 

Number • Month(s) El Yean» 

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

Human Resources, Room 210 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

El Yes • No (originals sent to Finance) 

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

• Yes El No 
16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes. explain briefly and describe requirements 

• Yes El No 
18. Recommended Retention 

Retain in office 1 year - then destroy. 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21 . Date 

February 2, 2010 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGF 4 OF 31 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 

Exit Interviews 

5. Earliest Year/Latest Year 

2009 to 2010 

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

series.) 

In format ion o b t a i n e d f r o m ex is t ing e m p l o y e e s r e g a r d i n g r e a s o n s for l eav ing , job /bene f i t sa t is fact ion . 

7. Record Series Format(s) List all 

B Letter Size • Microfilm 

Q Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

l~l Bound Book • Video Tape 

r~I Other (SDecify) 

8. Record Series Sequence 

• Alphabetical 

£3 Numerical 

• Chronological 

l~l Geographical 

I - ! Other (SDecify) 

9. Volume 

1/8 

Number 

|2 Rle Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

PI Other (SDecify) 

7. Record Series Format(s) List all 

B Letter Size • Microfilm 

Q Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

l~l Bound Book • Video Tape 

r~I Other (SDecify) 

8. Record Series Sequence 

• Alphabetical 

£3 Numerical 

• Chronological 

l~l Geographical 

I - ! Other (SDecify) 
10. Annual Accumulation 

1/8 
Number 

Rle Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

i~l Other fsDecifv) 

11. Hie is Used 

• Daily • Weekly • Monthly H Annually 

12. Rle Becomes Inactive After 

1 

Number • Month(s) H Year(s) 

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

Human Resources, Room 210C 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes H No 

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

H Yes • No 

16. Audit Requirements 

O None • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes H No 
18. Recommended Retention 

R e t a i n in off ice 1 y e a r after t e rmina t ion - t h e n d e s t r o y . 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21 . Date 

February 2, 2010 

DGS 55fM (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 5 OF J1 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 

Office Budget Information 

5. Earliest Year/Latest Year 

_ 2 0 0 6 t o _ 2 0 1 0 _ 

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

Yearly Budget Records of H u m a n Resources Off ice. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

El Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

Q Bound Book • Video Tape 

I - ! Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

El Other (specify) Numerically 

by Budget Code 

9. Volume 

? 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

Fl Other (specify) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

El Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

Q Bound Book • Video Tape 

I - ! Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

El Other (specify) Numerically 

by Budget Code 

10. Annual Accumulation 

1/2 

Number 

El File Drawees) 

Q Microfilm Reel(s) 

Q Computer Tape(s) 

Fl Other (SDecify) 

11. File is Used 

• Daily El Weekly • Monthly • Annually 

12. File Becomes Inactive After 

1 

Number • Month(s) H Year(s) 

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

Human Resources, Room 210 

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

El Yes • No (originals in Finance) 

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

• Yes E] No 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes. explain briefly and describe requirements 

• Yes El No 
18. Recommended Retention 

Retain in office 3 years after terminat ion - then destroy. 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21 . Date 

February 2, 2010 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 6 OF 21 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 

Collective Bargaining Agreements 

5. Earliest Year/Latest Year 

_1973 t o _ 2 0 1 0 _ 

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

series.) 

Human Resources Off ice file cop ies of Labor Contracts. 

7. Record Series Format(s) List all 

IS Letter Size • Microfilm 

H Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

I - ! Other (SDecifv) 

8. Record Series Sequence 

• Alphabetical 

H Numerical 

• Chronological 

• Geographical 

I - ! Other (specify) 

9. Volume 

1/2 

Number 

|3 Rle Drawer(s) 

i~l Microfilm Reel(s) 

• Computer Tape(s) 

["I Other (SDecifv) 

7. Record Series Format(s) List all 

IS Letter Size • Microfilm 

H Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

I - ! Other (SDecifv) 

8. Record Series Sequence 

• Alphabetical 

H Numerical 

• Chronological 

• Geographical 

I - ! Other (specify) 
10. Annual Accumulation 

1/2 

Number 

H Rle Drawer's) 

• Microfilm Reel(s) 

• Computer Tape(s) 

f~l Other (SDecify) 

11. File is Used 

• Daily H Weekly • Monthly • Annually 

12. Rle Becomes Inactive After 

Life of contract, plus 5 years 

Number • Month(s) |3 Year(s) 

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

Human Resources, Room 210 

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

IS Yes • No (originals with Labor Unions) 

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

• Yes H No 

16. Audit Requirements 

|2 None • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes No 
18. Recommended Retention 

Retain for life of the contract, plus 5 years - then saved in 

electronic form for 75 years , and then destroy. 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21. Date 

February 2, 2010 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for each 

new or revised record series. Forward with Records 

Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 

Professional Development Training 

5. Earliest Year/Latest Year 

_ 2 0 0 8 t o _ 2 0 1 0 _ 

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

Leave for conference/ t ra in ing for H u m a n Resources Staff. 

7. Record Series Format(s) List all 

E] Letter Size • Microfilm 

E] Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

Q Bound Book • Video Tape 

El Other (specify) (may include flyers or various registration 

documents) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

E] Chronological 

• Geographical 

• Other (specify) 

9. Volume 

1/2 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

1/4 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

11. Hie is Used 

• Daily El Weekly • Monthly • Annually 

12. File Becomes Inactive After 

3 (three) 

Number • Month(s) El Year(s) 

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

Human Resources, Room 210 

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

El Yes • No (originals with Finance) 

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

• Yes El No 
16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes. explain briefly and describe requirements 

• Yes El No 
18. Recommended Retention 

Retain in off ice 3 years - then destroy. 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21 . Date 

February 2, 2010 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE 8 OF 21_ 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 

Contracts 

5. Earliest Year/Latest Year 

_ 1 9 9 0 t o _ 2 0 1 0 _ 

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

series.) 

Used by the H u m a n Resources Off ice for Consul tant Serv ices. 

7. Record Series Format(s) List all 

O Letter Size Q Microfilm 

H Legal Size • Computer Tape 

• Audio Tape • Hoppy Disk 

• Bound Book • Video Tape 

H Other (specify) (may Include bound booklets. 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

Chronological 

l~l Geographical 

• Other (specify) 

9. Volume 

1/2 

H File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

1/4 

H File Drawees) 

l~l Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

11. Rle is Used 

• Daily H Weekly • Monthly • Annually 

12. Rle Becomes Inactive After 

4 (four) years beyond contract expiration date_ 

Number • Month(s) |3 Year(s) 

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

Human Resources, Room 210 

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

B Yes G No (originals may be with Contractor, Consultant, Union, etc.) 

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

• Yes 0 No 

16. Audit Requirements 

H None • State • Federal • Independent 

17. Is an Index System used? If yes. explain briefly and describe requirements 

• Yes E3 No 
18. Recommended Retention 

Retain in off ice 4 years beyond act ive - then destroy. 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21 . Date 

February 2, 2010 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE 9 OF 21 _ 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 

Legal Opinions 

5. Earliest Year/Latest Year 

_ 1 9 0 0 ' s t o _ 2 0 1 0 _ 

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

series.) 

Requests f rom legal counse l by H u m a n Resources . 

7. Record Series Format(s) List all 

El Letter Size Q Microfilm 

E] Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

E] Other (specify) (may include legal documents . 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

El Chronological 

• Geographical 

• Other (specify) 

9. Volume 

1 

El File Drawees) 

Q Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

1/4 

Number 

File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

11. Rle is Used 

• Daily El Weekly • Monthly • Annually 

12. File Becomes Inactive After 

6 (six) years beyond act ive. 

• Month(s) El Yearts) 

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

Human Resources, Room 210 

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

El Yes Q No (originals may be with Employee, Lawyers, Union, etc.) 

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

E) Yes • No 

16. Audit Requirements 

El None • State Q Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes El No 
18. Recommended Retention 

Retain in office 6 years beyond act ive - then destroy. 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21. Date 

February 2, 2010 

DGS 5504 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGF 10 OF 21 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 

Appeal Files 

5. Earliest Year/Latest Year 

_ 1 9 0 0 ' s to _ 2 0 1 0 _ 

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

series.) 

Files perta in ing to emp loyee appea ls f rom depar tment level to Hear ing Officer - Super in tendent 's Des ignee. 

7. Record Series Format's) List all 

Letter Size • Microfilm 

El Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

153 Other (SDecifv) (may include legal documents) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

El Chronological 

• Geographical 

I - ! Other (specify) 

9. Volume 

2 

Number 

El Rle Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

n Other (SDecifv) 

7. Record Series Format's) List all 

Letter Size • Microfilm 

El Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

153 Other (SDecifv) (may include legal documents) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

El Chronological 

• Geographical 

I - ! Other (specify) 
10. Annual Accumulation 

1/2 
Number 

El Rle Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

I - ! Other (sDecify) 

11. Rle is Used 

• Daily H Weekly • Monthly • Annually 

12. File Becomes Inactive After 

4 (fours) vears beyond employment 

Number • Month(s) El Year(s) 

13. Current Locatton(s) (Bldg., Roor, Room) 

Human Resources, Room 210 

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

El Yes • No (originals may be with Employee, Lawyers, Union, etc.) 

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

H Yes • No 

16. Audit Requirements 

• None El State El Federal El Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes El No 
18. Recommended Retention 

Retain in office 4 years beyond emp loymen t - then destroy. 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21. Date 

February 2, 2010 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE 11 OF 2 1 . 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 

Classification Files 

5. Earliest Year/Latest Year 

_ 2 0 0 4 t o _ 2 0 1 0 _ 

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

series.) 

Reports , co r respondence , memoranda , job analyses. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

Q Audio Tape Q Floppy Disk 

O Bound Book Q Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

E] Chronological 

• Geographical 

• Other (specify) 

9. Volume 

1/8 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

f~1 Other (specify) 

10. Annual Accumulation 

_1/32 

El File Drawer(s) 

• Microfilm Reel(s) 

Q Computer Tape(s) 

• Other (specify) 

11. File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 

5 

Number • Month(s) El Year(s) 

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

Human Resources, Room 210D 

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

El Yes • No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes El No 
18. Recommended Retention 

Retain in office 5 years - then destroy. 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21 . Date 

February 17, 2010 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 12 OF 21 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 

Salary Schedules 

5. Earliest Year/Latest Year 

_ 1 9 6 0 t o _ 2 0 1 0 _ 

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

series.) 

Schedules, pay p lans, and similar documents relat ing to wage and salary ranges. 

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume 

1/2 

Number El Letter Size • Microfilm • Alphabetical 

9. Volume 

1/2 

Number 

El Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Numerical 

El Chronological 

• Geographical 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

r~l Other (sDecify) 

I - ! Other (SDecifv) I - ! Other (SDecifv) 
10. Annual Accumulation 

1/4 

Number 

El Rle Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

I - ! Other (SDecifv) 

11. Rle is Used 

• Daily H Weekly • Monthly • Annually 

12. Rle Becomes Inactive After 

6 (six) years after supercession -store electronically 

Number • Month(s) H Year(s) 

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

Human Resources, Room 210 

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

El Yes • No (originals with Labor Unions) 

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

• Yes El No 

16. Audit Requirements 

• None El State El Federal E] Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes El No 
18. Recommended Retention 

Retain in off ice 6 years after super cess ion - then store 

electronical ly. 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21. Date 

February 2, 2010 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE 13 OF 21 _ 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 

EEOC Files 

5. Earliest Year/Latest Year 

_ 1 9 9 0 t o _ 2 0 1 0 _ 

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

series.) 

Records of both emp loyees and unhi red appl icants that demonst ra te compl iance with the statues and regulatory 

requi rements of the Equal Emp loyment Opportuni ty Commiss ion . Source material used to comple te E E O C reports. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

El Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

Q Bound Book • Video Tape 

63 Other (soecifv) 

8. Record Series Sequence 

E] Alphabetical 

• Numerical 

• Chronological 

• Geographical 

I - ! Other (sDecify) 

9. Volume 

1/2 

Number 

El Rle Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

I - ! Other (sDecifv) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

El Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

Q Bound Book • Video Tape 

63 Other (soecifv) 

8. Record Series Sequence 

E] Alphabetical 

• Numerical 

• Chronological 

• Geographical 

I - ! Other (sDecify) 
10. Annual Accumulation 

1/4 

Number 

El Rle Drawerfs) 

f~l Microfilm Reel(s) 

Q Computer Tape(s) 

n Other (SDecifv) 

11. File is Used 

• Daily E] Weekly • Monthly • Annually 

12. Rle Becomes Inactive After 

10 (ten) years after resolution of the case 

Number • Month(s) El Year(s) 

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

Human Resources, Room 210 
14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

El Yes • No (originals may be with Employee, Lawyers, Union, etc.) 

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

El Yes • No 
16. Audit Requirements 

• None • State El Federal • Independent 

17. Is an Index System used? If yes. explain briefly and describe requirements 

• Yes El No 
18. Recommended Retention 

Retain in office 10 years - then destroy. 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21 . Date 

February 2, 2010 

DGS 5504 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 14 OF ?1 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 

EEOC Case Files 

5. Earliest Year/Latest Year 

_ 1 9 0 0 ' s to _ 2 0 1 0 _ 

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

series.) 

L e g a l a n d invest iga t ive d o c u m e n t s a n d c o r r e s p o n d e n c e involving g r i e v a n c e s , c o m p l a i n t s , or c h a r g e s of d iscr iminat ion 

b rought in re la t ion to E E O C c o m p l i a n c e . 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

H Legal Size • Computer Tape 

• Audio Tape O Floppy Disk 

• Bound Book • Video Tape 

63 Other (SDecifv) ( 

8. Record Series Sequence 

£3 Alphabetical 

• Numerical 

• Chronological 

l~l Geographical 

i~l Other (sDecify) 

9. Volume 

1/2 

Number 

IS File Drawerts) 

• Microfilm Reel(s) 

• Computer Tape(s) 

I - ! Other (SDecifv) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

H Legal Size • Computer Tape 

• Audio Tape O Floppy Disk 

• Bound Book • Video Tape 

63 Other (SDecifv) ( 

8. Record Series Sequence 

£3 Alphabetical 

• Numerical 

• Chronological 

l~l Geographical 

i~l Other (sDecify) 
10. Annual Accumulation 

1/4 

Number 

Rle Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

I - ! Other (SDecifv) 

11. Rle is Used 

• Daily E| Weekly • Monthly • Annually 

12. Rle Becomes Inactive After 

10 (ten) years after resolution of the case 

Number • Month(s) El Year(s) 

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

Human Resources, Room 210 

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

El Yes • No (originals may be with Employee, Lawyers, Union, etc.) 

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

El Yes • No 

16. Audit Requirements 

Q None • State El Federal • Independent 

17. Is an Index System used? If yes. explain briefly and describe requirements 

• Yes El No 
18. Recommended Retention 

R e t a i n in off ice 10 y e a r s af ter reso lut ion of the c a s e - t h e n 

des t roy . 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21. Date 

February 2, 2010 

DGS 5504 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 15 OF 21 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 

Benefits Administration Files 

5. Earliest Year/Latest Year 

_ 2 0 0 0 ' s to _ 2 0 1 0 _ 

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

series.) 

Copies of documents including in format ion, statist ics, and records of benefits prov ided to employees : Heal th Insurance and 

Open Enrol lments, C O B R A , Life Insurance, Sick Leave Bank, Employee Ass is tance Program, Tuit ion Re imbursement . 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

El Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book O Video Tape 

I53 Other (SDecifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

E] Chronological 

• Geographical 

f l Other (soecifyl 

9. Volume 

? 

Number 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

PI Other fsDeciM 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

El Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book O Video Tape 

I53 Other (SDecifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

E] Chronological 

• Geographical 

f l Other (soecifyl 
10. Annual Accumulation 

1/4 

Number 

El Rle Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

r~l Other (sDecifv) 

11. Rle is Used 

• Daily El Weekly • Monthly • Annually 

12. File Becomes Inactive After 

6 (six) 

Number • Month(s) El Yean» 

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

Human Resources, Room 210B 

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

El Yes • No (originals may be with Employee, Lawyers, Union, etc.) 

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

El Yes • No 

16. Audit Requirements 

• None • State El Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes El No 
18. Recommended Retention 

Retain in office 6 years - then destroy. 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21. Date 

February 2, 2010 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 16 OF 21 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 State Retirement System Reports 

5. Earliest Year/Latest Year 

2006 to 2010 

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

series.) 

For example, deduction reports to the Maryland State Retirement/Pension System and copies of any reports made by the system to the MSRS 

system. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

El Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

M Other (SDecifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

El Chronological 

• Geographical 

I - ! Other (SDecify) 

9. Volume 

? 

Number 

0 Rle Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

n Other (SDecifv) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

El Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

M Other (SDecifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

El Chronological 

• Geographical 

I - ! Other (SDecify) 
10. Annual Accumulation 

1/4 

Number 

El Rle Drawer's) 

Q Microfilm Reel(s) 

• Computer Tape(s) 

r~l Other (SDecifv) 

11. File is Used 

• Daily H Weekly • Monthly • Annually 

12. File Becomes Inactive After 

3 (three) 

Number • Month(s) H Year(s) 

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

Human Resources, Room 21 OB 

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

H Yes • No (originals with MSDE) 

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

El Yes • No 

16. Audit Requirements 

• None El State El Federal • Independent 

17. Is an Index System used? If yes. explain briefly and describe requirements 

• Yes H No 
18. Recommended Retention 

Retain in office 3 years - then destroy. 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21. Date 

February 18, 2010 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 17 OF 21 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 

Individual Benefits Files 

5. Earliest Year/Latest Year 

_ 1 9 0 0 ' s to _ 2 0 1 0 _ 

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

series.) 

Contain employee benefit election and enrollment forms, beneficiary designation forms, and medical certificates. 

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume 
n 

El Letter Size • Microfilm • Alphabetical 
f 

Number 

El Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Numerical 

El Chronological 

• Geographical 

El Rle Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

PI Other IsDecify) 

r3 Other (specify) f l Other (sDecifv) 
10. Annual Accumulation 

1/4 

Number 

El Rle Drawerfs) 

• Microfilm Reel(s) 

• Computer Tape(s) 

PI Other (SDecifv) 

11. File is Used 

• Daily El Weekly • Monthly • Annually 

12. Rle Becomes Inactive After 

6 (six) 

Number • Month(s) El Year(s) 

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

Human Resources, Room 210B 

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

El Yes • No (originals may be with employee, MSRS. etc.) 

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

El Yes • No 

16. Audit Requirements 

• None El State El Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes El No 
18. Recommended Retention 

Retain in office dur ing tenure plus 6 years , then store 

electronical ly for 75 years - then destroy. 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21 . Date 

February 18, 2010 

DGS 5504 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE 18 OF 21 _ 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 

Employee Accident Reports (Workers Compensation) 

5. Earliest Year/Latest Year 

_ 2 0 0 6 to _ 2 0 1 0 _ 

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

series.) 

Including worker's compensation for each occurrence. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

E| Alphabetical (2™1) 

• Numerical 

El Chronological (1") 

Q Geographical 

• Other (specify) 

9. Volume 

g 

Number 

El File Drawees) 

Q Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

_ 1 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

11. Rle is Used 

5J Daily • Weekly • Monthly • Annually 

12. Rle Becomes Inactive After 

4 

Number • Month(s) Year(s) 

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

Human Resources, Room 210K 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

El Yes • No (Insurance Company) 

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

El Yes • No 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes El No 
18. Recommended Retention 

Retain in off ice 4 years , then destroy. 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21 . Date 

February 2, 2010 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGF 19 OF ?1 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 

Liability Claims from Non-Employees 

5. Earliest Year/Latest Year 

_1988 t o _ 2 0 1 0 _ 

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

series.) 

Includes all correspondence, claim forms, medical information. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

Q Legal Size • Computer Tape 

Q Audio Tape • Floppy Disk 

Q Bound Book • Video Tape 

l~l Other (SDecifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

E] Chronological 

• Geographical 

f l Other (specify) 

9. Volume 

2 

Number 

El Rle Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

PI Other Isoecifv) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

Q Legal Size • Computer Tape 

Q Audio Tape • Floppy Disk 

Q Bound Book • Video Tape 

l~l Other (SDecifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

E] Chronological 

• Geographical 

f l Other (specify) 
10. Annual Accumulation 

1/4 
Number 

El Rle Drawees) 

• Microfilm Reel(s) 

Q Computer Tape(s) 

n Other (SDecifv) 

11. Rle is Used 

• Daily BJWeekly • Monthly • Annually 

12. File Becomes Inactive After 

5 years or 3 years after age of majority 

Number • Month(s) El Year(s) 

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

Human Resources, Room 210K 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

El Yes • No (originals may be with individual, insurance agency, Student 

Services, etc.) 

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

El Yes • No 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes. explain briefly and describe requirements 

• Yes |3 No 
18. Recommended Retention 

R e t a i n in off ice for 5 y e a r s or if c l a i m a n t is minor , a g e of 

major i ty p lus 3 y e a r s . 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21. Date 

February 2, 2010 

DGS 5504 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE 20 OF 2 1 . 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 

Job Descriptions 

5. Earliest Year/Latest Year 

_ 1 9 0 0 ' s t o _ 2 0 1 0 _ 

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

series.) 

Current written statements that describe the duties, responsibilities, qualifications, and reporting relationships of a position. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

El Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

7 

Number 

• Rle Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

El Other (specify)_(Binder)_ 

10. Annual Accumulation 

minimal 

Number 

• Rle Drawerts) 

• Microfilm Reel(s) 

• Computer Tape(s) 

El Other (specify) 

11. Rle is Used 

• Daily El Weekly • Monthly • Annually 

12. Rle Becomes Inactive After 

3 

Number • Month(s) El Year(s) 

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

Human Resources, Room 210 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

• None El State • Federal • Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 

• Yes El No 
18. Recommended Retention 

Retain in off ice until three years after posi t ion is ext inct 

then destroy. 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21 . Date 

February 6, 2010 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

AGENCY RECORDS INVENTORY 

PAGE 21 OF 21_ 

1. Department/Agency 

Carroll County Public Schools 

2. Division 

Human Resources 

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 

Recruitment 

5. Earliest Year/Latest Year 

_ 2 0 0 5 to _ 2 0 0 9 _ 

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

series.) 

Reports, schedules, and documents relating to recruitment events, hiring, and budget. 

7. Record Series Formal(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Roppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

E] Chronological 

• Geographical 

• Other (specify) 

9. Volume 

8 

• Rle Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

El Other (specify)_(Binders)_ 

10. Annual Accumulation 

_ 2 

Number 

• Rle Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

El Other (specify) (Binders)_ 

11. Rle is Used 

• Daily El Weekly • Monthly • Annually 

12. Rle Becomes Inactive After 

4 

Number • Month(s) El Year's) 

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

Human Resources, Room 21 OH 

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

• Yes El No 

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

• Yes H No 

16. Audit Requirements 

El None • State • Federal • Independent 

17. Is an Index System used? If yes. explain briefly and describe requirements 

• Yes El No 
18. Recommended Retention 

Retain in office for four years - then destroy. 

19. Name and Title of Preparer 

Kelly Keith 

Human Resources 

20. Telephone Number 

410-751-3333 

21 . Date 

February 6, 2010 

DGS 5504 (Rev. 1/93) 



INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
C O M A R 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410) 799-1930 

ELECTRONIC RECORDS INVENTORY INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
C O M A R 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410) 799-1930 Paqe of 

1 DEPARTMENT/AGENCY 
Carroll County Public Schools 

2 DIVISION 
Human Resources Department 

3 UNIT 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 

4 ELECTRONIC RECORD SERIES TITLE 

Electronic Employee Personnel Files 

5 EARLIEST YEAR/LATEST YEAR 

1900's TO Ongoing 

6 INPUT - Identify source of information to be entered 

Hard-Copy Inactive Personnel Files 

7 OUTPUT - Identify the use/s of information generated by system 

Electronic files available for employment verification purposes. 

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briel Fly describe the information/documents/forms 
contained in a series. Include purpose and function of the system. 

Inactive Personnel Files are accessed to confirm employment and salary verifications during employment. Employment and 
separation from service records will be stored electronically to confirm employment and salary requests of former employees. 
These employment requests are received from employers and various state agencies. 

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing. 

All members of the Human Resources Department will have access to the electronic employee files. When the Department of 
Human Resources receives a request for verification, staff members will access the electronic files to complete the requested 
verification. 
10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

Every three (3) years additional electronic files will be added to the electronic files database. Electronic Employee Personnel 
Files will be stored for 75 years past the date of separation from service. After 75 years, the electronic files will be destroyed. 
Destruction of files past the 75 year mark will occur on an annual basis. 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle. 

Electronic Employee Personnel Files will be stored as pdf documents. These pdf files will be located on the database title 
'SHAREPOINT.' The SHAREPOINT database is stored on internal Carroll County Public Schools servers, which are backed up 
to tape and taken offsite. 

12 RECOMMENDED RETENTION 
Save in electronic form for 75 years 

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE 
PREPARER 

Jimmie L. Saylor 410-751-3070 February 16, 2010 

16 TITLE OF PREPARER 

Director of Human Resources 

DGS 550-6 



INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410) 799-1930 

ELECTRONIC RECORDS INVENTORY INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410) 799-1930 Page of 

1 DEPARTMENT/AGENCY 
Carroll County Public Schools 

2 DIVISION 
Human Resources Department 

3 UNIT 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 
and disposition purposes 

4 ELECTRONIC RECORD SERIES TITLE 

Electronic Collective Bargaining Agreements 

5 EARLIEST YEAR/LATEST YEAR 

_ 1 9 7 3 TO _ O n g o i n g _ 

6 INPUT - Identify source of information to be entered 

Hard-Copy Collective Bargaining Agreements 

7 OUTPUT - Identify the use/s of information generated by system 

Electronic Bargaining Agreements available for employee related 
contractual issues during employment. 

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briel fly describe the information/documents/forms 
contained in a series. Include purpose and function of the system. 

Electronic Collective Bargaining Agreements for all five bargaining units provide a reference when researching the Labor 
Contracts of previous years for employees. 

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing. 

All members of the Human Resources Department will have access to the electronic collective bargaining agreements. When 
an issue is questioned as to the Labor Contract for a particular year, staff members will access the electronic files to complete 
the necessary research. 
10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

Electronic Collective Bargaining Agreements will be added each year to the database. Electronic records will be stored for 75 
years past the life of the contract. After 75 years, the electronic files will be destroyed. Destruction of files past the 75-year mark 
will occur on an annual basis. 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle. 

Electronic Collective Bargaining Agreements will be stored as pdf documents. These pdf files will be located on the database 
title 'SHAREPOINT.' The SHAREPOINT database is stored on internal Carroll County Public Schools servers, which are backed 
up to tape and taken offsite. 

12 RECOMMENDED RETENTION 
Save in electronic form for 75 years. 

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE 
PREPARER 

Jimmie L. Saylor 410-751-3070 February 16, 2010 

16 TITLE OF PREPARER 

Director of Human Resources 

DGS 550-6 



INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Page. of 

1 DEPARTMENT/AGENCY 
Carroll County Public Schools 

2 DIVISION 
Human Resources Department 

3 UNIT 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 
and disposition purposes 

4 ELECTRONIC RECORD SERIES TITLE 

Electronic Salary Schedules 

5 EARLIEST YEAR/LATEST YEAR 

_ 1 9 6 0 TO O n g o i n g _ 

6 INPUT - Identify source of information to be entered 

Hard-Copy Salary Schedules 

7 OUTPUT - Identify the use/s of information generated by system 

Electronic Salary Schedules available for employee related salary 
issues and inquires during employment periods. 

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms 
contained in a series. Include purpose and function of the system. 

Electronic Salary Schedules for all employee groups provide a reference when researching previous employee's placement on 
the salary schedule. 

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing. 

All members of the Human Resources Department will have access to the electronic salary schedules. When an employee's 
salary placement is questioned, staff members will access the electronic files to complete the necessary research. These 
records will also be used to determine an employee's salary for retirement purposes. 

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

Electronic Salary Schedules will be added each year to the database. Electronic records will be stored for 75 years past the life 
of the contract. After 75 years, the electronic files will be destroyed. Destruction of files past the 75-year mark will occur on an 
annual basis. 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle. 

Electronic Salary Schedules will be stored as pdf documents. These pdf files will be located on the database title 
'SHAREPOINT.' The SHAREPOINT database is stored on internal Carroll County Public Schools servers, which are backed up 
to tape and taken offsite. 

12 RECOMMENDED RETENTION 
Save in electronic form for 75 years. 

13 TYPED OR PRINTED NAME OF 
PREPARER 

Jimmie L. Saylor 

14 TELEPHONE NUMBER 

410-751-3070 

15 DATE 

February 16, 2010 

16 TITLE OF PREPARER 

Director of Human Resources 

DGS 550-6 



INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Page. of 

1 DEPARTMENT/AGENCY 
Carroll County Public Schools 

2 DIVISION 
Human Resources Department 

3 UNIT 

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention 

4 ELECTRONIC RECORD SERIES TITLE 

Electronic Individual Benefit Files 

5 EARLIEST YEAR/LATEST YEAR 

1930 TO Ongoing 

6 INPUT - Identify source of information to be entered 

Hard-Copy Benefit Files 

7 OUTPUT - Identify the use/s of information generated by system 

Electronic Individual Benefit Files available for employee related 
to benefit issues and inquires during employment periods. 

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briel fly describe the information/documents/forms 
contained in a series. Include purpose and function of the system. 

Electronic Individual Benefit Files for all employee groups provide a reference when researching previous employee's benefit 
information. 

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing. 

The Benefits Specialist, or he/she's designee within the Human Resources Department will have access to the electronic 
individual benefit files. When an employee's benefits are questioned, staff members will access the electronic files to complete 
the necessary research. 

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

Electronic Benefit Files will be added each year to the database. Electronic records will be stored for 75 years past the life of the 
contract. After 75 years, the electronic files will be destroyed. Destruction of files past the 75-year mark will occur on an annual 
basis. 

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle. 

Electronic Benefit Files will be stored as pdf documents. These pdf files will be located on the database title 'SHAREPOINT.' 
The SHAREPOINT database is stored on internal Carroll County Public Schools servers, which are backed up to tape and taken 
offsite. 

12 RECOMMENDED RETENTION 
Save in electronic form for 75 years. 

13 TYPED OR PRINTED NAME OF 
PREPARER 

Kelly M. Keith 

14 TELEPHONE NUMBER 

410-751-3333 

15 DATE 

February 18, 2010 

16 TITLE OF PREPARER 

Human Resources 

DGS 550-6 


