
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. C.HZ4 

P a g e 1 o f 2 

Agency 
Cecil County Government 

Division/Unit 
Information Technology 

Item 
No. 

Description Retention 

1 GENERAL IT RECORDS 
This series includes the retention policy for general IT records. 

Changes in records format will not necessarily require revision of 
the retention schedule. However, should the scope or content of a 
records series be altered, the schedule may be amended to reflect 
such changes. 

Each agency will use all or some of the following records which 
are governed by the indicated retention period: 

A. Backup Tape/Off-site Storage 

B. Disaster Recovery 

C. Equipment Disposal Form 

D. Track-It Tickets 

E. Van Form 

Retain for one (1) year and then 
destroy. 

Permanent and active 
document. Retained 
permanently within the 
Information Technology 
department. 

Retain for one (1) year then 
destroy. 

Retain electronic copy for five 
(5) years, then destroy 

Retain hard copy for two (2) 
years, then destroy. 

Schedule Approved by Department, Agency, 
or Division Representat ive. 
Date 

Signatur^ 

Typed Name 

Title IT & Records Retent ion Director 

Schedule Author ized by State Archivist 

Date K mMf) 1 0 / 1 

Signature 

D G S 550-1 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. Q\\Z^ 

P a g e 2 o f 2 

Agency 
Cecil County Government 

Division/Unit 
Information Technology 

Item 
No. 

Description Retention 

Electronic Archives 
F. Email Archiving 

G. Copy Machine Electronic Document Archiving 

H. Orclers 
I. Charge Backs 

J. Purchase Card Transaction Log 
K. Expenses 

L. Internal Documents 
M. Contracts and Warranties 

N. Training Documentation 

Retain for (2) years then 
destroy, with the exception of 
any message that falls under 
another retention policy, then 
retain as per that retention 
policy. 

Retain hard copy until 
scanned and information 
verified then destroy hard 
copy and retain information 
for 1 month. After 1 month 
destroy information. 

Retain hard copy until 
scanned and image verified 
then destroy hard copy. 
Retain imaged copy for ten 
(10) years then destroy 

Retain hard copy until 
scanned and image verified 
then destroy hard copy. 
Retain imaged copy for five 
(5) years then destroy 

Retain hard copy until 
scanned and image verified 
then destroy hard copy. 
Retain imaged copy for life of 
product or agreement and 
then destroy. 

Retain hard copy until 
scanned and image verified 
then destroy hard copy, 
maintain image until product 
is no longer used, and then 
destroy. 

DGS 550-1A 



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 j 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup , Mary land 20794 

(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Paqe 1 of 1 

1 D E P A R T M E N T / A G E N C Y 
Cecil County Government 

2 D I V I S I O N 
Information Technology 

3 U N I T 

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 E L E C T R O N I C R E C O R D S E R I E 

Backup Tape/Of f -S i te Storagi 
3 T I T L E 
a 

5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2 0 0 9 jo 2 0 1 0 

6 I N P U T - Identify sou rce of inforr 

File Storage 
i 

na t ion to be en te red 7 O U T P U T - Identify the use/s of information generated by system 

Tapes 

8 E L E C T R O N I C R E C O R D S E R I E * 

Def ine a pol icy for off-site dal 

3 D E S C R I P T I O N - Brief ly desc r ibe the in fo rmat ion /documents / fo rms 
con ta ined in a ser ies. Inc lude purpose a n d func t ion of the sys tem. 

a s torage. 

9 P O L I C Y O N A C C E S S A N D U S E - Exp la in or a t t ach copy if es tab l i shed in wr i t ing. 

Admin is t ra t ion, Depar tment Heads, wi l l have (delete) (print) and (hold) access. Managers and emp loyees 
wi th the "need to know" wil l have ( read), (print) and (hold) access . 

10 U P D A T I N G C Y C L E S O R CONL" 

Updates are not a l lowed on t l 
rep laced. 

) IT IONS A N D R U L E S FOR R E V I S I N G I N F O R M A T I O N IN T H E S Y S T E M 

ie or ig inal document ; if upda tes are needed , the document needs to be 

11 S P E C I F Y T H E L O C A T I O N ANC 
ensu re t he record 's re tent ion an 

Ceci l County Government A d 
Record is avai lable until the d 

) M E D I A O F T H E M A I N E L E C T R O N I C D A T A FILE. Exp la in the progress ion es tab l i shed to 
d usabi l i ty t h r o u g h o u t t he record 's au tho r i zed life cyc le . 

ministrat ion Bui lding 
isposal date, and then record is pu rged . 

12 R E C O M M E N D E D R E T E N T I O N 

Retain for a minimum of three (: 
j 

3) c y c l e s then destroy. 
13 T Y P E D O R P R I N T E D N A M E C 

P R E P A R E R 

Scot t M e s n e a k 

F 14 T E L E P H O N E N U M B E R 

410-996-5205 

15 D A T E 

9/10/2010 
16 T I T L E O F P R E P A R E R 

IT & Records Reti sntion Director 

D G S 550 -6 



2 , 

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

-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup , Mary land 20794 

(410)799-1930 

ELECTRONIC RECORDS INVENTORY 

P a g e 1 of 1 

1 D E P A R T M E N T / A G E N C Y 
Cecil County Government 

2 D I V I S I O N 
Information Technology 

3 U N I T 

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 E L E C T R O N I C R E C O R D SERIES 

Charge Backs 
3 T I T L E 5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2000 j o 2010 

6 INPUT - Identify sou rce of inforr 

Paper 

nat ion to be en te red 7 O U T P U T - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manage r 

8 E L E C T R O N I C R E C O R D S E R I E 

Contro l led inventory and pho 

3 D E S C R I P T I O N - Brief ly desc r ibe the i n fo rmat ion /documents / fo rms 
con ta ined in a ser ies. Inc lude pu rpose a n d func t ion o f the sys tem. 

rie charge backs. 

9 P O L I C Y O N A C C E S S A N D U S E 

Admin is t ra t ion, Depar tment H 
w i th the "need to know" wil l h 

- Exp la in or a t tach copy if es tab l i shed in wr i t ing . 
-

eads , wi l l have (delete) (print) and (hold) access. Managers and emp loyees 
ave ( read) , (print) and (hold) access . 

10 U P D A T I N G C Y C L E S O R C O N [ 

Updates are not a l lowed on t l 
rep laced. 

) IT IONS A N D R U L E S FOR R E V I S I N G I N F O R M A T I O N IN T H E S Y S T E M 

ie or ig inal document ; if updates are needed , the documen t needs to be 

i 
11 S P E C I F Y T H E L O C A T I O N ANL" 

ensu re the record 's re tent ion a n 

Ceci l County Government A d 
Record is avai lable unti l the d 

) M E D I A O F T H E MAIN E L E C T R O N I C D A T A FILE. Exp la in the p rogress ion es tab l i shed to 
d usabi l i ty t h roughou t the record 's au thor i zed life cyc le . 

ministrat ion Bui lding 
isposal date, and then record is pu rged . 

12 R E C O M M E N D E D R E T E N T I O N 
Re ta in ha rd copy unti l s c a n n e d a n d i m a g e ver i f ied t h e n des t roy ha rd copy. Re ta in i m a g e d copy for t e n (10) y e a r s t h e n des t roy 

13 T Y P E D OR P R I N T E D N A M E C 
P R E P A R E R 

Scot t M e s n e a k 

)F 14 T E L E P H O N E N U M B E R 

410-996-5205 

15 D A T E 

9/10/2010 
16 T I T L E O F P R E P A R E R 

IT & Records Ret ent ion Director 
i 

D G S 5 5 0 - 6 



J3 

INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 55C 
COMAR 14.18.04 I 

1 

-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup , Mary land 20794 

(410)799-1930 

ELECTRONIC RECORDS INVENTORY 

Paqe 1 of 1 

! 
1 D E P A R T M E N T / A G E N C Y 
Cecil County Government j 

2 D I V I S I O N 
I n f o r m a t i o n Technology 

3 U N I T 

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

t 

I 
4 E L E C T R O N I C R E C O R D S E R I E 

Cont rac ts and War ran t ies 

3 T I T L E 5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2004 j o 2010 

6 INPUT - Identify sou rce of infori 

Paper 

•nation to be en te red 7 O U T P U T - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manager 

8 E L E C T R O N I C R E C O R D S E R I E 

Cont rac ts and war ran t ies bet 

3 D E S C R I P T I O N - Brief ly desc r ibe the in fo rmat ion /documents / fo rms 
con ta ined in a ser ies. Inc lude purpose a n d func t ion of t he sys tem. 

ween IT depar tment /Cec i l County Government and var ious vendors . 

9 P O L I C Y O N A C C E S S A N D U S E 

Admin is t ra t ion, Depar tment \ 
w i th the "need to know" wil l h 

- Exp la in or a t tach copy if es tab l i shed in wr i t ing . 

l eads , wi l l have (delete) (print) and (hold) a c c e s s . Managers and emp loyees 
ave ( read), (print) and (hold) access . 

10 U P D A T I N G C Y C L E S OR C O N D I T I O N S A N D R U L E S F O R R E V I S I N G I N F O R M A T I O N IN T H E S Y S T E M 

Updates are not a l lowed on the or iginal document ; if updates are needed , the document needs to be 
rep laced. | 

I j 
11 S P E C I F Y T H E L O C A T I O N ANL" 

ensu re the record 's re tent ion a r 

Ceci l County Governmen t Ad 
Record is avai lable unti l the c 

) M E D I A O F T H E M A I N E L E C T R O N I C D A T A FILE. Exp la in the p rogress ion es tab l i shed to 
d usabi l i ty t h roughou t the record 's au tho r i zed life cyc le . 

jministration Bui ld ing 
isposal date, and then record is pu rged . 

12 R E C O M M E N D E D R E T E N T I O N 
Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for life of product or agreement and then destroy. 

13 T Y P E D O R P R I N T E D N A M E C 
P R E P A R E R 

Scot t M e s n e a k 

DF 14 T E L E P H O N E N U M B E R 

410-996-5205 

15 D A T E 

9/10/2010 
16 T I T L E O F P R E P A R E R 

IT& Records Ret snt ion Director 

D G S 550 -6 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup, Mary land 20794 

(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

P a g e 1 of 1 

1 D E P A R T M E N T / A G E N C Y 
Cecil County Government 

2 D I V I S I O N 
Information Technology 

3 U N I T 

DEFINITION - Record Series - Agrc 
and 

sup of related records stored electronically and used as a unit for reference as well as retention 
disposition purposes 

4 E L E C T R O N I C R E C O R D S E R I E S 

Copy Mach iene Electronic Doc 
T I T L E 

;ument Arch iv ing 
5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2010 j o 2010 

6 I N P U T - Identify sou rce of in fo rm 

Paper 
at ion to be en te red 7 O U T P U T - Identify the use/s of information generated by system 

Copy Mach ine Hard Drive 

8 E L E C T R O N I C R E C O R D S E R I E S 

Internal s torage of cop ied doc i 

D E S C R I P T I O N - Brief ly desc r ibe the i n fo rmat ion /documents / fo rms 
con ta ined in a ser ies. Inc lude purpose a n d func t ion o f the sys tem. 

j m e n t s 

9 P O L I C Y O N A C C E S S A N D U S E ' - Exp la in or a t tach copy if es tab l i shed in wr i t ing . 

Admin is t ra t ion , Depar tment Heads , wi l l have (delete) (print) and (hold) access. Managers and emp loyees 
wi th the "need to know" wil l hajve ( read) , (print) and (hold) access . 

10 U P D A T I N G C Y C L E S O R C O N D I T I O N S A N D R U L E S FOR R E V I S I N G I N F O R M A T I O N IN T H E S Y S T E M 

Upda tes are not a l lowed on the or iginal document ; if updates are needed , the documen t needs to be 
rep laced. ! 

11 S P E C I F Y T H E L O C A T I O N A N D 
ensu re the record 's re tent ion a n d 

Ceci l County Governmen t Adn 
Record is avai lable unti l the di 

M E D I A O F T H E MAIN E L E C T R O N I C D A T A FILE. Exp la in the p rogress ion es tab l i shed to 
usabi l i ty t h roughou t the record 's au thor i zed life cyc le . 

l in is t rat ion Bui lding 
sposal da te , and then record is purged . 

12 R E C O M M E N D E D R E T E N T I O N 
Retain hard copy until scanned and inform ation verified then destroy hard copy and retain information for 1 month. After 1 month destroy information. 

13 T Y P E D O R P R I N T E D N A M E OF 
P R E P A R E R 

Scot t M e s n e a k 

14 T E L E P H O N E N U M B E R 

410-996-5205 

15 D A T E 

9/10/2010 
16 T I T L E O F P R E P A R E R j 

IT & Records Retent ion Director 
i 

D G S 550 -6 



5 

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

) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup , Mary land 20794 

(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Page 1 of 1 

1 D E P A R T M E N T / A G E N C Y 
Cecil County Government 

2 D I V I S I O N 
Information Technology 

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 E L E C T R O N I C R E C O R D S E R I E S 

Disaster Recovery 
T I T L E 5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2008 J O 2010 

6 I N P U T - Identify sou rce of in fo rm 

Electronic Document 

at ion to be en te red 7 O U T P U T - Identify the use/s of information generated by system 

Electronic Document 

8 E L E C T R O N I C R E C O R D S E R I E S 

A policy out l in ing s teps needec 

D E S C R I P T I O N - Brief ly desc r ibe the i n fo rma t ion /documen ts / fo rms 
con ta ined in a ser ies. Inc lude pu rpose a n d func t ion of the sys tem. 

i in case of disaster. Th is is a l iving documen t a n d ge ts updated as needed . 

9 P O L I C Y O N A C C E S S A N D U S E j - Exp la in or a t tach copy if es tab l i shed in wr i t ing. 

Admin is t ra t ion , Depar tment Heads, wi l l have (delete) (print) and (hold) access . Manage rs and emp loyees 
wi th the "need to know" wil l hajve ( read), (print) and (hold) access . 

10 U P D A T I N G C Y C L E S O R C O N D I 

Updates are not a l lowed on th< 
rep laced. 

T I O N S A N D R U L E S F O R R E V I S I N G I N F O R M A T I O N IN T H E S Y S T E M 

i or ig inal document ; if upda tes are needed , the documen t needs to be 

-

11 S P E C I F Y T H E L O C A T I O N A N D 
ensu re t he record 's re tent ion a n d 

Ceci l County Government A d n 
Record is avai lable unti l the dis 

M E D I A O F T H E MAIN E L E C T R O N I C D A T A FILE. Exp la in t h e progress ion es tab l i shed to 
usabi l i ty t h roughou t the record 's au tho r i zed life cyc le . 

l in istrat ion Bui lding 
sposal date, and t hen record is purged . 

12 R E C O M M E N D E D R E T E N T I O N 

Permanent and active document . Retained permanently within the Information Technology department. 
13 T Y P E D O R P R I N T E D N A M E OF 

P R E P A R E R 

Scot t M e s n e a k 

14 T E L E P H O N E N U M B E R 

410-996-5205 

15 D A T E 

9/10/2010 
16 T I T L E O F P R E P A R E R 

IT & Records Rete ntion Director 

D G S 550-6 



4 

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

1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup , Mary land 20794 

(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Paqe 1 of 1 

1 D E P A R T M E N T / A G E N C Y 
Cecil County Government 

2 D I V I S I O N 
Information Technology 

3 U N I T 

DEFINITION - Record Series - A g 
and 

•oup of related records stored electronically and used as a unit for reference as well as retention 
disposition purposes 

4 E L E C T R O N I C R E C O R D SERIES 

Emai l Arch iv ing 
T I T L E 5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2010 j o 2010 

6 INPUT - Identify sou rce of in fo rmat ion to be en te red 

Emai l j 

7 O U T P U T - Identify the use/s of information generated by system 

File Storage 

8 E L E C T R O N I C R E C O R D S E R I E S 

Emai l Arch iv ing 

D E S C R I P T I O N - Brief ly desc r ibe the i n fo rma t ion /documen ts / fo rms 
con ta ined in a ser ies. Inc lude pu rpose a n d func t ion of t he sys tem. 

9 P O L I C Y O N A C C E S S A N D U S E 

Admin is t ra t ion, Depar tment H 
wi th the "need to know" wil l he 

- Exp la in or a t t ach copy if es tab l i shed in wr i t ing . 

sads, wi l l have (delete) (print) and (hold) access . Manage rs and emp loyees 
ive ( read), (print) and (hold) access . 

10 U P D A T I N G C Y C L E S OR C O N C 

Updates are not a l lowed on th 
rep laced. 

I T IONS A N D R U L E S F O R R E V I S I N G I N F O R M A T I O N IN T H E S Y S T E M 

e or iginal document ; if upda tes are needed , the documen t needs to be 

11 S P E C I F Y T H E L O C A T I O N A N D 
ensu re t he record 's re tent ion anc 

Ceci l County Governmen t Adr 
Record is avai lable unti l the d 

M E D I A O F T H E MAIN E L E C T R O N I C D A T A FILE. Exp la in t h e p rogress ion es tab l i shed to 
i usabi l i ty t h roughou t the record 's au thor i zed life cyc le . 

ninist rat ion Bui ld ing 
sposa l da te , and then record is pu rged . 

12 R E C O M M E N D E D R E T E N T I O N 
Retain for (2) years then destroy, with the exception of any message that falls under another retention policy, then retain as per that retention policy. 

13 T Y P E D O R P R I N T E D N A M E O 
P R E P A R E R 

Scot t M e s n e a k 

F 14 T E L E P H O N E N U M B E R 

410-996-5205 

15 D A T E 

9/10/2010 
16 T I T L E O F P R E P A R E R 

IT & Records Retf jnt ion Director 
i 

D G S 550 -6 



7 

Instructions - T y p e or Print a separate form fnr DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo R o a d , P.O. Box 275 
Jessup, Mary land 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

e a c h new or revised record series. For 

with Records Retention Schedule (DG5 

w a r d 

5 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo R o a d , P.O. Box 275 
Jessup, Mary land 20794 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

Information Technology 
2. Division 3. Unit 

DEFINITION - RECORD SERIES: A group of re lated records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Equipment Disposal Form 
5. Earliest Year/Latest Year 

2009 t 0 2010 

6. Record Series Description (Briefly describe the types o 

Form that detai ls what equ ipment is 
nformation/documents/forms found In the series Include the purpose or function of the series.) 

disposed of and when . 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (SDBdfv) 

8. Record Series Sequence 

• Alphabetical 

. • Numerical 

• Chronological 

• Geographical 

• Other (soeclfv) 

Keyword Lookup 

8. Volume 

• File Drawer(s) 

o Microfilm Reel(s) 

• Comnurer Tapp.fsl 
Number 

• Other (SDeclfv) 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (SDBdfv) 

8. Record Series Sequence 

• Alphabetical 

. • Numerical 

• Chronological 

• Geographical 

• Other (soeclfv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

0 Microfilm Reel(s) 

n CnmnntprTanpfO 
Number 

• Other (specify) 

i t . File Is Used 

0 Dally • Weekly > Monthly • Annually 

12. Rle Becomes Inactive After 

Indefinitely n M n n t h f o 

Number 

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

Information Techno logy Off ice 
14. Is Record Series Duplicated Elsewhere? Of yes, specify agency or office.) 

• Yes ! No 

15. Access Restrictions (IfYes, cite Law(s) SRegulat 

o Yes | i i o 

ones) 16. Audit Requirements 

• None n State o Federal • Independent 

•17. Is an Index System used? If yes, explain briefly an 

• Yes • No 

d describe requirements .18. Recommended Retention 

R e t a i n fo r o n e ( 1 ) y e a r t h e n d e s t r o y . 

19. Nameand Title of Preparer 

Scott Mesneak 
IT & Records Retent ion [ Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 55 
COMAR 14.18.04 

0-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup , Mary land 20794 

(410)799-1930 

ELECTRONIC RECORDS INVENTORY 

Page 1 of 1 

1 D E P A R T M E N T / A G E N C Y 
Cecil County Government 

2 D I V I S I O N 
Information Technology 

3 UNIT 

DEFINITION - Record Series - A 
an 

group of related records stored electronically and used as a unit for reference as well as retention 
d disposition purposes 

4 E L E C T R O N I C R E C O R D SERIE 

Expenses 
S T I T L E 5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2004 j o 2010 

6 INPUT - Identify sou rce of infor 

Paper 

mat ion to be en te red 7 O U T P U T - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manager 

8 E L E C T R O N I C R E C O R D SERIE 

Records of expenses by e m j 

S D E S C R I P T I O N - Brief ly desc r ibe the i n fo rmat ion /documents / fo rms 
con ta ined in a ser ies. Inc lude purpose a n d func t ion o f t he sys tem. 

) loyees in the Informat ion Techno logy Depar tment 

9 P O L I C Y O N A C C E S S A N D USE 

Admin is t ra t ion, Depar tment 
wi th the "need to know" wil l 1 

E - Exp la in or a t tach copy if es tab l i shed in wr i t ing. 

Heads, wi l l have (delete) (print) and (hold) access . Managers and emp loyees 
lave ( read), (print) and (hold) access . 

10 U P D A T I N G C Y C L E S O R C O N D I T I O N S A N D R U L E S F O R R E V I S I N G I N F O R M A T I O N IN T H E S Y S T E M 
I 

Upda tes are not a l lowed on the or iginal document ; if updates are needed , the document needs to be 
rep laced. 

j 

11 S P E C I F Y T H E L O C A T I O N A N 
ensu re the record 's re tent ion a 

Ceci l County Governmen t A< 
Record is avai lable unti l the 

D M E D I A O F T H E MAIN E L E C T R O N I C D A T A FILE. Exp la in the p rogress ion es tab l i shed to 
nd usabi l i ty t h roughou t the record 's au thor i zed life cyc le . 

^ministrat ion Bui lding 
d isposal date, and then record is pu rged . 

12 R E C O M M E N D E D R E T E N T I O N 
Re ta in ha rd copy unti l s c a n n e d a n d i m a g e ver i f ied t h e n des t roy ha rd copy. Re ta in i m a g e d copy for f ive (5) yea rs t h e n des t roy 

13 T Y P E D OR P R I N T E D N A M E 
P R E P A R E R 

Scot t M e s n e a k 

OF 14 T E L E P H O N E N U M B E R 

410-996-5205 

15 D A T E 

9/10/2010 
16 T I T L E O F P R E P A R E R 

IT & Records Re 
• i 

tent ion Director 

D G S 550 -6 



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

1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup, Mary land 20794 

(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Page_ of 

1 D E P A R T M E N T / A G E N C Y 
Cecil County Government 

2 D I V I S I O N 
Information Technology 

3 U N I T 

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 E L E C T R O N I C R E C O R D S E R I E S T I T L E 

Internal Documen ts 
5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2009 T O 2010 

6 INPUT - Identify sou rce of in fo rmat ion to be en te red 

Paper or Electronic Document 

7 O U T P U T - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manage r 

8 E L E C T R O N I C R E C O R D S E R I E S D E S C R I P T I O N - Brief ly desc r ibe t he i n fo rma t ion /documen ts / fo rms 
con ta ined in a ser ies. Inc lude pu rpose a n d func t ion o f t he sys tem. 

Depar tment used documen ts including S.O.P.s and Specs. 

9 P O L I C Y O N A C C E S S A N D U S E - Exp la in or a t tach copy if es tab l i shed in wr i t ing . 

Admin is t ra t ion , Depar tment Heads, wi l l have (delete) (print) and (hold) access . Manage rs and emp loyees 
w i th the "need to know" wil l have ( read) , (print) and (hold) access . 

10 U P D A T I N G C Y C L E S O R C O N D I T I O N S A N D R U L E S F O R R E V I S I N G I N F O R M A T I O N IN T H E S Y S T E M 
I 

Updates are not a l lowed on the or iginal document ; if upda tes are needed , the documen t needs to be 
rep laced. 

11 S P E C I F Y T H E L O C A T I O N A N D M E D I A O F T H E M A I N E L E C T R O N I C D A T A FILE. Exp la in the p rogress ion es tab l i shed to 
ensu re the record 's re tent ion ar id usabi l i ty t h roughou t the record 's au tho r i zed life cyc le . 

Ceci l County Government Admin is t ra t ion Bui lding 
Record is avai lable unti l the d isposal date, and then record is purged . 

12 R E C O M M E N D E D R E T E N T I O N 
Retain hard copy until scanned and image verified then destroy hard copy. Retain imaged copy for life of product or agreement and then destroy. 

13 T Y P E D O R P R I N T E D N A M E 
P R E P A R E R 

Scot t M e s n e a k 

O F 14 T E L E P H O N E N U M B E R 

410-996-5205 

15 D A T E 

9/10/2010 
16 T I T L E O F P R E P A R E R 

IT & Records Re; ent ion Director 

D G S 5 5 0 - 6 



to 

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

1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup , Mary land 20794 

(410)799-1930 

ELECTRONIC RECORDS INVENTORY 

Page_ of 

1 D E P A R T M E N T / A G E N C Y 
Cecil County Government 

2 D I V I S I O N 
Information Technology 

3 U N I T 

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 E L E C T R O N I C R E C O R D S E R I E S T I T L E 

Orders 
5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2004 jo 2010 

6 INPUT - Identify sou rce of in fo rmat ion to be en te red 

Paper 

7 O U T P U T - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manage r 

8 E L E C T R O N I C R E C O R D S E R I E S D E S C R I P T I O N - Brief ly desc r ibe the i n fo rma t ion /documen ts / fo rms 
con ta ined in a ser ies. Inc lude pu rpose a n d func t ion of the sys tem. 

Records of orders made by the Informat ion Techno logy depar tment 

9 P O L I C Y O N A C C E S S A N D U S E - Exp la in or a t tach copy if es tab l i shed in wr i t ing . 

Admin is t ra t ion, Depar tment i j leads, wi l l have (delete) (print) and (hold) access . Manage rs and emp loyees 
wi th the "need to know" wil l Have (read), (print) and (hold) access . 

10 U P D A T I N G C Y C L E S O R C O N D I T I O N S A N D R U L E S FOR R E V I S I N G I N F O R M A T I O N IN T H E S Y S T E M 

Upda tes are not a l lowed on the or iginal document ; if updates are needed , the documen t needs to be 
rep laced. j 

11 S P E C I F Y T H E L O C A T I O N A N D M E D I A O F T H E MAIN E L E C T R O N I C D A T A FILE. Exp la in the p rogress ion es tab l i shed to 
ensu re the record 's re tent ion a n d usabi l i ty t h roughou t the record 's au thor i zed life cyc le . 

Ceci l County Government Admin is t ra t ion Bui lding 
Record is avai lable unti l the d isposal date, and then record is purged . 

12 R E C O M M E N D E D R E T E N T I O N 
Re ta i n ha rd copy unti l s c a n n e d ar id i m a g e ver i f ied t h e n des t roy hard copy. Reta in i m a g e d copy for t e n (10) y e a r s t h e n des t roy 

13 T Y P E D OR P R I N T E D N A M E O F 
P R E P A R E R 

Scot t M e s n e a k 

14 T E L E P H O N E N U M B E R 

410-996-5205 

15 D A T E 

9/10/2010 
16 T I T L E O F P R E P A R E R j 

IT & Records Retent ion Director 

D G S 550 -6 



11 

INSTRUCTIONS - Type or print a 
separate form for each new/revised 
electronic record series. Forward with 
Records Retention Schedule (DGS 550-
C O M A R 1 4 . 1 8 . 0 4 

) 

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

Jessup , Mary land 20794 
(410)799-1930 

ELECTRONIC RECORDS INVENTORY 

Page 1 of 1 

i 
1 D E P A R T M E N T / A G E N C Y ! 
C e c i l County G o v e r n m e n t j 

2 D I V I S I O N 
Information Technology 

3 U N I T 

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 E L E C T R O N I C R E C O R D S E R I E S 

Purchase Card Transac t ion Lc 
T I T L E 

g 

5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2005 j o 2010 

6 INPUT - Identify sou rce of in form 

Paper 

at ion to be en te red 7 O U T P U T - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manage r 

8 E L E C T R O N I C R E C O R D S E R I E S 

Log of pu rchases made wi th d 

D E S C R I P T I O N - Brief ly desc r ibe the i n fo rmat ion /documents / fo rms 
con ta ined in a ser ies. Inc lude pu rpose a n d func t ion of t he sys tem. 

apartment credit card 

9 P O L I C Y O N A C C E S S A N D U S E 

Admin is t ra t ion, Depar tment He 
wi th the "need to know" wil l ha 

- Exp la in or a t t ach copy if es tab l i shed in wr i t ing . 

sads, wi l l have (delete) (print) and (hold) access. Manage rs and emp loyees 
ve ( read) , (print) and (hold) access . 

10 U P D A T I N G C Y C L E S O R C O N D 

Updates are not a l lowed on th 
rep laced. 

T I O N S A N D R U L E S F O R R E V I S I N G I N F O R M A T I O N IN T H E S Y S T E M 

5 or ig inal document ; if updates are needed , the documen t needs to be 

11 S P E C I F Y T H E L O C A T I O N A N D 
ensu re the record 's re tent ion a n d 

Ceci l County Government Adn 
Record is avai lable unti l the di 

M E D I A O F T H E MAIN E L E C T R O N I C D A T A FILE. Exp la in the p rogress ion es tab l i shed to 
usabi l i ty t h roughou t the record 's au thor i zed life cyc le . 

l in istrat ion Bui lding 
;posa l date, and then record is purged . 

12 R E C O M M E N D E D R E T E N T I O N 
Re ta in ha rd copy unti l s c a n n e d a n d i m a g e ver i f ied t h e n des t roy ha rd copy. Reta in i m a g e d copy for f ive (5) y e a r s t h e n des t roy 

• 

13 T Y P E D O R P R I N T E D N A M E O F 
P R E P A R E R i 

I 

Scot t M e s n e a k 

14 T E L E P H O N E N U M B E R 

410-996-5205 

15 D A T E 

9/10/2010 
16 T I T L E O F P R E P A R E R 

IT & Records Retent ion Director 

D G S 550 -6 I 
I 



/2_ 

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

1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup , Mary land 20794 

(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Page 1 of 1 

1 D E P A R T M E N T / A G E N C Y 
Cecil County Government 

2 D I V I S I O N 
Information Technology 

3 U N I T 

DEFINITION - Record Series - A g 
and 

•oup of related records stored electronically and used as a unit for reference as well as retention 
disposition purposes 

4 E L E C T R O N I C R E C O R D SERIES 

Track-It T ickets 
T I T L E 5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2008 j o 2010 

6 I N P U T - Identify sou rce of inforn 

Electronic Track-I t t icket 

la t ion to be en te red 7 O U T P U T - Identify the use/s of information generated by system 

Electronic Track-I t t icket 

8 E L E C T R O N I C R E C O R D SERIES 

W o r k order t ickets out l in ing s« 

D E S C R I P T I O N - Brief ly d e s c r i b e t h e in fo rmat ion /documents / fo rms 
con ta ined in a ser ies. Inc lude pu rpose a n d func t ion of the sys tem. 

•rvice work done by IT staff. 

9 P O L I C Y O N A C C E S S A N D U S E 

Admin is t ra t ion, Depar tment H 
wi th the "need to know" wil l h< 

- Exp la in or a t tach copy if es tab l i shed in wr i t ing . 

eads , wi l l have (delete) (print) and (hold) access : Managers and emp loyees 
ave ( read) , (print) and (hold) access . 

10 U P D A T I N G C Y C L E S O R C O N C 

Updates are not a l lowed on t l 
rep laced. 

JITIONS A N D R U L E S FOR R E V I S I N G I N F O R M A T I O N IN T H E S Y S T E M 

ie or ig inal document ; if updates are needed , the document needs to be 

11 S P E C I F Y T H E L O C A T I O N A N D M E D I A O F T H E MAIN E L E C T R O N I C D A T A FILE. Exp la in the p rogress ion es tab l i shed to 
ensu re the record 's re tent ion a n d usabi l i ty t h roughou t the record 's au tho r i zed life cyc le . 

Ceci l County Governmen t Admin is t ra t ion Bui lding 
Record is avai lable unti l the d isposal date, and then record is pu rged . 

12 R E C O M M E N D E D RETENTION^ 

Retain electronic copy for five (5) years, then destroy 
13 T Y P E D O R P R I N T E D N A M E G 

P R E P A R E R 

Scot t M e s n e a k 

F 14 T E L E P H O N E N U M B E R 

410-996-5205 

15 D A T E 

9/10/2010 
16 T I T L E O F P R E P A R E R 

IT & Records Ret< sntion Director 

D G S 550 -6 



13 

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 1 4 . 1 8 . 0 4 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Water loo Road, P.O. Box 275 
Jessup , Mary land 20794 

(410)799-1930 

ELECTRONIC RECORDS INVENTORY 

Page 1 of 1 

1 D E P A R T M E N T / A G E N C Y 
Cecil County Government 

2 D I V I S I O N 
Information Technology 

3 U N I T 

DEFINITION - RecordSeries - A g r o 
and d 

up of related records stored electronically and used as a unit for reference as well as retention 
sposition purposes 

4 E L E C T R O N I C R E C O R D S E R I E S 1 

Train ing Documenta t ion 
r i T L E 5 E A R L I E S T Y E A R / L A T E S T Y E A R 

2009 j o 2010 

6 INPUT - Identify sou rce of in forms 

Paper or Electronic Document 

t ion to be en te red 7 O U T P U T - Identify the use/s of information generated by system 

Electronic Document 

8 E L E C T R O N I C R E C O R D S E R I E S 

Tra in ing documen ts for var ious 

D E S C R I P T I O N - Brief ly desc r ibe the in fo rmat ion /documents / fo rms 
con ta ined in a ser ies. Inc lude pu rpose a n d func t ion of the sys tem. 

products 

9 P O L I C Y O N A C C E S S A N D U S E - j Exp la in or a t tach copy, if es tab l i shed in wr i t ing. 

Admin is t ra t ion, Depar tment Heads , wi l l have (delete) (print) and (hold) access. Managers and emp loyees 
wi th the "need to know" wil l have ( read) , (print) and (hold) access . 

i 
10 U P D A T I N G C Y C L E S O R C O N D I " 

Updates are no t 'a l lowed on the 
rep laced. 

• IONS A N D R U L E S F O R R E V I S I N G I N F O R M A T I O N IN T H E S Y S T E M 

o r i g i na ldocumen t ; if updates are needed , the documen t needs to be 

11 S P E C I F Y T H E L O C A T I O N A N D V 
ensure the record 's re tent ion a n d 

Ceci l County Government A d m 
Record is avai lable until the dis 

/ IEDIA O F T H E MAIN E L E C T R O N I C D A T A FILE. Exp la in the p rogress ion es tab l i shed to 
inability t h roughou t the record 's au thor i zed life cyc le . 

inistrat ion Bui lding 
posa l date, and then record is purged . 

12 R E C O M M E N D E D R E T E N T I O N 
Retain hard copy until scanned and imag e verified then destroy hard copy, maintain image until product is no longer used, and then destroy. 

13 T Y P E D OR P R I N T E D N A M E O F 
P R E P A R E R 

Scot t M e s n e a k 

14 T E L E P H O N E N U M B E R 

410-996-5205 

15 D A T E 

9/10/2010 
16 T I T L E O F P R E P A R E R 

IT & Records Retei T t i on Director 
i 

D G S 5 5 0 - 6 



Instructions - T y p e or Print a separate form f c r D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4)0-793-1930 

A G E N C Y R E C O R D S INVENTORY 

each new or revised record series. Forward! 

with Records Retention Schedule ( D G S 550 D 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

4)0-793-1930 

PAGE ^ OF 1 

1. Department/Agency 

Information Technology 
2. Division 3. Unit 

DEFIN IT ION • R E C O R D SERIES: A group ofirelated records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Van Form 
5. Earliest Year/Latest Year 

2009 t o 2010 

6. Record Series Description (Briefly describe the.types.of informa 

Form detailing when the van was taken < 
loWdo currents/forms found in the series. Include the purpose or function of the series.)-

ut and by whom 

7. Record Series Formats) List all 

• Letter Size • Microfilm 

• Legal Size Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book • Video Tape 

• Other fsoecifvl 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (soedrvi 

Keyword Lookup: 

9: Volume 

O File Drawees) 

• Microfilm Reel(s) 

n Cnmnnfer TarWsl 
Number 

n Other fsoerlfvl 

7. Record Series Formats) List all 

• Letter Size • Microfilm 

• Legal Size Computer Tape 

• Audio Tape o Floppy Disk 

• Bound Book • Video Tape 

• Other fsoecifvl 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (soedrvi 

Keyword Lookup: 

10. Annual Accumulation 

• File Drawer(s) 

Q' Microfilm Reel(s) 

• Comouter Taoefsl 
Number 

D Other (specify) 

11. File is Used 

• Daily o Weekly. • Monthly 0 \nhualjy 

12, File Becomes Inactive After 

2 
n Mnnthfsl Yearfsl 

Number 

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

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

• Yes • No 

15. Access Restrictions (IfYes, cite Law(s) & Regulation^) 

• Yes II No 

16. Audit. Requirements 

• None • State • Federal o Independent 

17. Is an Index System used?.If yes,.explain briefly arid descr 

• Yes • No 

ie requirements 18. Recommended Retention 

Retain hard copy for two (2) years , then dest roy 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Direc tor 

20; Telephone Number. 

410-996-5205 
21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 

file:///nhualjy





