
DEPARTMENT OF GENERAL SERVICES Schedule No. 12 0 4 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 3 
-- - -  - - --  

Agency - Wicomico County DivisionlUnit - Purchasing and General Services 

Item Description Retention 
No. - 

1.  Bid Records Retain 5 years and until all 
-- notice to bid, bid specifications, request for bids, audit requirements have heen 
proposals. and quotations, bids received. bid correspondence, fulfilled, then destroy. 
bid tabulations. bid awards, advertising. 

3 -. Auction Records Retain 3 years and until all 
--correspondence, check copies, auction list, equipment audit requirements have been 
information list, advance notification of auction. fulfilled, then destroy. 

-7 
2. Pay roll/Employee Records Retain 1 year, then destroy. 

--daily time sheets. leave forms, comp forms, disciplinary 
actions (Originals to HR). 

I 

4. Vendor Records Retain old vendor records 3 
--copies of all outgoing correspondence. vendor applications, years, then destroy. 
W-9s, contracts and leases for each vendor. Current vendor records 

active as long as vendor is 
active. 

1 

Schedule Approved by Department, Agency, Schedule Authorized by State Archivist 
or Division Representative. a .  

Date Date 3/18/z0/3  
I / 

Signature (8%mw4 
Typed Name Rick D Konrad 

Title Purchasinq Aqent 



DEPARTMENT OF GENERAL SERVICES Schedule No. I 204 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 3 
(Continuation Sheet) 

Agency - Wicomico County DivisionlUnit - Purchasing and General Services 

I Departments I 
Item Description Retention 
No. 

-. - 

5. Insurance Documents Retain 5 years after policy 
1 ( --current and past policies, proof of insurance, auto 1 expiration and until all audit I 

insurance documents, claim forms, etc requirements have been 
fulfilled, then destroy. 

6. Vehicle and Equipment Records Retain for life of vehicle or 
--all vehicle titles and ownership documents, bills of sale, equipment plus three years. 
etc. then destroy. 

7. General Correspondence Documents 
--original incoming letters, email, copies of outgoing letters. 
memoranda, studies, reports, directives. policies, and other 
material related to the administration of the agency. 

Screen annually and destroy 
material that is no longer 
needed for current business 
with the following exception: 
Transfer to the Maryland State 
Archive for permanent 
retention any material that 
serves to document the origin, 
development. and 
accomplishments of the office 
and has continuing 
administrative, fiscal. legal. or 
historical value. 

8. Purchase Order Records Retain 3 years and until audit 
--requisitions, price procurement documents and resulting requirements have been 
purchase order. hlfilled, then destroy. 

9. Work Orders Retain 1 year, then destroy. 
--copies of all work orders requested by the various 
departments and individuals. 

I I I 
DGS 550-1 A 



DEPARTMENT OF GENERAL SERVICES Schedule No. 1 2 0 4  
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3 of 3 
(Continuation Sheet) ~- 

Agency - Wicomico County DivisionlUnit - Purchasing and General Services 

I Departments I 
Item Description Retention 
No. - 

10. Surplus Property Inventory and Sales Records Retain 3 years and until all 
--inventory listing of all surplus items (held for auction) from audit requirements have 
the different departments. been fulfilled, then destroy. 

11.  Contracts for Services and Pro-iects Retain 5 years after 
expiration and until all 
audit requirements have 
been hlfilled, then destroy. 

12. Rills of Sale Documents Retain 3 years after 
--property, products, equipment, vehicles, etc. disposal of property, then 

destroy. 

13. Invoices and Associated Documents Retain 3 years and until all 
audit requirements have 
been fulfilled, then destroy. 

14. Financial Documents Retain 3 years and until all 
--Purchase card receipts. receipt copies, budget documents, audit requirements have 
etc. been fulfilled, then destroy. 

I I 

DGS 550-1A 



lnshuctions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES - AGENCYRECORDSINVENTORY 
-- 

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAGE 1 OF 14 

Jessup. Maryland 20794 

410-799-1 930 

1. DepartmenVAgency 2. Division 3. Unit 

WlCOMlCO COUNTY PURCHASING & n/a 

GENERAL SERVICES DEPARTMENT 

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 5. Earliest YearlLatest Year 

Bid Records 2007 to Current 

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

series.) 

Bid correspondence. notice b bid, requests for bids, proposals and quotations, bids received, specifications. bid tabulations and awards 

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

1 - 
IX] Lenw Size Microfilm IX] Alphabetical Number 

L ~ a l  Size q Cornpuler Tape Numerical IX] File hawer(s) 

Microfilm Reel(s) 

Audlo Tape Floppy Dlsk Chrondogical Campuler Tape(s) 

Other ( ~ P W ) ~  

k n d  Enok Wdeo Tspe GeO(lraph-1 

10. Annual Accumulation 

Other ( S p e c i t y ) _ _ ~  O-(specw) 

Number 

q File DraweHs) 

M W l m  Reel(s) 

[7 Cwnpute~ Tapets) 

IX] Other (specify) File= 

11. Fileisused 12. File Becomes Inactive ARw 

Daily Wenkly q Monthly IX] Annually 9 
Number q Month(s) IX] Year@) 

13. Current Lcatlon(s) (Rldg . Flow. Room) 14. Is Record Series Duplicated Elsewt\ere7 (If yee, spec@ agency a a*.) 

Government Omce BulMlng. Second Flow. Room 205 IX] Yes No Vatbus Departments responsiMe for wlglnating the bids 

15. Aceass Reshictim (If Yes, dle Law(s) & Rqula!icm(s) 16. Audii Requirements 

Yes IXj No 

IX] None [7 Slate Federal [7 Independent 

17. IS an Index System used? Ir yes. explain briefly and describe requirements 18. Recornmended Retention 
Yes No 

Retain 5 years and until all audit requirements have been fulfilled, then 

destroy. 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Rick Konrad. Purchasing Agent 41 0-548-4805 1111/2012 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
PAGE 2 OF 14 

410-799-1930 

1. DepartmenffAgency 2. Division 3. Unit 

WlCOMlCO COUNTY PURCHASING & 

GENERAL SERVICES DEPARTMENT I 
1 

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 TiHe 5. Earliest YearlLatest Year 

Auction Records 1 2003 to 2012 

I 
6. Record Series Description (Briefly describe the types of informationldocumentslforms found in the series. Include the purpose or function of the 

series.) 

Correspondence, check copies. auction list, equipment information list, advance notification of auction 

7. Remrd Series Formnl(s) List all 

rn Lener Size Microfilm 

Legal Size Computer Tape 

Audio Tape Floppy Dlsk 

Bound Ezmk Video Tape 

Other (specfhl)- 

Alphabetical 

Chmnological 

Geographical 

File Drewfls) 

Mimfilm Reel(s) 

Computer Tape(s) 

other (spedh/) FyeFdder. 

- 

10. Annual Accumulation 

File Drawer@) 

M&Im Reel($ 

-puler 

(s~ecity) File Folders 

11. FileisUsed (1 12. File &!canes Inndive After I\ 

0 Daib 0 Weekly Monlhly rn Annually 

Number Mon~h(s) Yeafls) 

13. Currant Locntion(s) (Bldg.. Floor. R m )  14. Is Record Series Duplicated Elsewhere? ( I f  yes, specity agency of flee.) 

Government O W  Building, Second Floor. Room 205 rn Yes NO Some records are also in electmnk form on Purchasing stan 

and other Department amputem 

15. A m %  Restrictions (If Yes, cile Laws) 8 Reguletion(s) 16. Audit Requirements 

0 Yes No 

None Slate Federal Independent 

17. IS an Index system used? II yes, explain brim and describe requirements 18. Recommended Retention 
Yes No 

Retain 3 years and until audit requirements have been fulfilled, then 

11 destroy. 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Rick Konrad. Purchasing Agent 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

Jessup. Maryland 20794 
PAGE 3 OF 14 

41 0-799-1 930 

1. DepartmenWAgency 2. Division 3. Unit 

WlCOMlCO COUNTY PURCHASING 8 nla 

I GENERAL SERVICES DEPARTMENT I 11 
1) DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for rJference as well as retention and disposition 11 

4. Record Series Title 5. Earliest Yearkatest Year 

PayrolllEmployee Records 2003 to 2012 

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

series.) 

Daily time sheets, leave forms, comp forms, disciplinary actions (Originals to Finance or HR). II 
7. Record Series Format(s) List all 1 8. Record Serles Sequence 1 9 Volume 

II Leller Size Mluutilm 

q Legal Size q Computer Tape 

Audio Tape (Ij Floppy Disk 

Ecund Eook W e o  Tape 

(yledhl)-~ .- 

Nurnerlcal 

C] Chronological 

Geogra~hi i l  

Oother(sPecifY) - 

File Drawer(s) 

M i i f l l m  Reel(s) 

(Ij Computer Tape(s) 

other ( s ~ e d h l ) ~  

10. Annual Accvmulution 

"0 
Number 

(Ij File Orawer(s) 

(Ij Miiofflm Reel(s) 

(Ij Computer Tap&) 

Other (spRcihl) File Fdders 

I 

12. Fie Beawnes lnactlve After 

Daily Weekty Monthly Annually !?!?!a. 
Number Month(s) Yeer(s) 

13. Current Location(s) (Bldq.. Floor. Room) 14. Is Remrd Series Duplicated Elsewhere? (If yes, specify agency or o h . )  

Government O m  Buildlmg. Second Floor. Room 205 Yes q No Some remds are aka in elearonic form on HR website and 

II II Purchasing stafl and other Depar(ment amputen and mpie?i in 

Fin- end HR Depaments. 

15. Aarns Restrictions (If Yes, dte Lew(s) 8 Regulntii(s) 16. Audil Requirements 

Yes (Ij No 

Confidentiality ol Personnel Roowda 

None (Ij State (Ij Federal q Independent 

17. Is an Index System used? If yes. explain &fly and desaibe requirements 18. Recommended Retention 
Yes No 

Retain 1 year, then destroy. 

iI 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Rick Konrad, Purchasing Agent 41 0-548-4805 11/1/2012 



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 

2. Division 

PURCHASING & 

GENERAL SERVICES DEPARTMENT 

- - - - - - - 

AGENCY RECORDS INVENTORY 

PAGE 4 OF 14 

3. Unit 

nla 

11 DEFINITION: RECORD SERIES: A group of relatad records normally filed and used as a unit for relerence as well as retention and disposition 11 - .  
purposes. 

4. Record Series Title 5. Earliest Yearkatest Year 

Vendor Records 2001 to 2012 

I 

6. Record Series Description (Briefly describe the types of informationldocumentslforms found in the series, Include the purpose or function of the 

series.) 

Copies of all outgoing correspondence, vendor applications. W-9s, contracts and leases for each vendor. 

7. Rewrd Series Format(s) List all 

rn Lener Sue q M k m h  

(7 Legal Size q Cornpuler Taps 

Audio Tape (7 Floppy Disk 

OaamdBoolc OVidwTnpe 

OOthw(Spedhl)- 

11. File Is Used 

0 Daily Weeklv Monthly Annually 

8. Record Series Sequence 9. Volume 

1 - 
(7 Alphabetical Number 

q Numerical File Drawr(s) 

Miaomm Reel@) 

Computer Tapcys) 

(7 Omer (s-)-. 

Other (specify) 

Department 

10. Annual Accumulation 

so 
Number 

File Dnnwer(s) 

Minohlm Reel(s) 

m ~ u t m  Tape@) 

rn Other (spedfy) File Folders 

I 

12. File Recomes Inactive After 

Life of asset 

r umber ~onM(s) rn Year@) 

13. C u m t  L ~ t i ( s )  (RMg.. Floor. Room) 

Government Wce &llldin(l. Semnd Floor. Raom 205 

14. Is Record Series Duplicated Elsewhere7 (If yes. spedfy sgencl of oWim?.) 

Yes No Some records are ako in electronic fwm on Dnpsnment mmputers 

and in the Munk system 

15. Aaxss Restrictions (If Yes, cite Law(s) 8 Regula(ion(s) 16. Audit Reguiremenls 

D y e s  B N o  

I None (7 Slate (7 Federal (7 Independent 

17. IS an Index System used? If yes, explain M e w  and describe requirements 18. Recommended Retention 

Retain old vendor records 3 years, then destroy. Current vendors 

records active as long as vendor is active. 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Rick Konrad, Purchasing Agent 410-548-4805 111112012 



lnshuctions -Type or Print a separate form for - - -. 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepartrnentlAgency 

WlCOMlCO COUNTY 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

41 0-799-1930 

2. Division 

PURCHASING & 

GENERAL SERVICES DEPARTMENT 

AGENCYRECORDSINVENTORY 

PAGE 5 OF 14 

3. Unit 

nla 

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 

Insurance documents 

5. Earliest YearILatest Year 

2007 to 2012 

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

series.) 

Current and past policies, proof of insurance. auto insurance documents, claim forms. etc 

7. Record Series Forrnat(s) List all 

rn Lener Size q Micmfllm 

q Legal Size q Computer Tape 

Audio Tape Floppy Disk 

l3mnd Eaok Weo  Tape 

q Other (specny)-.- 

11. Fileisused 

8 Record Series Sequence 

Alphabetical 

q Numekal 

Chronologicsl 

Geographical 

n m r ( s p e c n y )  - 

12. File Becomes 

9. Volume 

1 each 

Number 

rn File Drawer@) 

Micmfllm Reel(s) 

Computer Tape(s) 

Other (specify) ye& 

10. Annual Ammulation 

10 - 
Number 

File Drawer(s) 

Miaa(ilm Reel(s) 

Computer Tape@) 

(XI O h r  (spedty) File Fold& Bindem(?) 

Inactive After 

q Daily q Weekly Monmly rn Annually 

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

Gownment Omce Building. Second Floor. Room 205 

15. Accass ResMdions (If Yes, dte Law(s) 8 Regulation(s) 

0 " ~  rn NO 

17. IS an Index System used7 If yes. explain briefly and describe requirements 

a y e s  (XI No 

Number Month(s) Year(s) 

14. Is R e c d  Series Duplicated Ekewhere? (If yes. spedfy agency or office.) 

rn Yes No Some recMds are also in electronic form on Department anputem 

16. Audi Requirements 

None State q Federal q Independent 

18. Recommended Retention 

Retain 5 years after policy expiration and until all audit requirements 

have been fulfilled, then destroy. 

19. Name and Title of Preparer 

Rick Konrad, Purchasing Agent 

DGS 5 5 M  (Rev 1193) 

20. Telephone Number 

41 0-5484805 

21. Date 

111112012 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES . AGENCY RECORDS INVENTORY 
-- -- 
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAGE 8 OF 14 

Jessup, Maryland 20794 

41 0-799-1 930 

1. DepartmenWAgency 2. Division 3. Unit 

WlCOMlCO COUNTY PURCHASING 8 nla 

GENERAL SERVICES DEPARTMENT 

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 5. Earliest Yearkatest Year 

Vehicle and Equipment Records 1974 to current 

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 Information on the County Vehicle and Equipment Fleet 

7. Record Serin Formal(s) List all A. Remrd Series Sequence 9. Volume 

.25 - 
[XI Letter Size Micmlilm rn Alphabetical Number 

[7 Legal Size [7 Computer Tape [7 Numerical File Drawer(s) 

Microfilm Reel(s) 

[7 Audio Tape Floppy Disk Chronological Computer Tape(s) 

-(spedfy)- 

[7 8ound Book Video Tape Gecwaphical 

10. Annual Accumulation 

O m ( s p e d t y ) -  Other (w) - a 
Number 

[7 Fie Dmwer(s) 

Micmlihn Reel@) 

Computer Tape(%) 

[XI Other fSPecihl) 

11. File is Used 12. File Recwnes Inactive Afler 

Daily [7 Weakly [7 Monlhly rn Annually Lire of Asset 

Number Month(s) Year@) 

13. Current Location(s) (Bldg.. Flow. R m )  14. 1s Record Series Duplicated Elsewhere? (If yes, specify agency w offioe.) 

Govemmenl ORce Bulkling. Secund Floor. Room 205 Yes [7 NO Some remrds are also in ebcmnk form on Department awnputem 

IS. Access Restrictions (If Yes, cite W(S) h Regulation(s) 16. Audit Requirements 

D y e s  No 

a None [7 State [7 Federal [7 Independent 

17. IS an IMRX Swem used? n yes. expain briefly and describe requirements 18. Recommended Retention 
Yes [XI No 

Retain for life of vehicle or equipment plus three years, then destroy. 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Rick Konrad, Purchasing Agent 41 0-548-4805 111112012 

DGS 5 5 N  (Rnv. 1193) 



with Records Retention Schedule (DGS 550-1) 7275 Waterioo Road, P.O. Box 275 

Jessup, Maryland 20794 

Instructions -Type or Print a separate form for --- 
each new or revised record series. Forward 

PAGE 7 OF 14 

1. DepartmenVAgency 

WlCOMlCO COUNTY 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

- AGENCY RECORDS INVENTORY 

1) DEFINITION: RECORD SERIES: A group of relatekl records normally filed and used as a unit for rbference as well as retention and disposition 11 

2. Division 

PURCHASING 8 

GENERAL SERVICES DEPARTMENT 

3. Unit 

n/a 

( 11 6. Record Series Description (Briefly describe the types of infomationldocumentsfforms found in the series, Include the purpose or function of the 11 

I 

series.) 

Original incoming letters, email, copies of outgoing letters, memoranda, studies, reports, directives. policies, and other material related to the 

administration of the agency. 

purposes. 

4. Record Series Title 

General Correspondence Documents 

7. Remd Series Formal(s) List all 

rn Letter Size Miimfilm 

0 Legal Size Computer Tape 

Audio Tape Floppy Disk 

0 Bound fbok Vdea Tape 

Other ( s ~ e n t y ) ~  

1 1. File is Used 

5. Earliest YearlLatest Year 

2007 to 2012 

8. Record Series Sequenm 

rn Alphabetical 

Numerical 

Chmnolog~cal 

Gecgraphical 

0 t h  (sP~W) - 

12. File B m e s  

9. Volume 

1 - 
Number 

File Drawer(s) 

0 Microfilm Reet(s) 

[7 C ~ P U ~ W  Tape(s) 

0 0 t h  ( s ~ e d h l ) ~  

10. Annual Accumulation 

200 - 
Number 

File Drawer(s) 

M i i f i lm  Reel(s) 

Compnw Taws)  

Mher (spedfy) Fib Fdders 

Inadwe After 

0 Daily Weekly Monthly rn Annually 

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

Government Oftice Building. Second Floor. Room 205 

15. Aness Restrictions (If Yes, ctte Law(s) b Regulation(s) 

Yes IX] No 

17 Is an Index System used? If yes, explah brleny and dexribe requirements 

yes B NO 

V* 
Number Month(s) ~ear(s) 

14. IS Record Series Dupl~cated Elsewhere? (if yes. speafy agency w oftice.) 

rn Yes a No Some recads are also In eledronk form on Department ccinputcrs 

16. Audi Requirements 

rn None State Federal lndependenl 

18. Recommended Retention 

Screen annually and destroy material that is no longer needed 
for current business with the following exception: Transfer to 
the Maryland State Archive for permanent retention any 
material that serves to document the origin. development, and 
accomplishments of theoffice and has continuing 
administrative, fiscal. legal. or historical value. 

19. Name and Title of Preparer 

Rick Konrad, Purchasing Agent 

DGS 550-4 (RPV 1193) 

20. Telephone Number 

4 10-5484805 

21. Date 

11/1/2012 



- 

.- - - - - - - - - - - - - - ~ 

- Instyctio~s - -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepartmentIAgency 

WlCOMlCO COUNTY 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup. Maryland 20794 

41 0-799-1 930 

2. Division 

PURCHASING & 

GENERAL SERVICES DEPARTMENT 

AGENCY RECORDS INVENTORY 

PAGE 8 OF 14 

3. Unit 

nla 

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 

Purchase Order Records 

5. Earliest YearlLatest Year 

2003 to 2012 

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

series.) 

Price procurement documents and resulting purchase order. 

7. Recwd Series Fonnat(s) List all 

Letter Size [7 Micmfilm 

q Legal Size Computer Tape 

Audio Tape Floppy Disk 

Bound Baok Vim Tape 

Other (s~ecihl)--. 

11. File is Used 

8. Recwd Series Sequenar 

(XI Alphabetical 

q Numerical 

q Chronological 

-phicaf 

[ 7 m ( s p e d h l )  

12. File Becomes 

8. Vdume 

.25 -. 

Number 

(XI File Drawsr(s) 

q Microfilm Reel@) 

Computer Tams) 

m e r  (SPedhl)- 

10. Annual Accumulation 

40 
Number 

File Drawar(s) 

q Microfilm Reel@) 

q Computer Tams) 

(XI Omer (spenfy) File Folders 

Inactive After 

[7 Daily [7 weekly q Monthly Annually 

13. Current Locatlon(s) (Bldg.. Flaor. Room) 

Government Office Building. Seoond Floor, Room 205 

15. Acwss Restrictions (If Yes, dte Laws) L Requlation(s) 

O Y e s  m N o  

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

O Y e s  m N o  

mree (3) 

Number Month(s) (XI Year(s) 

14. Is Record Series Duplicated Elsewhere? (If yes, spedty agency w omce.) 

[XI Yes No Variws Departments responsible for wiqinatlng the W's and 

Munis System 

16. Audit Requirements 

64 None state [7 Federal Independent 

18. Recommended Retention 

Retain 3 years and until audit requirements have been fulfilled, then 

destroy. 

19. Name and Title of Preparer 

Rick Konrad, Purchasing Agent 

DCS 5504 ( R r v  114.11 

20. Telephone Number 

41 0-548-4805 

21. Date 

11/1/2012 



Instructions -Type or Print a separate form for - -- - -- 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepartmentIAgency 

WlCOMlCO COUNTY 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

41 0-799-1 930 

2. Division 

PURCHASING 8. 

GENERAL SERVICES DEPARTMENT 

- AGENCYRECORDSINVENTORY 

PAGE 9 OF 14 

3. Unit 

nla 

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 

Work Orders 

5. Earliest YearlLatest Year 

2007 to 2012 

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

series.) 

Copies of all work orders requested by the various departments and individuals 

7. Record Series Format(s) List all 

tXl Letter Size q Micmmm 

Legal Size q Computer Tape 

Audio Tape Floppy Disk 

Bound Book Vdeo Tape 

0 t h  (spec+fy)- 

11. Fileisused 

A Remrd Series Sequence 

AlphaheUcal 

q Numerical 

Chmndog~cal 

q Geographical 

q omer (spedhl) - 

12. File Becomes 

0. Volume 

.25 -. 
Number 

We Drawer@) 

Micd lm Reel@) 

Computer Tape(s) 

Oothfli(W)-- 

10. Annual Awmulelion 

IS - 
Number 

File Drawer(s) 

MiaoCllm Reel(s) 

Computer Tape@) 

other (spedly) Fib Fold- 

Inactive After 

Daily Weekly Monthly IXj Annually 

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

Government Offico Building. Basement (Goneral S e h s  Omce) 

15. Access Restricticms (If Yes. ate Law@) (L Regulatim(s) 

a y e s  No 

17. Is an Index System used? If yes, expl~in M y  and descrRw requirements 

Yes No 

one(l) 
Number Mcmth(s) IXj Year@) 

14. Is Recwd Serks Duplicated Elsewhere' (If yes, specify agency or oftice.) 

rn Yes No Some reowds are also in electmnlc form on Department computers 

16. Audil Requimenls 

None Stale Federal Independent 

18. Recommended Retention 

Retain 1 year, then destroy 

19. Name and Title of Preparer 

Rick Konrad. Purchasing Agent 

U(;S 5'704 (Rev. lIq3) 

- - 

20. Telephone Number 

41 0-5484805 

21. Date 

11/112012 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 
-. 

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAGE 10 OF 14 

Jessup. Maryland 20794 

410-799-1930 

1. DepartmentIAgency 2. Division 3. Unit 

WlCOMlCO COUNTY PURCHASING & n/a 

I GENERAL SERVICES DEPARTMENT I 
I 1 

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

4. Record Series Title 5. Earliest YearlLatest Year 

Surplus Property Inventory and Sales Records 2005 to 2012 

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

series.) 

lnventory listing of all surplus items (held for auction) from the different departments. 

7 Rmord Series Fmat(s)  List all 

rn Lener Sue [7 MicmRh 

q Legal Size [7 Computer Tape 

Audio Tape n  flop^ Disk 

Raund Boo& Video Tape 

Other (spedhl)- 

8. Record Series Sequence 

Alphabetisl 

C] Numerical 

Chronological 

Geogre~hbl  

other ( w e m )  - 

9. Volume 

!! 
Number 

q File Drawer(s) 

C] Micmflh Re&(s) 

n Computer Tape(s) 

rn Omer (s~edhl) Hanging fden 

10. Annual Ammulalion 

1 - 
Number 

q File Draww(S) 

MiaoRlm Reel@) 

q Computer Tap&) 

Other (spedfy) File Folders 

11. FikisUsed 12. File Becomes Inactive Aflw 

C] Daily Weekly (7 Monthly rn Annually 

13 Current Location(s) (Bldg.. Floor. Room) 14. Is Recnd Seriee Duplicated Elsewhere? (If yes, specWy agency w oWk8.) 

Government Office bitding. Second Floor, Room 205 Yes No Some records are also in eleclronk lnm on Department unnputen 

11 15. Ac- Restrictions (H Yes. cite Law@) 8 Regulation(s) 18. Audit Requirements 

rn None q State Federal Independent 

17. Is an Index System used9 If yes, explain briefly and describe requirements j a y e s  .No 

18. Recommended Retention 

Retain 3 years and until all audit requirements have been fulfilled, then 

destroy. 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

II Rick Konrad, Purchasing Agent 



s Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 
- 
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 
PAGE 11 OF 14 

Jessup, Maryland 20794 

410-799-1930 

1. DepartmenffAgency 2. Division 3. Unit 

WlCOMlCO COUNTY PURCHASING & nla 

GENERAL SERVICES DEPARTMENT 

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 5. Earliest Yearbtest Year 

Contract for Services and Projects 2000 to 2012 

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

series.) 

Contracts for projects, services and products. 

7. Record Series Formal($) List all 8. Record Series Sequenm 9. Volume 

.5 - 
Letter Size M i l m  rn Alphabetical Numbw 

Legal Size Computer Tape (7 Numerical rn F I ~  Drawer@) 

MicmRh Reel(s) 

(7 Audb Tape F l w  Disk (7 Chmnologiwl Computer Tap+) 

Other (spedhl)- - 
[7 b u n d  Book Wdw Tape Geographical 

10. Annual Accvmulalion 

Other (s~ed(y)L - - Olher(wcW) 25 
Number 

File Drawer@) 

MicroRlm Reel@) 

Computer Tape@) 

Other (specify) File Folderr 

11. File is Used 12. File B m e s  Inactive After 

0 Daily Weekly (7 Monthly Annually TEE!U 

Number Month(s) rn YeaNs) 

10. Curnmt Localion(s) (Bldg.. F lm .  Rmm) 14. Is Record Series Duplicated Elsewhere7 (If yes, specify agency a flee.) 

Government m e  Building. Second Floor. Room 205 Yes No some records are also In electmnlc lonn on Department arnpulers 

15. Access Restfictions (If Yes, cite Law(s) b Regulation(s) 16. Audlt Requirements 

Yes rn No 

rn None Stale Federal lndependenl 

17. IS an Index System used? If yes. explain briefly and describe requiremeofs 18. Recommended Retention 
Yes No 

Retain 5 years after expiration and until all audit requirements have 

been fulfilled, then destroy. 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Rick Konrad, Purchasing Agent 41 0-5484805 11/1/2012 



Instructions -Type or Print a separate form for I DEPARTMENT OF GENERAL SERVICES I AGENCYRECORDSINVENTORY 

PAGE 12 OF 14 11 
I 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

I GENERAL SERVICES DEPARTMENT I II 

1. DepartmentIAgency 

WlCOMlCO COUNTY 

I 
6. Record Series Description (Briefly describe the types of infonationldocumentslforms found in the series. Include the purpose or function of the 

series.) 

Bills of Sale for products, merchandise, vehicles and equipment, etc. 

Jessup, Maryland 20794 

410-799-1930 

2. Division 

PURCHASING & 

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

7. Remrd Series Format(s) List all 

Letter Size MimRlm 

3. Unit 

nla 

4. Record Series Title 

Bills of Sale Documents 

q Legal Size q Computer Tape 

q Audb Tape Fbppy Disk 

k n d  Bodc Vidw Tape 

17 -(specny)- 

5. Earliest Yearnatest Year 

2000 to 2012 

q Numerical 

Chronokgiil 

Geographical 

q omef (spedhl) - 

8. Record Series Sequence 

rn Alphabekal 

F i  hawerjs) 

M M l m  Reel(s) 

Computer Tape@) 

q other (specily) File Folders 

9. Volume 

1 - 
Number 

10. Annual AccumulaHon 

75 - 
Number 

1 
11. File is Used 

Daity Weekiy q Mcnmiy rn Annually 

12. File Beannes lnacnve After 

?F?!?! 
Number q Month(s) Year@) 

13. Cumnt Lmtian(s) (Bldq.. Floor. Rom)  

Government Omce BuiMing. Second Floor. Room 205 

14. Is Record Series Duplicated Elsewhere? (If yes, spedfy 8 p - q  or office.) 

@ Yes No SMne RIcords are also in electronic f m  on Department computere 

15. A a x m  Rastridicns (If Yes. dte Law(s) 8 Regulation(s) 

0 Y . s  No 

11 19. Name and Title of Preparer 

16. Audit Requirements 

rn None q State q Fedml  q Independent 

17. ts an Index System used? If yes. explain briefly and desdbe requiremenls 

a y e s  MNo 

II Rick Konrad. Purchasing Agent 

18. Recommended Retention 

Retain 3 years after disposal of property, then destroy. 

I1 

20. Telephone Number 21. Date 11 
I' I I I 1 
OGS 5504 (Rev i m x  



g lnshuctions -Type or Print a separate form for -- - 
each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepartmentlAgency 

WlCOMlCO COUNTY 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

2. Division 

PURCHASING & 

GENERAL SERVICES DEPARTMENT 

AGENCY RECORDS INVENTORY 

PAGE13 OF 14 

3. Unit 

nla 

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 

Invoices and Associated Documents 

5. Earliest Yearkatest Year 

2008 to 2012 

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

series.) 

lnvoices of purchases for General Services, Purchasing and the Administration as well as packing slips and other documentation. 

7. Record Series Fmat(s)  Lisl all 

[XJ Letler Slze Miaatilm 

Legal Size Computer Tape 

Audio Tape Floppy Disk 

O ~ w n d E c d  [ 7 ~ i d r n ~ e ~  

Other (specny)- 

11. File is Used 

8. R e d  Series Sequenat 

5 Alphabetical 

Numerical 

Chmndoglcal 

Geographical 

other (spedh/) - 

12. File Becomes 

9. Volume 

.25 - 
Number 

[XJ File Drawr(s) 

Microfilm Reel(s) 

Computer Tape(6) 

other (W)- 

10. Annual Accumulation 

25 - 
Number 

File Drewer(s) 

Miaofilm Reel(s) 

Computer Tape@) 

Other (specify) File Folders 

Inactive ARer 

Daily Weekly Monthly [XJ Annually 

13. Current Location(s) (Bldg.. F h .  Room) 

Government Omca Building. Semnd Floor. Room 205 

1s. Acosss ResMctions (If Yes, cite Law@) ti Regulation(s) 

D y e s  M N o  

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

oy= Elk 

Three (3) 

Number Month($) Year(s) 

14. Is Record Series Duplicated Ekewhere? (If yes, spec* agency w office ) 

[XI Yes No Some records are a h  In e(ectmnic form on Department computers 

16. Audit Requirements 

[XJ None State Federal Independent 

18. Recommended Retention 

Retain 3 years and until all audit requirements have been fulfilled, then 

destroy. 

19. Name and Title of Preparer 

Rick Konrad, Purchasing Agent 

D(;S 5 T M  (Hrv. 1/99) 

20. Telephone Number 

41 0-5484805 

21. Date 

111112012 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY 
-. . - - -- 

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road. P.O. Box 275 
PAGE 14 OF 14 

Jessup, Maryland 20794 

41 0-799-1 930 

1. DepartmenVAgency 2. Division 3. Unit 

WlCOMlCO COUNTY PURCHASING 8 nla 

GENERAL SERVICES DEPARTMENT 

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 5. Earliest YearlLatest Year 

Financial Documents 2008 to 2012 

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

series.) 

Purchase card receipts, receipt copies, budget documents, etc. 

7. Rewrd Serkrs Fmst(a)  List all 8. Reund Series Sequence 9. Volume 

.25 - 
rn Letter Sue MlaaRlm rn Alphabetical Number 

Legal Size Computer Tape Numerical File Drawer(s) 

Micmfolrn Reel(s) 

Audlo Tape Floppy Disk Chronological Computer Tape@) 

o m  C s p e a v ) ~  
Bwnd Book Video Tape Geographical 

10. Annual Ammulalion 

0 t h  (s~edty)-- -- other (spedhl) - - 15 

Number 

File o m s )  

M i i m  R&(s) 

Com~utm TaWs) 

rn olher (spedfy) File F d d m  

11. Filn is Used 12. File Becanes Inactive Aner 

[7 Dally Weekly Monthly [XI AnnuaRy Three (3) 

Number Month(s) Yeaqs) 

13. Current Loartion(s) (Bldg.. Floor. Room) 14. Is Recwd Series DuDlicated Elsewhere? (If yes, spedfy agency a office.) 

Government O(Rce BulMlng. Second Floor. Rmm 205 Yes No Some r e d s  are also in electronic form on Department computers 

15. Aaass  Resmctions (If Yes, cite Law@) I Regulalion(s) 16. Audii Requirements 

a y e s  No 

None State Federal lndependenl 

17. IS an Index S p t m  used? If yes, explain briefly and describe requirements 18. Recommended Retention 
0 Yes No 

Retain 3 years and until all audit requirements have been fulfilled, then 

destroy. 

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Rick Konrad, Purchasing Agent 410-5484805 11/1/2012 



JESSUP, MARYLAND 20794 
RECORDS RETENTION SCHEDULE (DGS (41 0) 799-1 930 

Wicomico County Purchasing & General Services 

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEARILATEST YEAR 

Documents created by staff on their computers 

No policy in writing. Use is limited to Purchasing Agent and the Purchasing Assistant 

Bid documents are often revised and reused for later bidding purposes. 

The files are located on the County "S" Drive as well as the Purchasing Agent and the Purchasing Assistant's computers. 



(41 0) 799-1 930 

1 DEPARTMENTIAGENCY 
Wicomico County Purchasing & General Services 

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEARIMTEST YEAR 
Auction Records 

Documents scanned by staff on their computers To provide backup information and documentation for purchases 

correspondence, check copies, auction list, equipment information list, advance notification of auction 

No policy in writing. Use is limited to Purchasing Agent and the Purchasing Assistant 

he files are located on the County "S" Drive as well as the Purchasing Agent and the Purchasing Assistant's computers. 

etain 3 years and until all audit requirements have been fulfilled, then destroy. 



JESSUP, MARYLAND 20794 
RECORDS RETENTION SCHEDULE (DGS (41 0) 799-1 930 

1 DEPARTMENTIAGENCY 
Wicomico County Purchasing & General Services 

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEARILATEST YEAR 

hese records include hours worked by employees, hours of vacation, personal, sick and other time used. Comp time 

se limited by Munis access. 

Retain 1 year, then destroy. 

Rick D. Konrad 41 0-548-4805 



RDS RETENTION SCHEDULE (DGS (41 0) 799-1 930 

1 DEPARTMENTIAGENCY 
Wicomico County Purchasing & General Services 

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEARILATEST YEAR 
Vendor Records 

2005 TO Current 

Copies of all outgoing correspondence, vendor applications, W-9s, contracts and leases for each vendor. 

No policy in writing. Use is limited to Purchasing Agent and the Purchasing Assistant 

Vendor information is updated as needed and as we receive new information from vendors. 

The files are located on the County "S" Drive, in the Munis system as well as the Purchasing Agent and the Purchasing 
Assistant's computers. 

Retain old vendor records 3 years, then destroy. Current vendor records active as long as vendor is active. 

Rick D. Konrad 

Purchasing Agent 



JESSUP, MARYLAND 20794 
RECORDS RETENTION SCHEDULE (DGS (41 0) 799-1 930 

1 DEPARTMENTIAGENCY 
Wicomico County 

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEARlLATEST YEAR 

Insurance Documents 2005 TO Current 

No policy at this time. . 

On the "S" Drive and on the Purchasing Department computers. 

Purchasing Agent 



JESSUP, MARYLAND 20794 
RECORDS RETENTION SCHEDULE (DGS (41 0) 799-1 930 

Purchasing & General Services 

5 EARLIEST YEARILATEST YEAR 

1974 TO Current 

Include purpose and function of the system. 

These records provide a look at the age and cost of the vehicles and equipment in the fleet providing planning information as 

n the Purchasing Department computers. 

Retain for life of vehicle or equipment plus three years, then destroy. 

Purchasing Agent 



C_ 

INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEWIREVISED 
ELECTRONIC RECORD SERIES. FORWARD 
WITH 
RECORDS RETENTION SCHEDULE (DGS 
550-1) 
COMhR 14.18.04 

1 DEPARTMENTIAGENCY 
Wicomico County 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

(41 0) 799-1 930 

2 DIVISION 
Purchasing & General Services 

ELECTRONIC RECORDS INVENTORY 

Page 7 of 14 

3 UNIT 
NIA 

1 

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 
General Correspondence documents 

5 EARLIEST YEARllATEST YEAR 

2000 TO Current 

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

NIA. 

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. 

Some of the files are located on the County "S" Drive but the majority are on the Purchasing Agent and the Purchasing 
Assistant's computers. 

12 RECOMMENDED RETENTION 
Screen annually and destroy material that i s  no longer needed for current business with the following exception: Transfer to the Maryland 
State Archive for permanent retention any material that serves to document the origin. development, and accomplishments of the ofice and 
has continuing administrative, fiscal. legal. or historical value. 
13 TYPED OR PRINTED NAME OF 

PREPARER 
Rick D. Konrad 

6 INPUT - Identify source of information to be entered 

Documents created by staff on their computers and created 
by others and submitted 

7 OUTPUT - Identify the usels of information generated by system 

Correspondence to and from various entities including but not 
limited to: other Departments, Vendors, Citizens, and others. 

- 

16 TITLE OF PREPARER 

Purchasing Agent 

, DGS 550-6 

14 TELEPHONE NUMBER 

41 0-548-4805 

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

Original incoming letters, copies of outgoing letters, memoranda, studies, reports, directives, policies, and other material related 
to the administration of the agency. 

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

No policy in writing. Use is limited to Purchasing Agent and the Purchasing Assistant 

15 DATE 

11/1/2012 



JESSUP, MARYLAND 20794 
(41 0) 799-1 930 

1 DEPARTMENTIAGENCY 
Wicomico County Purchasing & General Services 

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEARILATEST YEAR 
Purchase Order Records 

2007 TO Current 

Requisitions, price procurem 

Munis training manual. Access is provided to all Departments for their PO'S. Finance and Purchasing Department can access all 
of the PO documents. 

Revisions do by Finance with approval from Purchasing Department. 

The files are located on the County "S" Drive as well as Munis, and the Purchasing Agent and the Purchasing Assistant's 

Rick D. Konrad 

Purchasing Agent 



JESSUP, MARYLAND 20794 
RECORDS RETENTION SCHEDULE (DGS (41 0) 799-1 930 

1 DEPARTMENTIAGENCY 
Wicomico County Purchasing & General Services 

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR1 

2009 TO Current 

Documents created by Departments and individuals To provide information for needed maintenance work to General 
Services and employees 

The files are located on the Purchasing Agent, the Purchasing Assistant, and the General Services Supervisor's computers. 

Rick D. Konrad 



RDS RETENTION SCHEDULE (DGS (41 0) 799-1 930 

1 DEPARTMENTIAGENCY 
Purchasing & General Services 

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEARllATEST YEAR 
Surplus Property Inventory and Sales Records 

2005 TO Current 

Documents created by Departments and individuals To provide information for needed to track County property that is 
being disposed of. 

Include purpose and function of the system. 

The files are located on the County "S" Drive as well as the Purchasing Agent and the Purchasing Assistant's computers and on 
auction websites such as GovDeals, etc. 

Retain 3 years and until all audit requirements have been fulfilled, then destroy. 

Rick D. Konrad 41 0-548-4805 

Purchasing Agent 



(41 0) 799-1 930 Page 11 of 14 

1 DEPARTMENTIAGENCY 
Wicomico County Purchasing & General Services 

5 EARLIEST YEARILATEST YEAR 
Contracts for services and projects 

and product vendors as well as renewal periods and identify bid 

Contracts for projects, services and products. 

ccess limited to Purchasing Department Agent and Assistant on "S" Drive and personal computers. 

The files are located on the County "S" Drive as well as the Purchasing Agent and the Purchasing Assistant's computers. 

Purchasing Agent 



JESSUP, MARYLAND 20794 
(41 0) 799-1 930 

1 DEPARTMENTIAGENCY 
Purchasing & General Services 

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEARILATEST YEAR 
Bill of Sale documents 

2003 TO Current 

Documents created by vendors to prove ownership of To provide proof of ownership of County property 
property. Scanned by Purchasing Department. 

The files are located on the County "S" Drive as well as the Purchasing Agent and the Purchasing Assistant's computers. 

Rick D. Konrad 41 0-548-4805 

Purchasing Agent 



JESSUP, MARYLAND 20794 
(41 0) 799-1 930 

1 DEPARTMENTIAGENCY 

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEARILATEST YEAR 
Invoices and Associated documents 

2009 TO Current 

Copies of invoices and packing slips scanned to staff personal computers 

No policy. In practice records are used by Supervisor and Department head as a reference and double check . 

11 SPECIFY THE LOCATION AND MEDIA 0 
ensure the record's retention and usability thro 

The files are located on the Purchasing Agent, the Purchasing Assistant, andlor the General Services staff computers. 

Purchasing Agent 



JESSUP, MARYLAND 20794 
RECORDS RETENTION SCHEDULE (DGS (41 0) 799-1 930 

1 DEPARTMENTIAGENCY 
Wicomico County Purchasing & General Services 

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEARLATEST YE 
Financial Documents 

2003 TO Current 

budget proposals. 

Include purpose and function of the system. 

The files are located on the Purchasing Agent, the Purchasing Assistant, andlor the General Services staff computers. 

Rick D. Konrad 

Purchasing Agent 




