Schedule No.
CHARLES COUNTY GOVERNMENT C1240
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 3
Agency Division/unit
Charles County Government Human Resources
Ttam Description Retention
No.
1 Human Resou eral Corresponde Screen annually and destroy
Incoming letters, oulgoing letters, memorandum matarial having no further
and miscellansous departmental and outside sdministrative, fiscal, legal, or
agency informatior. operational value with the following
excaption: scan o Maryland State
Archives standards any materal
that sanves 1o documant fhe
ongin. development, and
accomplishmonts of the departmant.
then destroy paper onginals  Ratan
electronic records for § years, then
transfer to the Maniand State
Archives
2 Time and Attendance Retain for 3 years then
Files contain imesheets and leave reguests destroy
for the Department of Human Resources
3 nnel 0 Scan to Maryland State Archives
Files contain oniginal applications, evaluations; standards, then destroy papar
awards, disciplinary actions, promotion letters, originals. Retain images for 7 years
salary information, writtan comaspondence, ato, after employes termination, then
includes grievance files destroy
4 Employee Eligibility Verification form Maintain for 1 year after date of
Immigration and Naturalization Service Form -9 termination or 3 years after hire,
whichever is later, then destroy
Schedule Approved by Department, Schedule Authorized by State Archivist
Agency, or Division Representative
Date / SY L ETATN Date 1-33-14

Sigriature E ra— e dd o~
Typed Name %m J. Beilon Signature \iwi D %"

Title County Administrator




10

Files contain employmant applications. job
descriptions. personnel requisitions and approvals
to hire, job advertisements, and interview schedules.

Reports that are sent 1o the Equal Opportunity Employer
Commission (EEO4 Repart)

Notice to Applicants
Contains information regarding race, gendar, job

Fiscal Year Budgets
Budget expenditure files, tracking of expenses,
involces, purchase orders, check requests, stc.

Salary Reclassification

Training Files
Trainer contracts; files conlaining class information,
coniracts with trainers and venues,

Schedule NO.
CHARLES COUNTY GOVERNMENT C1240
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 3
(Continuation Sheet)
Agency Divisior/unil
Charles County Government Human Resources Department
- lem Descriplion Retention
No.
5 Recruitment Files It hired. retain until empioyee

temination, then destroy. If not
hired, retain for 3.5 years, than
destray. This record, if papser, miy
b scannad to Maryland State
Archives' standards and have that
image become the officlal record
The image must b= managed by
tha sbove retenbon statement and
the onginal papser varsion musi be
destroyad

Retain 3 years then destroy

Retnin 3 years then destroy.

Retain for 3 years, than destroy

Retain 3 years after reclass-
ification is completa then
destroy

Retain for 3 years after end
of Fiscal Year then destroy




CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION
RECORDE RETENTION AND DISFOSAL SCHEDULE

Schedule No

C1240

Page 3 of 3

13

14

15

16

7

Flles contain hoalth insurance infermation, life
insurance imonmation, and all other bensfit
information.

Long Term Disabllity/Life Insurance
Filas containing Long Term Disabiity forms and
insurance forms.

Files contain information and documentation of

employes lsave usage covarad by tha Family
Medbcal Loave AcL

Retiree Benefit Flles
Files contain all peninent Information associsted
with retirees' pension and refires health insurance

Agtuarial Valuation and Investment Roview Reports
Supporting information for Sheriffs Office Ralirement Plan
& Charies County Pansion Plan

Contracts with Yendors
For Health Insurance, Life Insurance, and Long
Term Disabllity Insurance plana with County,

Pension Minutes
Shanffs Office Refiremant Plan and Charles County
Pansion Plan, Retiremeni Plan Commiftess’ mesling minutes.

= [Continuation Showl) s

Charles County Government Human Resources

Tiem “Descriptian Ratention
E— SENEFIT MANAGER FILES

1 Emplovee Benefit Files Retain for one year afted

trminaton of plan, or thres years
aflar employes ermination,
whicherver is later, then destroy
with tha Inllowing sxception!
transfer lo Rstiiea Benalit Flia
(tem 15) any records contaming
pertinent pansion or retires haalth
insumncE Information

Retain for & yaars after iermination
of empleyment . then destroy. This
record, f paper, may be scannad o
Marytamd State Archives’ standards
and habve that Image become the
official meord. The Image miust
b= managed by e above reterdion
sintomnnt and the odginal paper
wirsion must be destroyed,

Retain for three years afer
employes retirement ar
termination, then destroy.

Retain until 3 years after
death of ratitee, then destroy,

Rtain for six years from and
of plan year, then destroy.

Aetain for three years aftar
termination of contracy, then
destroy.

Scan 1o Maryiand State Archives
siandards, then destroy paper
Ratain images for § years, from
wihezn plan leminates, then
transfer (o the Maryland State
Archives.




Irmtructions — Type ar pant a

AGENCY RECORDS INVENTORY

soparate form for aach new of
revised record senes. Page_ | o L
1. DepanmeantAgency 2. Divrsion 3, UntProgram
Charles County Government Human Bosources
FUITiON Fecord beres 8 gy of s racoredy rorpnaty P @ Lsed e 8 wenl B refereres B wed @ e & Sapeadon prposes
4. Record Sevies Tille 5. Earlizst Your 1 Latest Yooar
Employes Elgitiity Verfication Form (1-0) 2010 w2014
. Recond Seres Cescriphion
[Pty dwacris e Pppea oF informailionidpoumerutiees ioond m B e (Do he s o Ledson of e setee |
Immigration and Nalurallzation Service
7. Recoid Series Format(s) B Recoid Seres Seglidice 8 Vakurme 1
Murmbaet
[x] Letter Siza [T] micromim [ miphatetical File Drawer(s)
Microfiim Realis)
[ Lagal Size [ computer Tape [ Numesical Computer Tapa(s)
Oner (spacity)
[] Bound Baok [] Froppy Disk [x] cnranalogical
10. Annual i |
[ Audio Tape [ video Tape [ Geograghicai Accumulabon Number
[] othar (specity) [ Other (specity) Fiie Drawei{n)
Microfim Reel(s)
Coamputer Tapais)
Cithar (spocify]
Fie b used 12 File becomes mactve ofial
I I L e Monthis) 3 Yearis)

13 Current Location{n) {Buliding, Finar, Hoom)

14. In record saney duplicatad elsewhamng?

Yo [EH& W et ity gty o TEA
Charles County Gevermmant Buliding, Room B120
16 Access Resinctions 16 Audi Regursmants | Nane
Yes [E:] [T1) {If poa St mmeing ared regydascroa|| Bubpest 15
[X]sme  [X] Federal ] indopendent nudits
B County
17 e an index symieT wsed T 18 Recommendesd retention
[] ves No Maintain for 1 yoar after date of termination or 3 yoars ahier

(1 . mgieny Drirfy @ descr it arty’ Fuirdsannid s )

hire, whichowar is later, then destroy.

16 Name and Tite of Prapane 20 Telaphong Number
Kim Pelczar, Benefits Coordinatof301-845-0563

21. Dale

FAS-11Y




Imainuctions — Typa o pnnl &

AGENCY RECORDS INVENTORY

sopurate form loe mach nirw or

revisad 1econd seriin Pags L of Li
1. DeparimentAgency 2 Divisdon 3. Unit/Program

Charles County Government Human Resolsroes

SOEF WITION Recsr! Beces » gioug of resalied records nonmsly Seed and used m g wid ot rafsonce os eed s miersen. § dngosilion purpeses

Kim Pelczar, Banefits Coordinatol 3016450563

4 Record Seres T 5. Earliest Year I Latesi Year
Equal Employer Opportunity Semi-Annual Reporis and information 2010 w 2014
6 Rucord Safles Description
lethWth!ﬂhﬂ it e frorfced o fLivhor o B s |
Aeports that are sent to the Equal Opportunity Employer Comminsion (EEO4 Report)
7 Record Befes Formal(s) D. Record Sofies Sequoncs B, VolLima .
Humber
[&] Letior Size [ macratim [X] Aiphatetical Fille Drmwer(s)
Micsofilm Fealis)
[ vogal Size [] computer Tepe [ Mumarical Computer Tapain)
Cithver (upecty)
[ sound Baok [] Floppy bisk [] chronological
10. Annual 075
[ ] Audic Tape [ ] videc Tage [ Guographical Accumutation Hurmber
[T omer (npecity) [T] Cher specity) File Drawer(s)
Micenfitm Reels)
Comiputat Tapais)
Othor (spesity)
File i ueadl: 12. Fho becomes inactive anor
[Joary  [] vweenty [ mantnty  Semi-annual Manth(s) 6 Year(s)
13, Gurrerd Locafiani) [Buiiding, Fiear, Roarm) 14, I8 rocord sanes dupheated sisewhere?
Yes [X] Mo 7 e wpecty mgmny or Mt
Charles County Govammant Bullding, Room B120
18 Access Restrictions 18. Audit Requirnments | None
Yas [E Mo [ ywa. chim e s} wrd riguisiiona i
[Istae  [X]Fedormt  [_] Indepondent
- County
17 Is an index aysiom used? 18. Recommendid ralantion
[dves |‘E|ﬂn Ratain for 3 ynars then destroy.
|F pon anpian brefy and descrte oy HarSears sl
TH. Mamp and Titie of Prepare 20, Telophonn Numbnf 21, Dmie

FAS-111




Inutractiong — Type o print & AGEMCY RECORDS INVENTORY
separate form for each now or

MOVISON MECOMT ST Page 3 o [

1. Depatment/Agency 2 Dwvision A Unl/Program

Charles County Government Humman Resources

{DEFIITION Fiseord larws o yro of seissed tecsvite fnirmlly ks ored wsscd sy 0wl seterencs s sel g9 eianion & diemmsfion urposs

4_Rocord Senns 1 5 Earasi Yoar T Lates! Yoar
Metiee to Appleants 2010 o 2014
6. Becord Senes Description
(ieaplty Gencrlin 1 fppei of rfoeTEIORYASLUTTENERTON T Found 1 Ne sitee NCRA0E M fuTpom OF funclioe of P s |
Contains information regarding race, gender, job information source,
7. Record Benes Format(a) . Record Sorkes Soquance 8. Volums
) houmier
[X] Letier Size [] microtim [ Amphatsticat File Denwer(s) -2
Microdfilm Reel{s)
[ 1 Legal Sae [ computer Tape [ numanicat Computnr Tapsis
Oltver (spedy |Slorage boxes - 2 |
[ pound Book [ Flopoy Disk [] crronntogica:
10, Arsenial
[] aisio Tape [[] video Tupe [] Geographicat Accurmuation Numbar
] ottver (specity) [X] ther (specity) File Drawer(s) 2
Micrafilm Reelis)
By poaltion Computer Tape
Other (specity[Starae buzes 2
Fiie in usad: 12, Fils becomes inacive afler
- [ Monthiy Month(s) 3 Year(s)
13; Curment Locatipniu) {Buiding, Finor, Room| 14. s recond senes duplicaied elsewhene?
Yes Mo [ ya. my agmry o ol
Charles County Governmant Bullding, Room B120
Erjﬂmmhut.-_jrﬁﬂm 18, Audi Requiremns L_J mone
You Ma 11 yrst, o i) ey Emguiliitiongnl|
[Jsate [X]regernl  [X] indepencant
County
1T 1% an indax § umaaT 16. Recommendes retenon
[] ves Mo Rotain for 3 yoars then destroy.
(1 e aliisen bemlly and cescrbe gy SarSes BisoRen s
18. Name and Tif of Preparer 20 Temphone Mumbar IR

Kim Pelczar, Benefits Coordi

301-645-0563

FAS-111




instruchons — Typn o print &
sopaiote lorrm e each riw of

AGENCY RECORDS INVENTORY |

Favined recond series, Poge “4 of 1}
1. DepartmentAgency 2. Division 3. UnitProgram
Charles County Government Human Resources

ROEFDITION. Rwsird Site o grinup of swiried receid norisly U oo used s o wiil b relerares se weld os riberdion, & degroulion P posss

4 Rocord Sones Tite 5 Eariest Yoar T Latesi Yoar
Fincal Yanr Budgats 2009 o 2013
B. Aecoid Soties Descriplion
[Hrafly demcrita P tupsaa of FdarmEionvoc e Mo G 6 e st BEU0W hin Surpead o Lnchon of The seoe |
Budget expenditure files, tracking of expenses, invoices, purchase ardoers, chock quosts, olc.
7. Record Safles Formal]s) B Ascord Safie SoeguBnég B, Volursa 2
Mumber
[X] Letter Sice ] microfim [ ] Alphabeticat File Drawest(s)
Microfiim Feolis)
[ Legal Size [C] computer Tape [ ] Numencni Computer Tape(s)
Diher (specify)]  Box
[ Bouna Book [ Fioppy Disk [] cnvonalogics!
10 Annual 2
[ ] Avdio Tape ] viteo Tape [_| Geograpnical Accumilation Fismber
[ other (specity) [(X] omer (spocity) File Tiraworis)
Mierofim Rewsl(s)
By fund account Compiuter Tagne(s)
Chner (opecity)  Box
ITillhuud 12, Flie bacomss inacthi afier
ety [ weekty [ Manihty Monthis) 1 Year(s)

13 Currend Localion(s}

(Bullding, Flooe, Room}

Charles County Government Bullding, Room B118

14_ 18 mecord sesins duplicated aisawhoe T
Yeu  [X]heo

i e specy agercy o o

15 Accews Restrictions

[ Yas [X] No

¥ e, il luisel 04 ek el n 11

18 Audit Requiremants | Norm
[Jswwe [ ]roterst [ ] independent
County

17_ I3 an indax systam used?

] ves N

T it magrhny Dy @90 QUi Tes gy Pl Oearaoseses |

18 Recommandad relantion
Retain for 3 years then destroy.

16, Nama and Title of Praparer
Kim Pelczar, Benafits Coordina

20, Telaghone Mumbear
301-648-0563

21. Date

FAS-111




Instructions = Typa or print 8
saparaln form for aach new of

AGENCY RECORDS INVENTORY

15, Acooss 13
E| Yes hhis (I s w3 ) e g i ) |

fevined record seres, Page £ al il
1. DepanmentAgancy 2. Dvision 3. Unit'Program
Charles County Government Human Resouroes
h!lm‘ﬂl Pt Baraes & gron of rmssmed seciilils maormmadily e @ ot as 2 o far eehereces s e as ceion & Sigesien g
4| Rocord Series Tifle " B Easfliest Year /  Lai=s! Yeat
Salary Recisssification 2006 to 2006
B Record Stres Descrption _
|Brafly Sesorie s fypen of # il Elios oo mmentsfnrs e fownd @ Bie seres. inciuds 5w purposs 6 lunolios of the ssres |
Aoclasnification studies that are done.
7. Recoid Sedles Format(s) 4 Record Seres Seguendes 8. Voluime 1
Murnbes
[X] Lenter Size [ ] mocrotiom [] mohasancar File Drawar(s)
Microfilm Ruel[s)
[[] Legai Sizn [] compute: Tape [ dumericas Comguter Tape(s)
Otner (specify)  Bos
[] Bound Book [ Flopay Disk [X] chronological
10 Anmual 1
[ ] Audio Tage ] videa Tape [] Geographicat Accumulistion Humbar
[] omar (specity) [] other (specity) File Drawer(s)
Microfilin Reel|s)
Compuitar Tapois)
Other (specify)  Box
Fil b8 unind 12 Fils becomes inactive aftar
Cloary  [Jweesy [ Monmiy Monthis) Year(s)
13 Curren| Localion{s) {Bullding. Floor, Room) 14_ s mecard senes duplicalod alsawtiers 7
D‘r‘n Eﬂn JIf . spEcPy EgarEy o o)
Charios County Government Bullding, Room B103
6. Audif Reguiremsle [LX | hione

[Csats [ ] Faden DW

17. |5 an index & [
] ves o
[ wow, mupamrs bty @nd descrSe any Hende arehofee)

18 Recommended ielertion
Rataln 3 yoors aftor reclassification s complete then dostroy.

16, Name and Title of Propaner 20. Talephone Numbar
Kim Pelczar, Benefits Coordinatod 3016450583

21, Dale

FAS-111




Instucthons — Type of print &
saparats form for aach niw oF

AGENCY RECORDS INVENTORY

fevisad rocond sevios. Pags L of i
1. DuparmuntiAgency 2 Divisaon 3. UnibiProgram
Charles County Govemment Human Resoumes
NEEF IMITION wm:mrmmmmmu-n.mnmm-nmmmtmwm
4 Record Senes Title & Earbost Yoar f Lalost Yeor
Trainirig Files 2012 te 2014
i Racord Seres Descripbon
[ Mirwifty duscrte tha tpped of formalionidecururisivesns faune in Me el ol e puapoes ar furchon of e senes |
Trainar contracts; files contalning class Information; contracts with trainers and venuos,
7. Rocard Sorles Formals) B Rocord Seres Sequance 1 Veluma [
Humbor
[X] Letter Size [ ] Mecrofiim [X] Asphabetical Flie Drmwer(s)
Micrafilm Reslis)
[ Legal Size | Computer Tapa [ Humaricai Computer Tapeis)
Other {specity)
[] Bound ook [ Fropgy D [] cwonciogical
10. Anenual a1
[] Audio Tape [] video Tape [T] Geographicat Aczumulation Nombar
[ other (specity) [ cther (spacity) File Drawor(s)
Micrafilm Resl(s)
Computar Tapaia)
Drthar (apecty)
Fila i usag: 12; File becomes inactive afier
[Coasy [ Jweoky  [X]Moothiy __ Momhe) 2 Years)
13, Cuprer! Locabionis) (Building, Figar, Hoom] 14 Is mecord senas duplicaed sisowhen?
[] ves [x] Me P
Charies County Governmanl Bullding. Room B120
&Imhmmﬂm 16, Audi Raguirements LX | Moo
You Na U1y el bl ) e g i i
[]swmte []Federnl [ indepandent
County

17 la an index syniem Uused?
You ]
(I s i iy @ Ay e sy SR st e |

18. Rucomminndod retontion
Rotain 3 years after end of Fiscal Year, then destroy,

18, Nama and THke o] Propams 20, Telophana Numbar
Kim Pelczar, Benefits Coordinatol 3016450463

21, Data

FAS-111




|0 e, iy Ertoiefly A Oepesrite STy Pl G e |

Inatructions — Type or prini A AGENCY RECORDS IMVENTORY
separatiy fonn for sach new o
favised record series Page 7] of J]
1, DeparimentiAgency £, Division 3, UnffProgram
Charles County Government Human Aossuices
[lGEFIMITON Mhﬁiﬂﬂ““““““ﬂlwhm-ﬂ-wlmﬂw
4. Ractrd Sanas Tite 5. Enrfiast Yaor I Lutest Yent
Employes Benofl Flles 1972 o 2014
6. Record Sefies Desorption
| Doy Gemcrie ihe fyews of Niemaliendocumarssforn bound @ Pe etes s ite pupess o Redion of Fe seee |
Files contain health insurance Information, life insurance information, and afl other benefit information.
T. Focord Sonies Format({s) B Recond Sefes Sequance @ Volurme 10
Miiftitii
[] Lettor Size [ microfim [=] wshabetcal File Denwer(s)
Micraliim Realis)
[ Logst Stze [] Compinter Tape [ Mumasicat Computar Tape(s)
Otnar (spacily)
[] Bound Book [ ] Floppy Disk [__] ciwanaiogical
10 Annual K]
[ Audia Tape [ ] videa Tape [ ] Geographicat Accumulation Nembar
[ Gtner tspocity) [ other specity) File Drawss(s)
Microfilm Reels)
Computer Thpels|
Onhar (spacity)
File o used 12 File becomes inactive afer
[Joery  [Jweoky [ Mooty Manth(e) Yoaris)
13 Curenl Localion(s) |Bullding, Floar, Room) T4_In tocord saros dUphcaind elsowhire?
D"l"ﬂ EM |y mpery mgerEy U7 TN
Charles County Govarnment Bullding, Room B113
16, Access. Resirictions 16 Audit Requirements L& | None
I:I Yes E] Na {1 s, el s} Es regalainnin])
[Iswta [ |Federm [ | mceponcent
= County
17_ 18 ai index sad? 18 Recommeandid nelention
] ves No

Retsn for one your after termination of plan or throe years aftar
amplayes wrmination, then destroy with the following
exception: transfor to Relires Benelit Fila (ltem 15) any records
eontaining portinent pension or rotiros haslth insurance
mfarmatian.

18 Mame and Tie of Praparor 20 Telpphons Number
Kim Pelczar, Benefits Coordinatof301-645-0883

21. Dats

FAS-111




Iinstructions — Type or print &

AGENDY RECORDS INVENTORY

sepatite form for each new ar

rovised rocord seties Page __§ of 1]
1, Departmeny/Agency 2. Divimion 3. Unit/Pragram

Charles County Governmant Human Resources

JREFIFITICN Feoond el @ pioup of reimied ecords manmsally Sed e used & 8 gl o refeoercs an well an reenhion & disposiion purposes

4, Recond Serles Titke 5 Earest Year 7 Laes! Year
Long Term Disability/Lite Insurance [
6 Record Senes Descption
{Mirally dassvitia i lyjien o Ik malonhdonsmnatormmn uhd i/ B asiene h0ude i puiiobs o Ao of e shes )
Files containing Long Term Disability forms and insurance forms
7. Record Senes Format(s) B Record Seres Saquance 9. Vaolume
Miimbai
[x] Letier Size [ microtiim [x] miphabatical File Drawni(a)
Microfim Reel(s)
[ Legal Size [] computar Tape [ Numarical Computer Tape(s)
Other (specify)
[] Bouna Book [] Fioppy Disk [] chronoicgical
0. Annual
[ Audio Tape [] Video Tape [_] Gecgraphical Accumulation Number
[C] other (specity) [C] Other (specity) File Drawsiis)
Microfiim Resl(s)
Computer Tape(s)
Cther (spocdty)
| File s used 12 File becomes inatlive ofiss
[[Joay  [] weeny [] monthiy Monthis) Your(s)

13 Current Locatian(s)

{Butiding, Floor, Room)

14, |5 record senes dupboated elsawhere?
D‘ﬁu E[Nn i s, Wiy By of oMica)

15 Access Realrctions

D‘ﬂu Dﬂu

1 yon crim wdn ] sl Pegelmbondel)

18, Audit Regulrements |} None
[Iswe []Federat [ tndependent
County

17_ s an index svslem ussd?
[] ves No
(T woom, wapiain Coimfy ung Mewcnbsn sy handw s sfwam|

18 Recommended relantion

Retain for & years (after tormination of employment], than
destroy. This record, If paper, may be scanned to Maryland
State Archives' standards and have that image bocome the
official record, The image must be managed by the above
retention statement and the original paper version must be
dentroyed.

18 Mama and Titke of Prepaner

20. Telephons Numbet

Kim Pelczar, Benefits Coordinaton 3016450583

21 Dalo

FAS-111




Instructions — Type or print &

AGENCY RECORDS INVENTORY

siparals foim for apch mikw. (f
myisad record sads Page | o {i
1. DepanmentAgancy 2 Division 3 UntiProgram
Charles County Government uminn Resources
JoEFiMITION Hecors Bere lmﬂnﬂ“mwmﬂﬂulﬂhm.ﬂ-muﬂalmgm
4 Fogord Senos Title 5, Eafasl Yoar i Latest Yoer
Emplayes FMLA Flias 2001 w2014
T 6 Record Saros Cescnplion
[y cescy it [he (ypes o informeliUrydodumensaioemn Riurd m e series ol The purposs m Tnrion of B e |
Fiies cantaln information and documentation of employes leave usage coverad by the Family Medical Leave Act
7. Recorg Senes Formatis) B Record Sones Sequence & Vilumne 3
Mt
[x] Loner Size [ Microtim [x] msphabetical File Drawer{s)
Microfim Reelju)
[ ] Lega 5ize [_] Computer Tape [ ] Mumetical Computer Tagels)
Other (epocify)
[] Bouna Bouk [ Fiopsy tiex [ crmenatogical
10, Annual 1
[ Ao Tape [ video Tape [C] Geographical Accumuiation Number
[] Othr (spacity) [] Other (specity) Fiie Driwer{s)
Whernfilm Reslis)
Campuler Tapes)
Othar (spacity)
- —— T
Flie 18 usad 12 File becones inachive ofiar
(=] paily ] weekly [ montnty Monthia) Yoar(s)
13 Curreni Locatlon(s) [Building. Floor, Foam) 14 s rocord seres duplicated elsewhasm?
CJyes  []Ne (W yon. sowcty mgaricy o ehea]
Charlas County Government Bullding, Room B104
15 Access Restichons 16 Audil Requirements |£]Hnnl-
m\'ﬁ |:|Ha 11 o i bt ] st Sty 80
[CIsae [ ] Fecersl [ indepandest
_ County
17, I8 an index Lnad? 18 Hecommanded relantion
[]Yes No Rotain for threv years after amplayee retirement or
[ you i trwfiy 8nd dedarts amy hardearsaciwne) termination, then desiroy.
10 Name and Tiie of Preparrs 20 Talephons Nummbar 21, el
Kim Pelczar, Benefits Coordi 301450883

FAS-111




Charles County Governmant Bullding, Reom B113

Instructions ~ Type of print 4 AGENCY RECORDS INVENTORY
soparata form for sach new or
revised rocord skires. Page 10 of 1]
1. DeparmentAgancy 2. Division 3. UniUProgram
Charles County Government Human Resouroes
TN Moo Beims a grosp of reiies) racords rormaly Bled and csed a9 8 urs by selenerce o well o ~serinon & Sspoalien puposes
4. Rocotd Sevies Title 5. Earlios! Yoor i Lolest Year
Ratiree Boannfil Fles 1586 o 2014
6. Rocond Senies Descnption
JHHM"I’“HWMF"“ UMHWhmﬂ““!
Flles contain all portinent information assoclated with retirees” pension and retires health insurance.
T Focond Serles Formai(s) 8 Aecond Seres Spguence G, Volume 4
Musmibei
[=] Latter Size [ Migrafim 2] Ampnabencal Filn Drawar(s)
Microfim Foslis)
[ Legat Size [] computer Tape [ ] Numesicai Computer Tape(s)
Cther (spacily)
[] Bound Baok [] Floppy Disk [ emvonological
10, Annual 10
[ ] Audic Tape [ videa Tape ] Geographical Accumislation Nurtibar
[ other (upescity) [] Ot ispecity) File Drawer(s)
Kicroflim Roal(s)
Cormputer Tapels)
Othar (spacify)
File 5 used 12 File bocomes inactive afer
[x]Daity [ weexy [ Moty Month{s) Yoar(s)
13, Current Location(s) (Building, Floor, Hoom) 14_ |8 mocord seras duplicalisd alnawhiare T

[:]*m EINI: [ e spty Wy OF OS]

16, Acooss Resinchons

[] Yes [x] no

W yom sl beavin ) @l ragpalasori ]|

16 Audil Requiremants

[X]Tone
[ Jswte [ JFeserm ] ncepandent
County

17, Is an index sysiem used?
[C] es o
(17 o, s piigrs prlly @red e 7y haldearn/ioffes s |

18 Recommisnded retention
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