
DEPARTMENT OF GENERAL SERVICES 
o p r n o n s vt a \ i A r i \ i i \ T m v i c i n x i 

Schedule No. C1309 

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 9 

Agency Division/Unit 
County Commissioners for Calvert County, MD Personnel 

Item 
No. 

Description Retention 

"The issuance of a legal hold by the County Attorney's Office 
overrides any portion of this record retention policy or 
schedule that otherwise calls for the disposal, transfer, or 
destruction of records subject to the hold, until the hold has 
been released by the County Attorney's Office. No record that 
is subject to a legal hold may be altered, disposed of, 
transferred, or destroyed, even if the scheduled destruction 
date has passed. Any person preparing to alter, dispose of, 
transfer, or destroy a record must ascertain whether a 
litigation hold applies to the record before doing so." 

1 Administrative Records 

This series documents the common functions and 
administration of various types of offices; records not 
otherwise listed on this schedule. Including but not limited 
to budget information, purchase orders, payroll, etc. 

Retain 3 years, then destroy. 

2 Americans with Disabilities Act (ADA) Records 
and Reports 

Compliance with or responses to complaints filed under the 
federal ADA. (Requests for accommodation). 

Retain 3 years after 
submitted, then destroy. 

Schedule Approved by Department, Agency, 
or Division Representative.. 
Date j r ? / / 7 ^ , y 

Schedule Authorized by State Archivist 

Date i>' • l b 

Signature 

Typed Name ( f 
Paula G. Grav v Signature Ĵ UiAsl 

Title Director, Personnel 
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Agency Division/Unit 
County Commissioners for Calvert County, MD Personnel 

Item 
No. 

Description Retention 

3 

4 

5 

6 

Attendance Records 

Attendance at classes, meetings, and seminars for training or 
continuing education purposes. 

Certification/License/Qualification Records 

Certification, license or qualification as required by the County or 
law for employment, continued employment or promotion (CDL 
license & physicals) 

Discrimination Complaint Case Files - Charges Filed 

County's copy of any report or case file where a charge of 
discrimination was filed. 

Discrimination Complaint Case Files - Charges Not Filed 

This series consists of the agency copy of any report or case 
file alleging discrimination but no charges were filed. 

Retain 3 years after 
submitted, then destroy. 

Retain 7 years after 
termination, then destroy. 

Retain 7 years after 
termination or 5 years after 
final disposition of the charge 
or action, whichever is later, 
then destroy. 

Retain 1 year after 
closure then destroy. 

DGS 550-1A 
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Agency Division/Unit 
County Commissioners for Calvert County, MD Personnel 

Item 
No. 

Description Retention 

7 Drug and Alcohol Screening or Testing Records 

Administration and results of the screening or testing of job 
applicants or employees for illegal drug use. 

Retain pursuant to 
49CFR382.401, then destroy: 
(1) Five years. The following 
records shall be maintained 
for a minimum of five years: 
(1) Records of driver alcohol 
test results indicating an 
alcohol concentration of 0.02 
or greater, 
(ii) Records of driver certified 
positive controlled substances 
test results, 
(iii) Documentation of 
refusals to take required 
alcohol and/or controlled 
substances tests, 
(iv) Driver evaluation and 
referrals, 
(v) Calibration 
documentation, 
(vi) Records related to the 
administration of the alcohol 
and controlled substances 
testing programs, and 
(vii) A copy of each annual 
calendar year summary 
required by §382.403. 
(2) Two years. Records 
related to the alcohol and 
controlled substances 
collection process (except 
calibration of evidential 
breath testing devices), 
(continued on next page) 

DGS 550-1A 
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Agency Division/Unit 
County Commissioners for Calvert County, MD Personnel 

Item 
No. 

Description Retention 

8 

9 

Educational Assistance Program 

Requests for tuition assistance and approval or denial of requests 
and payment. 

Eligibility Verification Form and Record (1-9) 

Employer verification of any new hire is a U.S. citizen, resident 
alien, or legal immigrant eligible to work in U.S. as require by the 
U.S. Immigration and Naturalization Service. 

(3) One year. Records of 
negative and canceled 
controlled substances test 
results (as defined in part 40 
of this title) and alcohol test 
results with a concentration of 
less than 0.02 shall be 
maintained for a minimum of 
one year. 
(4) Indefinite period. Records 
related to the education and 
training of breath alcohol 
technicians, screening rest 
technicians, supervisors, and 
drivers shall be maintained by 
the employer while the 
individual performs the 
functions which require the 
training and for two years 
after ceasing to perform those 
functions. 

Retain 7 years after 
termination then destroy. 

Retain 3 years after 
date of hire or 1 year 
after termination date, 
whichever is longer, then 
destroy. 

DGS 550-1A 
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Agency Division/Unit 
County Commissioners for Calvert County, MD Personnel 

Item 
No. 

Description Retention 

10 Employee Directories, Rosters, or Indexes 

Listings of employees which may include work assignments, phone 
number, or work addresses (Ex. Emergency Contact Binder) 

Retain until superseded 
then destroy. 

11 Employee Health Records 

Health treatment or examination given to an employee by the 
agency or an agent of the agency. (Fitness for Duty files). 

Retain 30 years after 
departure of employee 
then destroy. 

12 Employee Personnel Files 

13 

Documentation on an individual's employment history. 

Equal Employment Opportunity Commission 
Records and Reports (EEOC) 

Retain 7 years after 
departure of employee then 
destroy. 

Agent copy of records or reports required to be kept or submitted by 
the Equal Employment Opportunity Commission. (EEO-4) 

Retain 3 years then destroy. 

14 Exit Interview Files 

Documents the interview of employees prior to their departure from 
an agency. 

Retain 3 years then destroy. 

15 Grievance Case Files and Reports 

Proceedings of an employee grievance including the initial 
complaint, actions, investigation, summary and disposition. 

Retain 7 years after 
termination then destroy. 

DGS 550-1A 
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Agency Division/Unit 
County Commissioners for Calvert County, MD Personnel 

Item 
No. 

Description Retention 

16 Health Certificates - Employees 

Medical documentation verifying an employee's ability to perform 
a specific task, function, or job, or verifying that employee's health 
meets requirements set by the County. (CDL Medical Examiner's 
Certificates) 

Retain 3 years after employee 
departs position requiring 
certificate, then destroy. 

17 Pay Classification Records 

Determination of compensation for an individual. A job or a group 
of jobs within the County. (Position Information Forms, 
Reclassification, Classification and Compensation) 

Retain 3 years from date of 
determination then destroy. 

18 Personnel Action Notices 

Personnel actions which effect an employee's pay, grade, job title or 
classification. Includes changes of pay or status. (Part of 
employee's personnel file) 

Retain 7 years after 
termination then destroy. 

19 Personnel Reports 

Activities by personnel officers to others in County and outside of 
County. 

Retain 50 years then destroy. 

20 Position Classification and Description Files 

Task requirements for performing a job and/or County approval of 
descriptions. (Class specifications) 

Continuous Record. Maintain 
as a perpetual file by updating 
when amended or revised and 
destroying obsolete material. 

DGS 550-1A 
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Agency Division/Unit 
County Commissioners for Calvert County, MD Personnel 

Item 
No. 

Description Retention 

21 Promotion/Demotion, Layoff, Termination, or 
Tenure Records 

Selection or non-selection of an employee for promotion, demotion, 
layoff, termination, or tenure. (Application files or Department 
Subject files) 

Retain 3 years then destroy. 

22 Recruitment, Hiring, Interview, and Selection 
Records 

The process of recruiting, selecting, hiring, and promoting 
employees. Includes selected and rejected applicants, position 
descriptions, copies of announcements, advertisements, 
applications, selection criteria, evaluations and rankings. 
(Application files) 

Retain documents 3 years 
after position is filled, then 
destroy. 

23 Testing Records 

Tests administered for employee selection, evaluation, or 
promotion. (Application files) 

Retain 3 years after test is 
administered then destroy. 

24 Training Records Not Required for Certification or 
Qualification 

Courses, seminars, meetings, and workshops attended by 
employees. (Training files) 

Retain 3 years after 
completion of training then 
destroy. 

25 Unemployment Insurance Records and Reports 

Payment or denial of unemployment claims. (Unemployment Tax 
Service subject file) 

Retain 5 years after closure 
then destroy. 

DGS 550-1A 
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Agency Division/Unit 
County Commissioners for Calvert County, MD Personnel 

Item 
No. 

Description Retention 

26 

27 

. 28 

29 

30 

Applications and/or Resumes 

Applications or resumes received for which no position has been 
announced. (Returned Resumes/Applications subject file) 

Verification of Employment Records 

Receipt of and responses to requests for verification of an 
individual's employment. (Housed in employee personnel file) 

Automotive: Federal Motor Carrier Drug and Alcohol 
Tests - Negatives 

Testing of certain drivers as required by 49CFR382. I l l -311. 

Automotive: Federal Motor Carrier Drug and Alcohol 
Tests - Positives 

Testing of certain drivers as required by 49CFR382.111 -311. 

Vacant-Series was merged with related material 

Retain 1 year then destroy. 

Retain 7 years after 
termination then destroy. 

Retain 1 year after receipt of 
results, then destroy. 

Retain 5 years after receipt of 
results, then destroy. 

DGS 550-1A 
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Agency Division/Unit 
County Commissioners for Calvert County, MD Personnel 

Item 
No. 

Description Retention 

31 Electronic Records-Email Screen annually and destroy 
material having no further 
value to business needs, with 
the following exception: 
transfer to the Maryland State 
Archives any material that 
serves to document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal or 
historical value. 

DGS 550-1A 



Instructions -Type or Print a separate tonn (or 

each new or revised record series. Forward 

wllh Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup. Maryland 20794 
4tA.7M.tng 

AGENCY RECORDS INVENTORY Instructions -Type or Print a separate tonn (or 

each new or revised record series. Forward 

wllh Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup. Maryland 20794 
4tA.7M.tng 

PAGE I OF 3 d " ' ^ 

1. Department/Agency 

County Commissioners for Calvert 

County, MD 

2. Division 

Office of Personnel 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records 
purposes. 

normally filed and used as a unit lor reference as well as retention and disposition 

4. Record Series Title 

Administrative Records 
5. Earliest Year/Latest Year 
1990 to Present 

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

series.) Including but not limited to budget information, purchase orders, payroll, etc. 

This series documents the oommon functions and administration of various types of offices. (Subject files.) 
7 Record Sanaa Fonnal(a) Lot all B Record Serlea Sequence 9 Volume 

S Latter S a . Q Mkroftm E | Alpha BaUci Number 

0 Lagal Sua Q Computer Tapa 

• Audio Tapa • Floppy D«k 

• Bound Book • Video Tapa 

1 1 Numancat 

0 Chronological 

• Geographical 

• File Dramrta) 
• Microfilm Raal(a) 

• Computer Tape(e) 
0 Other fqpeafy) Locfced roing file cabinet 

( " I Ofter laoaofvl • Other (apacrfy) 
10 Annual Accumulation 
- 3 0 0 
Number 

• FUe Dreweite) 
Q Microfilm Raal(e) 
• Computer Tapa(a) 

E Other (apadfy) Docmenla 

11. Filete Ueatf 

H Daily • WmM, • Monthly • Annuity 

12. File Baconx 

Venei 

Number 

n Inactive After 

Q Mon(h(a) • Y«rt») 

13. Currant locaboo<a) (Bids . Floor. Room) 
Olltoa or Paraonnai. County Samoa* Plaza. Sutte 101 

14 la Record Serlea Dupkcaled Elsewhere? (H yaa. epecrfy agency or office ) 

• Yaa H No 

IS. Acoaaa He«tncllone (II Yai. ate Lawfa) S Regulaijon(e) 

• Yaa E No 
16. Audit Requirements 

B Nona • Stale • Federal • Independent 

17. It an Indax Syatem ueed7 R yaa. axplao bnatly and deacnbe requirement 

• Vaa 0 No 
18. Recommended Retention 

Retain 3years, then destroy# 

19. Name and Title of Preparer 

Gail Davis Bourdon. Personnel Director 
20. Telephone Number 

410-535-1600 exl. 2358 

21. Dale 

September 9,2014 

DCS 5MM (Rev I t ! ) 



Instructions -Type or Print a separate form (or each new or 

revised record series. Forward wilh Records Retention 

Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL 

SERVICES 

RECORDS MANAGEMENT DIVISION 

7276 Waterloo Road, P.O. Box 275 

Jessup. Maryland 20794 

AGENCY RECORDS INVENTORY 

. A 3 & . M 

1. Department/Agency 

County Commissioners for Calvert County, MO 

2. Division 

Office of Personnel 

3. Unit 

DEFINITION: RECORD SERIES: A group of retaled records normal y tiled and used as a unil (or reference as well as retention and disposition purposes 
4. Record Series Title 

Americans with Disabilities Act (ADA) Records and Reports 

5. Earliest Year/Latest Year 

2011 to Present 

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

Compliance with or responses to complaints filed under the federal ADA. (Requests for accommodation.) 

7 Record Sanaa Formal(e) Lie* el 8. Record Series 9 Volume 

Sequence 1 

E3 Letter Sat • Microfilm Number 

• Alphabetical 

• legal Stte • Computer Tape • Frt Drawees) 

| - | Numerical • McroHm Ree((a) 

• AirtwTape • Floppy Disk • Computer Tapa(a) 

Chronological E3 Other (speedy) File 
• Bound Book • Video Tape 

• Geogrephicel 10. Annus* Accumulation 
• outer leoeofvl J 

• Other (specify) Number 

• File Drawerfe) 

• Microfilm Reel(a) 

n Computer Tepe(e) 

C3 Other (specify) Forme 

11. File is Used 

• Daily • Weekly • Monthly E l Annually 

12. Fdi Oeumiee inactive After 

3 

Number • Monlh(e) H Yeer(e) 

13. Currant LocalionO) (Bids.. Floor. Room) 

Offitc 0/ Ptfionml, Courtly Service* Plaza. Suite 101 

14. la Record Serial Duptcated EJeewlreri? (if yee. epectfy agency w office ) 

B Yea • No 

Copy provided to Department Head 

1S Aecaea Reelndiona (If Yee. cile Law<l) & Ragulalion(i) 

B Y M O n o 

HeeJh Ineurenoe Portability end Accountebilty Act of 1896 (H1PAA. Pub I 104-191. 110 Stat 1936. 

August 21 1996) 

16. Audil RaqUramanLa 

H Mona • State • Federal • Independent 

17 la en Index Syetem ueed? If yes. explein bnety and 

• Yee B 

describe retirements 18. Recommended Retention 

Retain 3 years after submitted, then destroy. 

19. Name and Title of Preparer 

Gail Davis Bourdon, Personnel Director 

20. Telephone 

Number 

410-535-1600 ext. 

2358 

21. Dale 

September 9,2014 

DCS SXM (Rev 1/13) 



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 
410-793-1930 

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

each new or revised record series. Forward 

with Records Retention Schedule <DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-793-1930 

PAGE 3 Of 1 1 

1. Department/Agency 

County Commissioners for Calvert 

County. MD 

2. Division 

Office of Personnel 

3. Unit 

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

Attendance Records 

5. Earliest Year/Latest Year 

2010 to Present 

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

series.) 

Attendance at classes, meetings, and seminars for training or continuing education purposes. 

7 Record Sanaa Fornwi(o) Liat all 6. Record Sanaa Sequence S. Volume 

2 ahelvee 

EJ letter Sua Q Mnrofflm E | Alphabetical Number 

l~1 Legal Size Q Computer Tapa • Numerical • File Drawerta) 

• MicroAm Reel(e) 

• Audio Tapa • Floppy Diak S I Chronological • Computer Tape(a) 

H Other (epedfy) Locked rdlng Ida cabinet 

• Bound Book • Video Tapa • Geographical 

10. Annual Accumulation 
• Other (apeoryi • Other (apecffy) 2 0 - 2 5 

Number 

• File Drawertl) 

• MioaOn ReeHe) 

O Computer Tepe(a) 
B l Other (apeorfy) ffei 

11 Filt m Ueed 

• Daly Q W h M ) • Monthly BJ Annually 

12. Fda Becomea inactive After 

• Montfya) I S » • « ( « 

1S Curiam Localnnft) (Bids . Floor, Room) 

Office of Pereonnel. County Services Plaza Sulla 101 

M. I* Reoord Sanaa Duplicated Elwwtort? (Ky«l, •paafyigancyorsAoa.) 

• Yaa H No 

15 Acceea Raaincttona (II Yat aia lew(a) « Regulation^) 

• V n H NO 

16 Audit Reqmramente 

I S Nona • Stat. • Federal • Independent 

17. la an Index Syatem ueed? II yaa. explain briefly and deecribe requirement 

Q Yaa S No 
18. Recommended Retention 

Retain 3 years after submitted, then destroy. 

19. Name and Title of Preparer 

Gall Davis Bourdon, Personnel Director 

20. Telephone Number 

410-535-1600 ext. 2358 

21 Date 

September 9,2014 

OCS 5KM (Rev 1*3) 



instructions -Type or Prinl a separate form tor each new or 

revised record series. Forward with Records Retention 

Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL 

SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
410*799 1930 

AGENCY RECORDS INVENTORY 

PAGE *"f OF . ? ^ 

1. Department/Agency 

County Commissioner* for Calvert County, MD 

2. Division 

Offioe of Personnel 

3 . Unit 

DEFINITION: RECORD SERIES: A group of related records normal y tiled and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Tide 
Certificalion/License/Qualificalion Records 

5. Earliest Year/Latest Year 

2010 to Present 

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

Certification, license or qualification as required by the Courtly or law for employment, continued employment or promotion. (CDL license & physicals) 

7. Record Senss Formet(e) Lid 

B letter Sue • Microfilm 

• lapel Sua • Computer Tape 

• Audio Tape • Floppy Diak 

• Bound Book • Video Tape 

• Other leoeaM 

6. Record Series 
Sequenoe 

S I Alphabetical 

O Numerical 

• Chronological 

( ) Geographical 

• Other (spetafy) 

9 Volume 

1 shell 

Number 

Q File Orawer(a) 

• MicroTdm Rael(a) 

• Computer Tape(a) 

H Other (apeciFy) Locked Ilia cabinet 

7. Record Senss Formet(e) Lid 

B letter Sue • Microfilm 

• lapel Sua • Computer Tape 

• Audio Tape • Floppy Diak 

• Bound Book • Video Tape 

• Other leoeaM 

6. Record Series 
Sequenoe 

S I Alphabetical 

O Numerical 

• Chronological 

( ) Geographical 

• Other (spetafy) 

10. Annual Accumulation 
5-10 
Number 

• Fila Drasrer(s) 

• McroNm RaaHa) 

• Computer Tepe(s) 

E3 Other (specify) Files 

11. File ia Used 

• Daily • Weekly g Monthly Q Annually 

12. File Becomes Inactive After 

2 

Number • Month(a) E l Year(e) 

13 Currant Location^] {BMg.. Floor. Room) 
Office or Personnel. County Services Plaza. Suite 101 

14. la Record Series Duplicated Elaewhere? (If yea. apecify agency or offioe.) 
• Yee 0 No 

IS. Aooesa Reelnaone (II Yes cue Lew(s) 5 Regulauon(s) 
B Yes • No 

Health Ineuranoa Portability and AccounlaMily Act ol 1996 (HIPAA. Pub L 104-191. 110 Stat 1996. anacled 
August 21. 1896) 

16. Audit Requirements 

• None g ) Stele B Federal • Independent 

17. la an Index System need' II yee. explain briefly and describe requirement* 

• Y « H NO 
18. Recommended Retention 

t f t t r 

19. Name and Title of Preparer 

Gail Davis Bourdon. Personnel Director 

20. Telephone 
Number 

410-535-1600 ext. 
2358 

21. Date 

September 9, 2014 

DGS S60A (Rev 1/83) 



Instmctlons -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 

410-798 1»30 

AGENCY RECORDS INVENTORY Instmctlons -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 

410-798 1»30 

PACE or 

1. Department/Agency 

County Commissioners for Calvert 

County, MD 

2. Division 

Office of Personnel 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally Hied and used as a unit for ref 
purposes. 

erence as well as retention and disposition 

4. Record Series Title 

Discrimination Complaint Case Files - Charges Filed 
5. Earliest Year/Latest Year 

1997 lo Present 

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

series.) 

County's copy of any report or case file where a charge of discrimination was tiled. 

7 Record Sana* Format) Lai ell 

0 Latter Sua • MicraNm 

B Lagal Size Q Computer Tape 

• Audio Tape • Floppy Diek 

• Bound Book • Video Tape 

n Other (specify) 

B. Record Sanaa Sequence 

E l Alphabetical 

I I Numerical 

r~| Chronotogreal 

I 1 Geographical 

• Other (specify! 

8. Volime 
28 
Number 

• File Drawar(e) 
• Microfilm Reef(s) 

• Computer Tape(a) 
B Other (specify) F«es 

7 Record Sana* Format) Lai ell 

0 Latter Sua • MicraNm 

B Lagal Size Q Computer Tape 

• Audio Tape • Floppy Diek 

• Bound Book • Video Tape 

n Other (specify) 

B. Record Sanaa Sequence 

E l Alphabetical 

I I Numerical 

r~| Chronotogreal 

I 1 Geographical 

• Other (specify! 
10 Annual Accumulation 

varies 
Number 

• File Drewer(e) 

• Microfilm Revile) 

• Computer Tape(e) 

g | Oth.r (specify) Fjja 

11. FAa w Used 

• Daly • Weakly • Monthly B AnnueOy 

12. File Becomes Ineclive After 

3 yeera after employee departure 

Number • Months) 0 Yesrtsl 

13. Currant Locabon(e) (Bldg. Floor. Room) 

Office of Personnel. County SerMoee Plaza. Suite 101 
14. la Record Series Dupticetad Elsewhere? (ir yaa. specify agency or office.) 

• Yes 0 No 

IS Accau Rulnebnna (tr Yes. die Law(a) A Regulalton(s) 

• Yaa B No 
16 Audit Requirements 

I S Nona • S t a t e • Federel •independent 

17. la an Index System used? H yes. explain fcnefly and deacnbe requremenls 

• YM E l NO 
18. Recommended Relenlion 

Retain 3 years aflet employee departure then Uestiuy. Retain all 

7 y t > / i ccf l ^ - h / ^ i c - f , , " * r > y e + s s 

i k i f r o y 

19 Name and Title of Preparer 
Gall Davis Bourdon. Personnel Director 

20. Telephone Number 
410-535-1600 ext. 2358 

21. Date 

September 9, 2014 

DOS 550J (Rev 1/93) 



Instructions -Type or Print a separate form lor 

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 

410-7*9-11)0 

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

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 

410-7*9-11)0 

PACE ( 0 Of 3 ^ 

1. Department/Agency 

County Commissioners for Calvert 

County, MD 

2. Division 

Office of Personnel 

3. Unll 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unll lor reference as well as retention and disposition 
purposes. 
4. Record Series Ttlte 

Discrimination Complaint Case Files - Charges Not Filed 

5. Earliest Year/Lalest Year 

10 

6. Record Series Description (Briefly describe the lypes ol inlormation/documenls/lorms found in the series. Include Ihe purpose or function of the 

series.) 

We do nol have any records in this series. 

7 Record S « n u FormaMa) Lul til 

• Letter Size • Microfilm 

Q Legal Sue • Computer Tepe 

• Audio Tepe • Floppy Disk 

• Bound Book • Video Tepe 

• Olhir (epecrfy) 

6 Record Series Sequence 

• Alphabetical 

• Numencel 

n Chronological 

[ 1 Geographical 

• Other (epeofy) 

9 Volume 

Number 

• Fie Drawees) 

• Micro/am Reel(s) 

| ] Computer Tepe(s) 

• Ottier I epeofy) 

10 Annua! Aooumutilon 

Number 

• File Drewer(e) 

• McroAlm Reet(s) 

• Computer Tepe(e) 

• Other (epecity) 

I t File u Ueed 

• Dally • Weekly • M o n t h l y Annually 

12 File Becomee Inective After 

Number • Monies) • Yeer(s) 

13. Current Localion(e) (Sldg .. Floor. Room) 

Office of Personnel. County Servtcee Plaza Suite 101 

14 le Record Seriee Duplicated Elsewhere? flF yes. ipecjfy agency or office.) 

• Yt» • No 

15 Acceaa Restrictions (K Yea. cite Law(a) » Regulation^) 

• Yea • No 

16. Audit Requirements 

• None • State • Federal • Independent 

17 la an Index System ueed? If yes explain briefly and describe requirements 

• Yes • No 
18. Recommended Retention 

Retain 1 year after closure then destroy. 

I 19. Name and Title of Preparer 20. Telephone Number 

410-535-1600 ext. 235B 

21. Date 

September 9.2014 

DOS 5SCM iRav V93) 



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

revised record series. Forward with Records Relenllon 

Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL 

SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup. Maryland 20794 
410-799-1930 

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

revised record series. Forward with Records Relenllon 

Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL 

SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup. Maryland 20794 
410-799-1930 

PACE V OF 3 ^ 

1. Departmenl/Agency 

County Commissioners for Calvert County, MD 

2. Division 

Office of Personnel 

3. Unil 

DEFINITION: RECORD SERIES: A group of related records normal y filed and used as a unil for reference as well as retention and disposition purposes. 
4. Record Series Till© 

Drug and Alcohol Screening or Testing Records 

5. Earliest Year/Latest Year 

2010 to Present 

6. Record Series Description (Briefly describe the types of informalron/docurnenlsfforms found in the sc 

Administration and results of the screening or testing of job applicants or employees for illegal drug use 

iries. Include the purpose or function of the series.) 
i 

7. Record Senas Formats) Liel all 

B u . m r S . 1 . • Microfilm 

• Legal Size • Computer Taps 

• Audio Tap* • Floppy Disk 

• Bound Boo* • Video Taps 

• Olhar (specify) 

I . Record Sanaa 

Saqusnoe 

H Ajphebelical 

[ 3 Numerical 

l~1 Chronological 

• Geographical 

• Other (epeorfy) 

8. Volume 
1 altalf 
Number 

• File Drewer(e) 
• Microfilm Rael(e) 

• Computer Tapefe) 
K ( Other (specify) Locked I 

10- Annual Accumulation 

-75 

• File Drawees) 

• Microfilm Raai(a) 

• Computer Tape(e) 

I S Other (specify) Reaulle 

11 Fife n Uaed 

• Daily • Weekly ® Monthly • Annually 

12. Frfe Becomes Inactive After 
1 or S. depending on type of record end reeulta 
Number • Month(a) £3 Yaarfa) 

13 Curranl Locaiion(a) (Bldg . Floor. Room) 
Office of Personnel County Services Plaza Suile 101 

14 Is Record Sens* DupkceleC Elsewhere? (If yae. apeafy agency c 

• Yea B No 

15 AeceieReamclinne(irYae. ale Law(s)» Regulation!*) 

I S Yee • No 

Health InaurancaPorUbiMy and Accountability Act or 1996 (HIPAA Piii L 104-191.110 Stat 1938. enacted 

August 21.1996) 

Employer Record Keeping Requirements for Drug & Alcohol Testing (49CFR382 401) 

16. Audi Requirements 

• None S I Stale B Fedeial • Independent 

17 I* an Index System used? If yes explain bn«Hy and describe raquramanu 

• Yes B No 
18. Recommended Retention 

Retain 1 lo 5 years after administration of test Ihen destroy. Refer 

to49CFR382.401. 

St.t, JchuJult- s^e-Ci-fiCS 

19. Name and Title of Preparer 

Gail Davis Bourdon, Personnel Director 

20. Telephone 
Number 

410-535-1600 ext. 
2356 

21. Dale 

September 9, 2014 

0 6 5 S K M (Ftsv 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (OGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup. Maryland 20794 
•410-79&-1830 

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

each new or revised record series. Forward 

with Records Retention Schedule (OGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup. Maryland 20794 
•410-79&-1830 

— 2) or 3 7 

1. Department/Agency 

County Commissioner* for Calvert 

County, MD 

2. Division 

Office of Personnel 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a 
purposes. 

unit for reference as well as retention and disposition 

4. Record Series Title 

Educational Assistance Program 

5. Earliest Year/Latest Year 

1991 to Present 

6. Record Series Description (Briefly describe the types of Informalion/documenls/fomis found In the series. Include the purpose or function of Ihe 

series.) 

Requests for tuition assistance and approval or denial of requests and payment. 
7. Ra cord Seres Formel(a) UK a l B Record Sere is Sequence Q. Volume 

13 latter Sue • Microfilm K Alphabetical Number 

0 Lapat Sua • Computer Tape 

• Audio Tape • Floppy O A 

• Bound Book • Video Tape 

• Numerical 

B Chronological 

• Geographical 

• Fie Drewer(s) 
• Microfilm Reel(e) 

f~l Computer Tape(s) 

H Other (specify) Sections ol kxfcad ro»ng Ms cabeial 

• Other l u a t ^ l • Other (specrfy) 
10 Annual Accumulation 

- 1 0 applications 
Number 

• File Drawees) 

• Microfilm Reel(a) 

• Computer T«pe(a) 

K Other (specify) Application. 

11 FIKi iUmO I 12. File Becomes Inactive Alter 

I 7 years after term nation 

• Daily • Weekly [ 3 Monthly • Annn.Uy Number • Uonth(s) B Yearfa) 

13. Current LocetiorVs) (Bide . Floor. Room) 

CMAet of Personnel County S a m a i Plan. Suite 101 

14. la Record Sanaa Dupbcati 

g | Ya» • No 

Copies provided to Finance S 

>d Elsewhere? (If yes. apeofy agency or office ) 

Budget and Peraonnel Analyst 1. 

IS. Accra Restndons (If Van, cite lew(s) I Regulation^) 

B V m • NO 

Paraonnal Chapter M of the County Coda 

I M-2-201 Records 

| 86-2*202 Records review 

16. Audit Raquiromanls 

H None • Slate • Federal • Independent 

17. I* an Index System used? If yea. erupt*n briefly and describe requirements 

• V l l 0 Ho 
18. Recommended Retention 

Retain 7 years after termination then destroy. 

19. Name and Title ol Preparer 

Gail Davis Bourdon. Personnel Director 

20. Telephone Number 

410-535-1600 ext. 2358 

21. Date 

Sepetmber 9, 2014 

OGS 55<M (Rev 1/85) 



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 
<10-799-1930 

AGENCY RECOROS INVENTORY 

PACE ^ Of y ^ T 3 H 

1. Department/Agency 

County Commissioners for Calvert 

County, MD 

2. Division 

Office of Personnel 

3. Unll 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit lor re erence as well as retention and disposition purposes. 
4. Record Series Tills 

Eligibility Verification Form and Record (1-9) 

5. Earliest Year/Latest Year 

Nov 1986 lo Present 

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

Employer verification of any new hire is a U.S. citizen, resident alien, or legal immigrant eligible to work in U.S. as required by the U.S. Immigration and 

Naturalization Service. 

7. Record Sarin Formetfa) Lai all 

E l Letter Sue Q Microfilm 

• Legal Size • Computer Tepe 

• AuOoTsps • Floppy Disk 

• Bound Bock • Video Tepe 

• other (speedy) 

a Record Series Sequence 

Alphabetical 

n Numerical 

• Chronological 

• Geographical 

i s Other (epeofy) Cwrem, Termmeied 

Files 

« Volume 

2 

Number 

• File Orawer(e) 

• MicroJfm ReeKs) 

• Computer Tapa(a) 

S Other (speedy) file folders 

7. Record Sarin Formetfa) Lai all 

E l Letter Sue Q Microfilm 

• Legal Size • Computer Tepe 

• AuOoTsps • Floppy Disk 

• Bound Bock • Video Tepe 

• other (speedy) 

a Record Series Sequence 

Alphabetical 

n Numerical 

• Chronological 

• Geographical 

i s Other (epeofy) Cwrem, Termmeied 

Files 

10. Annuel Accumuiabon 

- 1 2 8 

Number 

• File Drawar(a) 

• Microftm Reel(s) 

• Computer Tape(s) 

B Ofher (spedfy) farms 

11 File a Used 

• Oeily H Weekly Q Monthly • Annually 

12. File Becomes Inactive After 

See f i t bek>» 

Number • Monlh(a) • Yeaifa) 

11 Currenl Localicri(s) (BMg. Floor. Room) is le Record Setiee Duplicated EJeewhere? (If yes. spedfy agency or office ) 

• Yea 0 No 

15 Access Reelnctiene (If Yes. die Law(a) » Raoulalmn(s) 

• Yes H No 

16. Audit Requirements 

• None [ 3 state Federal [ 3 Independent 

17 le an Index System used? II yea. axpfein briefly end describe reqiaramenla 

• Yes B No 
18. Recommended Retention 

Retain 3 years after date of hire or 1 year after termination date, whichever is 

longer, then destroy. 

19 Name and Title of Preparer 

Gall Davis Bourdon, Personnel Director 

20. Telephone Number 

410-535-1600 ext. 2358 

21. Date 

September 9, 2014 

DCS S5W (Re«. IK) 



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 
410.719-19130 

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

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410.719-19130 

PACE i b OF 3 ^ 

1. Department;Agency 

County Commissioners for Calvert 

County. MD 

2. Division 

Office of Personnel 

3. Unit 

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

Employee Directories, Rosters, or Indexes 

5. Earliest Year/Latest Year 

2012 to Present 

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

series.) 

Listings of employees which may include work assignments, phone numbers, or work addresses. (Ex. Emergency Contact Binder) 

7. Record Series Format(e) Uel all B Record Senee Sequence 9. Volume 

• Letter Site • Microfilm E l Alphabetical Number 

E l Legal S«ze • Computer Tape 

• Audio Tape • Floppy Oiak 

• Bound Book • Video Tepe 

• Numerical 

• Chronological 

• Geographical 

• Fie Drewer<e) 

• Microfilm Raal(s) 

• Computer Tape<e) 

0 Other (specify) Binder 

• Other (specify) • Other fepeafy) 
10. Annuel Accumulation 

1 (uodeled every E months) 
Number 

• File Drawees) 

• Microfilm Rael(a) 

• Computer Tapa(a) 

E l Other (specify) Binder 

11 FfcaUaed 

• Daily • Weakly • Monthly H Annually 

12 File Becomes Inactive Altar 

Until supeieeded 

Number • Mnnlh(e) • Yeer(s) 

II 13 Cerent localisn(a) (Bldg.. Floor, Room) 

Office of Penonnel. County Services Plaza, Surta 101 

14. Is Record Senes CXipllcaied Eleewhere7 (If yea. apedfy agency or office.) 

• Yee 0 No 

15 Aoceae Restrictions (If Yes. ale Law(e) & Rogulal»n(e) 

• Yee H No 

16 Audit Requirements 

H None • State • Federal • Independent 

17. Is en Index System ueed? If yes, explain briefly end deecrtie requirements 

• Yes B No 
18. Recommended Retention 

Retain until superseded then destroy. 

19. Name and Title of Preparer 

Gail Davis Bourdon, Personnel Director 

20. Telephone Number 

410-535-1600 exL 2358 
21. Dale 

September 9, 2014 

OSS SKM (Rev UV9) 



Instructions -Type or Prinl 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 
410.79*1830 

AGENCY RECORDS INVENTORY 

PAGE I I OF 3 5 

1. Department Agency 

County Commissioners for Calvert County, MD 

2. Division 

Office of Personnel 

3. Unil 

DEFINITION: RECORD SERIES: A group of related records normal y filed and used as a unil for reference as well as retention and disposition purposes. 
4. Record Series Title 

Employee Health Records 
5. Earliest Year/Lalest Year 

2008 to Present 

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

Health treatment or examination given to an employee by the agency or an agent of Ihe agency. (Fitness For Duty files) 

7 Reoord Series Formel(e) LlaiaJ 

I S Lattar Sua • Microfilm 

H LagaJ Size • Computer Tape 

• Audio Tape • Floppy Olak 

• Bound Book • Video Tapa 

P Other repecify) 

8. Record Senas 

Sequence 

MphiDMical 

• Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

30 

Number 

• Frie Drawer(s) 

• Microfilm Reel(a) 

• Computer Tape(s) 

£3 Other (epecrfy) Face 

7 Reoord Series Formel(e) LlaiaJ 

I S Lattar Sua • Microfilm 

H LagaJ Size • Computer Tape 

• Audio Tape • Floppy Olak 

• Bound Book • Video Tapa 

P Other repecify) 

8. Record Senas 

Sequence 

MphiDMical 

• Numerical 

• Chronological 

• Geographical 

• Other (specify) 

10. Annuel Accumulation 

- 10 

Number 

• Fie Drewsr(s) 

• Mtcroftm Reel(a) 

• Computer Tepe(s) 

B Other (apeafy) Fjjae 

11. File la Ueed 

• Daly • Weekly ( 8 Monthly • Annuelly 

1 12. File Becomes Inactive After 

30 ysar* after departure 

Number Q Month(e) H Yaar(a) 

13. Current Locallon(a) (BWg . Floor. Room) 

Office of Personnel. County Services Plea. Suite 101 

14. la Record Sanaa Duplicated Elsewhere? (If yea, apacrfy agency or uflioe ) 

B Yee Q No 

Copy provided to deparlmenl/divieion 

16. Access Reetnclmne (If Yea. ate Lawfa) 1 Ragiialion(a) 

12 Yea • No 

Health Ineurance PortabHily and Accountability Act of 1996 (HIPAA, Pub.L 104-191.110 Sut 1936. enacted 

Auguel 21. 1996) 

Raleeee of lilformolion Authortzelion signed by employee 

16. Audi Requirements 

0 None • s t a t e • F e d e r a l • Independent 

17 la an Index Syatam used? II yes explain boely and deacnbe requirements 

• Yaa 
18. Recommended Retention 

Retain 30 years after departure of employee then destroy. 

19. Name and Title of Preparer 

Gail Davis Bourdon, Personnel Director 

20. Telephone 

Number 

410-535-1600 ext. 

2358 

21. Dale 

Septerriber 9, 2014 

j 

DOS 3KM {UK. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup. Maryland 20794 
410-7W-MM 

AGENCY RECORDS INVENTORY 

PACE J A . a t J & M 

1. Department/Agency 

County Commissioner* for Calvert 

County. MD 

2. Division 

Office of Personnel 

3. Unit 

DEFINITION: RECORD SbRIES: A group of related records normally filed and used as a unil for reference as well as retention and disposition 
purposes. 
4. Record Series Title 

Employee Personnel Files 
5. Earliest Year/Lalest Year 

1973 to Present 

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

Documentation on an individual's employment history. 

7. Record Sarin Formosa) Ltst ail 

E3 Latter Sua Q Microfilm 

E l Legal Size Q Computer Tepe 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (epectfy) 

6. Record Sanaa Sequence 

I S Alphabetical 

• Numerical 

O Oironoto»cal 

• Geographical 

• Other (epecify) 

B Volume 

3 eodione (2 active. 1 non-aOve), atoo 3 year* cl oldoal inactive IHea kept m 

locked doeet ecroea the hall 

• File Drawer(a) 

• McroIMm ReeVe) 

• Computer Tape (e) 

a Other (opacify) Locked rottng We cabinet 

10. Annual Accumulation 
- 250 
Number 

• Fila Drawerfa) 
• Mnrolttm Reel(e) 
• Computer Tepe(e) 
H Other (specify) Rles 

|| 12. Fie Baoomea Inactive After 
7 yean after depame 
Number • Month(s) ( 3 Yeer(e) 

11 FileieUaed 

I S Da*y • Weekly • Monthly • Annually 

13 Current Locaiion(e) (BkJa . Floor, Room) 

Office of Personnel County Services Plaza. Suite 101 

14. I* Record Series Duplicated Elsewhere? (If yea. speedy agency or office.) 
• Yes H No 

15 Acceee Restrictions (If Yee. bis Lsw(a) I Regutslion(a) 

E l Yes • No 

Personnel Chapter 86 of the County Code 
§86-2-201. Records. 
§ 86-2-202. Records review. 

16 Audit Requirements 

• None • State • Federal 0 Independent 

17 la an Index System used? ir yea. explain bnefly end deeenbe requirements 

• Yea H No 
16. Recommended Retention 

Retain f j years after departure of employee then destroy. 

19. Name and Title of Preparer 
Gall Davis Bourdon, Personnel Director 

20. Telephone Number 

410-535-1600 ext. 2356 

21. Date 

^AnipmhAr Q OA14 vCptvmwUi 9, CV I "V 

DOS 990-4 (Rev 1*3) 



Inslruclions -Type or Print a separate form lor DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
41079919J0 

AGENCY RECORDS INVENTORY 

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 
41079919J0 

PAt* 1 3 OF ^ ^ 

1. Department/Agency 

County Commissioners for Calvert 

County, MD 

2. Division 

Office of Personnel 

3. Unit 

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

Equal Employment Opportunity Records and Reports (EEOC) 
5. Earliest Year/Latest Year 

1991 to Present 

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

series.) 

Agent copy of records or reports required lo be kept or submitted by Ihe Equal Employment Opportunity Commission. (EEO-4) 
7 Record Sarin Format(a) Liat all 

H Lohei Srze • MraoBlm 

• Legal S iu • Computer Tape 

• Audio Tape • Floppy Oak 

• Botnd Book • Video Tape 

• Other (specify) 

8 Record Sanaa Sequence 

• Alphabetical 

• Numerical 

E l Chronological 

• Geographical 

• Other (specify) 

9 Volume 
2 
Number 

• File Drawerta) 
• Microfilm Reet(a) 
• Computer Tape(e) 

I S Other (epeoify) Folders 

7 Record Sarin Format(a) Liat all 

H Lohei Srze • MraoBlm 

• Legal S iu • Computer Tape 

• Audio Tape • Floppy Oak 

• Botnd Book • Video Tape 

• Other (specify) 

8 Record Sanaa Sequence 

• Alphabetical 

• Numerical 

E l Chronological 

• Geographical 

• Other (specify) 
10. Annual Accumulation 

1 report every 2 yeara 

Number 

• File Drawer(e) 

• Microfilm Reet(a) 

• Computer Tape<e) 

E l Other (opacify) Rapon 

I I .FtaiaUaad 

• DaKy • Weekly • Monthly Q Annually 

12 Fta Becomea Inactive After 
NA 
Number • Mcnth(a) •Yaer (a ) 

13 Currant Locaion(a) (BW( . Floor. Room) 
Office of Peraonnel. County Servtoee Plaza, Suite 101 

14 la Record Sanaa Duplicated Elaewhare? (II yea, apecrty agency or office) 

• Yea E No 

15 Acoaaa Raatrictiona (If Yea. cite L w l i l A RegUelion<a) 

• Y«s H No 

16 Audit Reqiaremenla 

0 None n Stela • Federal O Independent 

17. la an Index Syetarr ueed? ir yea. explain brtelly end deeaibe requiramente 
• YM B l t o 

18. Recommended Retention 

^ y A + r s , tke-vJ 

19. Name and Title of Preparer 

Gail Davis Bourdon, Personnel Director I 
20. Telephone Number 

410-535-1600 exl. 2358 

21. Date 

September 9, 2014 

OGS S5CM (R«v 1/SJl 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

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

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

page 1 4 O F 3 i 

1. Departmenl/Agency 

County Commissioners for Calvert 

County, MD 

2. Division 

Office of Personnel 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally Died and used as a unit for reference as well as retention and disposition 
purposes 
4. Record Series Title 5. Earliest Year/Latest Year 

Exil Interview Files 2010 to Present 

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

series.) 

Documents the interview of employees prior to Iheir departure from an agency. 

7 Record Series FormaVa) Lialal B Record Series Sequence 9 Volume 
n 

H Letter Size • Microfilm E3 Alphabetical 

£ 

Number 

Legal Size Q Computer Tape • Numerical • Fie Ormer(s) 

• MicroRm RaaKe) 

• Audra Tape Q Floppy Dak E l Chronological O Computer Tepe(s) 

E l Other (epeotfy) Acoordwn flies 
• Bound Book Q Video Tape [ | Geographical 

10. Annual Accumulation 
• Other (specify) • Other (apeafy) - 1 2 

Number 

• File Drawar(e) 

• MlerofUm Reei(e) 

n Computer Tepefc) 

[ 3 Other (apeafy) Forms 

11. Fi l *aU*ad 

• Duly • Weekly • Monthly Q Annually 

12. FD* Becomes Inactive Alter 

3 

Number • MonllX*) H Year(a) 

13. Cuiram LocalKXXD (Bldg . Floor. Room) 

Office of Personnel. County Service* Plaza. Suae 101 

14 le Record Senee Dupicaled Elsewhere? Of yea. specify agency or office) 

£3 Ye* • No 

Copy provided to Department Heed 

15 Adceea Restriction* (If Yae. Ma Law(*)» R*gglation(a) 

• Yee E3 No 

1ft Audit Requramenls 

EJ None • Slate • Federel • Independent 

17. la ar Index System uaed? If ye*, explain briefly and describe roquramenle 

• Yas E ) No 
18. Recommended Retention 

Retain 3 years then destroy. 

19. Name and Tllle of Preparer 

Gail Davis Bourdon, Personnel Director 

20. Telephone Number 

410-635-1600 ext. 2358 

21. Date 

September 9, 2014 

OGS SKM (Rev. 1*3) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

wilh Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
416-799-1B30 

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

each new or revised record series. Forward 

wilh Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
416-799-1B30 

— 1 5 or 

1. Department/Agency 

County Commissioners for Calvert 

County, MD 

2. Division 
Office of Personnel 

3. Unit 

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

4. Record Series Title 

Grievance Case Files and Reports 

5. Earliest Year/Latesl Year 

1992 lo Present 

6. Record Series Description (Briefly describe (he types of infbrmation/documenls/forms f 
series.) 

Proceedings of an employee grievance including the initial complaint, actions, investigate 

sund in the series. Include Ihe purpose or function of the 

n, summary and disposition. 
7 Record Senee Formst(a) List all 

E l Lalter Size • Microfilm 

Legal Sue Q Computer Tapa 

• Aui*o Tape • Floppy Disk 

• Bound Book • Video Tapa 

• Olh.r (specify) 

I Record Senaa Sequence 

E l Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (specrfy) 

B Volume 

I 

Number 

• File Drawarta) 

• Microfilm Reel(s) 

I 1 Compuier Tape(a) 

H Other (specify) She!! of locked tie cabinel 

10. Annuel Accumulation 

- 4 

Number 

• Fta Orewer(s) 
• MicroHm Reel(s) 

Q Computer Tapa(a) 

E3 Other (specify) Forms 

11. File is Deed 

• Daily • Weekly Monthly Q Annually 

12 F4e Becomes Inactive After 

NA 

Number • Month(s) • Yaar<») 

13. Current Locatton(e) (Bids • Floor. Room] 

Office of Personnel. County Services Plaza, Suite 101 

14 is Record Series Duplicated Elsewhere' (If yea. epeafy agency or office ) 

• Yaa B No 

15 Access Reeincbone (If Yaa. ate Lew(e) I Regulates) 

El Yaa • Mo 

Personnel Chapter 36 of fts County Coda 

1(6-2-201 Records 

166-2-202. Records review 

16 Audit Requeements 

E l None • State • Federal • Independent 

17 la an Indan System used? II yes explain bnsfly and descnbe requirements 

• Yes 0 No 
1B. Recommended Retention 

Retain (jermangnlly. 

' 7 

19. Name and Title of Preparer 
Gall Davis Bourdon, Personnel Director 

20. Telepfione Number 

410-535-1600 ext. 235B 

21. Dale 

September 9,2014 

DCS 550-1 (Rev I TO) 



Instructions -Type or Print a separate lomn lor each new or 

revised record series. Forward with Records Retention 

Schedule (DCS 550-1) 

DEPARTMENT OF GENERAL 

SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

AGENCY RECORDS INVENTORY 

1. Department/Agency 

County Commissioners for Calvert County, MD 

2. Division 

Office of Personnel 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normal y filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Health Certificates - Employees 

5. Earliest Year/Latest Year 

2010 to present 

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

Medical Documentation verifying an employee's ability to perform a specific task, function, or job, or verifying that employee's health meets requirements set by 

the County. (CDL Medical Examiner's Certificates) 
7. Record Series Formet(s) List aP 6. Record Senes 9 Volume 

Saquenoe 1 ahaW 

g ) Letter Sat • Microfilm Number 

E ) Atphebatical 

o Legal See • Computer Tape • File Drawer(s) 

• Numerical • Moofilm Reel(s) 

• Audio Tape • Floppy Dim • Computer Tape(S) 

r~l Chronological E3 other (specify) Locked Me cabinet 

• Bound Book • Vdao Tapa 
Q Geographical 10. Annual Accumulation 

• Other (epeotfy) - 5B 
• Other (specify) Number 

• FSs Drawees) 

• Microfilm Reel(s) 

• Computer Tepe(s) 

H Other (specify) Certificates 

11 FileaUsed 

• Daily • Weekly Monthly • Annually 

12. F4e Becomes Inactive After 

3 yaeni after employee departs position 

Number • Monihfe) B Yearfe) 

13 Current Looe«on(s) (Bldg . Floor. Room) 

Office or Personnel. County Services Plaza. Suite 101 

14. Is Record Senas Duplicated Elsewhere? (If yee. specify agency or office.) 

B Yee • No 

Department rsleme oopy. 

15 Accase Reelnctione (If Yea ata Lew(s) & Reguleton(e) 

H Yea • No 

Health Inauranoa PortabAly and AocountaMrly Act of 1996 (HIPAA; Pub L 104-191,110 Slal 1936. enacted 

August 21. tggfi) 

16. Audit Requirements 

• None H State { 3 Federal • Independent 

17. le an Index System used? If yes. explain briefty and describe requirements 

• Yaa E ) No 
18. Recommended Retention 

Retain 3 years after employee departs position requiring certificate 
then destroy. 

19. Name and Title of Preparer 

Gall Davis Bourdon, Personnel Director 

20. Telephone 

Number 

410-535-1600 ext. 

2358 

21. Date 

September 9, 2014 

OOSBSOJlAev 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1} 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

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

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1} 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

pass I V o r J f t 3 1 / 

1. Department/Agency 

County Commissioners for Calvert 

County, MD 

2. Division 

Office of Personnel 

3. Unit 

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

Pay Classification Records 

5. Earliest Year/Latest Year 

1992 to Present 

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

series.) 

Determination of compensation for an individual, a job, or a group of jobs within the County. (Position Information Forms. Reclassification, 

Classification and Compensation) 
7 Record S a r i n Formats) Lial ell 

H i elter Size • Microfilm 

E l Legal Size O Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (apecify) 

6 Record Senas Sequence 

• Alphabetical 

• Numerical 

E l Chronological 

• Geographical 

• Other (speedy) 

9. Volume 

I ehelt 

Number 

• File Drewer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

C3 other (specify) Locked file i 

10. Annuel Accumulation 

- I S 

• Fie Drawar(s) 

• Microfilm Reet(a) 

• Computer Tape(a) 

S I Other (specify) Requeete and/or Position Information Forms 

11. Fit. is Used 

Q Doily • Weekly • Monthly g Amuslly 

12 Fds Becomes Inactive After 

3 

Number • Monm(s) 0 Yssr(s) 

13 Current Locetion(e) (BfOg . Floor. Room) 

Office of Paraonnel Counly Services Plaza. Stale 101 

14 Is Record Senas Duplicated Eleewhere? (H yee. specify agency 

• Yea B No 

IS Access Restrictions (if Yea cite Law(s) 1 Ragui iMnd) 

• Yee No 

16 Audit Requirements 

B Nona • Stela • Fedeiel • Independent 

17. Is en Inde* System used? If yea. axptem briefly end deeenbe requremenle 

• Yes O No 

18. Recommended Retention 

Retain 3 years from date of determination then destroy. 

19. Name and Title of Preparer 
Gail Davis Bourdon, Personnel Director 

20. Telephone Number 

410-535-1600 ext. 2358 

21. Dale 

September 9, 2014 

DCS 550-1 [Rev IIS J) 



InslrucJions -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 
4W-7M-1M0 

AGENCY RECORDS INVENTORY InslrucJions -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 
4W-7M-1M0 

1. Department/Agency 

County Commissioners lor Calvert 

County, MD 

2. Division 
Office of Personnel 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for re 
purposes. 

erence as well as retention and disposition 

4. Record Series Title 

Personnel Action Notices 

5. Earliest Year/Lalest Year 

19.73 lo Present 

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

series.) 

Personnel actions which effect an employee's pay. grade, job title or classification. Includes changes of pay or status. (Part of employee's personnel 

Rle) 
7. Record Series Formats) Lis! all 

0 Letter Size • MooSm 

• Legal Size [ ] Computer Tepe 

o Audio Tape • Floppy Die* 

• Bound Book • Video Tape 

• Other laoedM 

B Record Sanea Sequence 

12 Alphabetical 

• Numerical 

0 Chronological 

• Geographical 

• Other (specify) 

g Volume 

3 sections (2 ectrve. 1 non-ective). also 2 yeers of oMeet inactive dies kept si 
locked dosel across lha hall 
Number 

P I File Drewer(s) 
• Microfilm ReeKa) 
• Computer Tape(s) 

E I Other (epeofy) Locked rolling file cabinet 

7. Record Series Formats) Lis! all 

0 Letter Size • MooSm 

• Legal Size [ ] Computer Tepe 

o Audio Tape • Floppy Die* 

• Bound Book • Video Tape 

• Other laoedM 

B Record Sanea Sequence 

12 Alphabetical 

• Numerical 

0 Chronological 

• Geographical 

• Other (specify) 10- Annuel Aocumi4alion 
- 2 5 0 
Number 

• FHe Drawees) 

• Microfilm Ra*l(s) 
• Computer Tepe(e) 

E l Other (specify) Notices 

11. F4e is Used 

H Daily • Weekly • Monthly • Annually 

12 File Becomes Inactive Alter 

7 years altar departure 

Number • Monlh(s) E l Yaar(a) 

13 Currant Location^) (Bldg . Floor. Room) 

Office of Personnel. County Services Plaza. Suils 101 

14 Is Record Series Duplicated Eleewhere7 (If yes. specify agency or office.) 

• Yea El No 

1S Access Restrictions (II Yes die lav(a) I Regulations) 

El Y«s • Mo 

Personnel Chapter K a! Ihe County Cede 

I 66*2-201 Records 

| 66-2-202 Records renew 

16. Audit Requirements 

• None • Stall • Federal $ Independent 

17 Is en Index System ueed? I' yes. espleln bnefly and deaonbe requirements 

• Yes B No 
16. Recommended Retention 

Retain 7 years after termination then destroy. 

19. Name and Title of Preparer 

Gail Davis Bourdon, Personnel Director 

20. Telephone Number 

410-535-1600 ext. 2358 

21. Dale 

September 9, 2014: 

DG6 550-«(Rev 1 r»l) 



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 

AGENCY RECORDS INVENTORY 

PAGE IS » J 5 3 i 

1. Department/Agency 

County Commissioners for Calvert 

County, MD 

2. Division 

Office of Personnel 

3. Unit 

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

Personnel Reports 

5. Earliest Year/Lalesl Year 

2000 to Present 

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

series.) 

Activities by personnel officers to others in County and outside of County. (Current Salary Listings, Leave Reports. Evaluation Reports, etc.) 
7 Record Senas FormeUe) L»t all 

H Latter Sue • Microfilm 

13 Legal Size Q Computer Tape 

• Audio Tape • Floppy Dak 

• Bound Book • Video Tape 

• Other (epsoty) 

8. Record Sense Sequence 

H Alphabetical 

[~l Numerical 

0 Chronological 

f~l Geographical 

• Other (apeafy) 

B Volume 
1 

Number 

• Fne Drewer(s) 
• Microfilm ReeKs) 
O Computer Tape[a) 
H Oilier (apadfy) Fjjes 

10. Annuel Accumulation 

- 3 6 

Number 

• Fie Drawees) 
• Microfilm Reel(e) 

• Computer Tapa(i) 

E l Other (specif) Reports 

11 File is Used 

• Deily • Weakly E l Monthly • Annualy 

12. F3e Becomes Inactive After 
NA 
Number • Monlh(s) • Yaar(a) 

13. Currant Location(a) (Bldg.. Floor. Room) 
Office of Personnel Cotzily Services Plaza. State 101 

14 Is Record Senee Duptcated Eleewhers? (If yee. specify egancy or office ) 
• Yas B No 

15 Access Restrictions (II Yea. ate Law(s) I Raguleuon(a) 

• Yas H No 

16 Audit Requirements 

0 None • Stale • Federal • Independent 

17. la an Index System used? If yas. attain bnedy and describe requirements 

• Yes 13 No 
18. Recommended Retention 

Retain a^Toftt) n jdminltlraUyelv useful thaD-dflslrev. 

5V "/Iter? oles b~ay 

19. Name and Title of Preparer 

Gall Davis Bourdon, Personnel Director 

20. Telephone Number 

410-535-1600 ext. 2358 

21. Date 

September 9, 2014 

DCS 550-1 (Re> 1/B3) 



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 
410-7BS-1S30 

AGENCY RECORDS INVENTORY Instructions Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-7BS-1S30 

PAGE C3D OF 3 ^ 

1. Department/Agency 

County Commissioners for Calvert 

County, MD 

2. Division 

Office of Personnel 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a 
purposes 

unll lor reference as well as retention and disposition 

4. Record Series Title 

Position Classification and Description Files 

5. Earliest Year/Lalesl Year 

1995 to Present 

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

series.) 

Task requirements for performing a job and/or County approval of descriptions. (Class specifications.) 
7 Record Senas Format(a) Liai all B Record Senas Sequence 9 Volume 

I S Leltsr Sua • Microfilm B Alphabetical Number 

• Legal Sua Q Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tepe 

• Numerical 

• Chronological 

Q Gengrepfncal 

• File Drawar(e) 

• Microfilm Real(s) 

• Computer Tape(a) 

B Other (specrfy) Binders (Executive Adminislretive Aides bookshelf) 

• Other (BDecrfv) • Other (specify) 
10. Annual Accumulalicn 

- 2 5 
Number 

• File Drawer(a) 

• Microfilm Rael(a) 

[71 Computer Tape(a) 

B Other (epeofy) Descriptions 

11 File ia Ueed 

• Daily • Weekly B Monthly • Annuaiy 

12 File Becomi 
NA 

Number 

s Inactrvs After 

• Mcmh(a) • Year(a) 

13. CurTent Locations) (Bktg . Floor, Room) 

Office of Psraonnel, County Services Plaza. Suite 101 
14 I t Record Sanaa Duplicated Elsewhere? (If yee. epeofy agency or olBoe.) 

• Yes B No 

15 Access Restriction (M Yea cite Lew(a) I Ragutabonis) 

• Yes B No 
16 Audit Requirements 

B None • Stale • Federal • Independent 

17. la an Index System ueed? If yea explain briefly and describe requirements 

• Yee B No 
18. Recommended Retenlion 

Retain until elimination of position or as long as administratively useful 

then destroy. , 
otfh'41 i~<tc*rol 

19. Name and Title of Preparer 

Gail Davis Bourdon, Personnel Director 

20. Telephone Number 

410-535-1600 ext. 2356 
21. Date 

September 9, 2014 

DGS 650-4 (Rov 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

(410)799-1930 

ELECTRONIC RECORDS INVENTORY INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW/REVISED 
ELECTRONIC RECORD SERIES. FORWARD 
WITH 
RECORDS RETENTION SCHEDULE (DGS 
550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

(410)799-1930 Paae of 

1 DEPARTMENT/AGENCY 

County Commissioners for Calvert 
County, MD 

2 DIVISION 

Office of Personnel 

3 UNIT 

4 ELECTRONIC RECORD SERIES TITLE 

Position Classification and Description Files 

5 EARLIEST YEAR/LATEST YEAR 

1998 T O Present 

6 INPUT - Identify source of information to be entered 

Class Specifications 

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

Class Specifications 

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

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

S drive. Personnel - Class Specifications 
T drive. Shared Personnel - Old Class Specifications 

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

All Office of Personnel staff have access to the S and T drives. 

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

Class specifications are created or updated as needed on the S drive. Old class specifications are saved to the T drive. 

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. 

Main electronic data file is maintained by Technology Services. 

12 RECOMMENDED RETENTION 
Retain until elimination of position or as long as administratively useful then destroy. r e c * / ^ / 

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

Gail Davis Bourdon 410-535-1600 ext. 2358 September 9, 2014 ! 

16 TITLE OF PREPARER 
Personnel Director 

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 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Page ^ of g j t f 

1 DEPARTMENT/AGENCY 

County Commissioners for Calvert 
County, MP 

2 DIVISION 

Office of Personnel 

3 UNIT 

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

4 ELECTRONIC RECORD SERIES TITLE 

Position Classification and Description Files 

5 EARLIEST YEAR/LATEST YEAR 

' 2 C O 7 - TO Present 

6 INPUT - Identify source of information to be entered 

Class Specifications 

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

Class Specifications 

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

NEOGOV Applicant tracking - Class Specifications 

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

All Office of Personnel staff have access to NEOGOV based on their role in Ihe recruitment process. 

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

Class specifications are created or updated as needed. 

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 Ihe record's authorized life cycle, 

Main electronic data file is stored by the contractor, GovernmentJobs.com, Inc. 

12 RECOMMENDED RETENTION 
Retain until elimination of position or as long as administratively useful then destroy. r t c o s e / 

13 TYPED OR PRINTED NAME OF 
PREPARER 

Gail Davis Bourdon 

14 TELEPHONE NUMBER 

410-535-1600 ext. 2358 

15 DATE 

September 9, 2014 ; 

16 TITLE OF PREPARER 
Personnel Director 

DGS 550-1A 



Instructions -Type or Print a separate form (or 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 
Jessup, Maryland 20794 

410*799-1930 

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

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 
Jessup, Maryland 20794 

410*799-1930 

PAGE A 3 OF ^ ^ 

1. Department/Agency 

County Commissioners for Calvert 

County, MD 

2. Division 

Office of Personnel 

3. Unit 

purposes . 

4. Record Series Title 

Promotion/Demotion. Layoff, Termination, or Tenure Records 

5. Earliest Year/Latest Year 
2010 to Present 

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

series.) 

Selection or non-selection of an employee for promotion, demotion, layoff, termination, or tenure. (Application files or Department Subject files.) 
7. Record Series Foonal(a) Lai SO 

0 Latter Sue • MieroKm 

E) L«0«I Size Q Computer Tape 

• Audio Tape • Floppy DISK 

• Bound Book • video Tapa 

• Other(specify) 

8 Record Sanaa Sequence 

E l Alphabetical 

• Numerical 

E3 Chronological 

f~l Geographical 

• Other (specify) 

S Volume 

4 

Number 

• File Drawer(s) 
• Microfilm Real(s) 
I 1 Computer Tape(a) 

H Other (specify) Sections of locked rol>ng llle cabinet 

10. Annuel Accumulation 
- 2 0 0 

Number 

• Fde Drawer(e) 

• Microfilm Raal(a) 

• Computer Tape(s) 

E l Other (epecify) Files 

11 File M Used 

• Daily • Weekly E l Monthly • Annually 

12. File Becomes Inactive After 

3 
Number • Monlh(a) 0 Year(s) 

13 Currant Local»n(e) <8Mg. Floor. Room) 
Office of Personnel County Services Plata. Soils 101 

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

• Yae El No 

IS. Access RestnctiDne (If Yas.ote Lew(») & Regulatnn(a) 

• Yes H No 

16 Audit Requirements 

None • State • Federal • Independent 

17 la an Index System used? If yea. explan bneffy and describe requirements 

• Yea B N ° 
18. Recommended Retenllon 

Retain 3 years then destroy. 

19. Name and Tille of Preparer 
Gall Davis Bourdon, Personnel Director 

20. Telephone Number 

410-535-1600 ext. 2358 

21. Dale 

September 9, 2014 

•OS MOJ (Rev 1/931 



Instructions -Type or Print a separate form lor 

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 
41D-789-1B30 

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

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 
41D-789-1B30 

M „ 

1. Department/Agency 

bounty Commissioners for Calvert 

County. MD 

2. Division 

Office of Personnel 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as b unit for reference as well as retention and disposition 
purposes. 
4. Record Series "Title 

Recruitment, Hiring, Interview, and Selection Records 

5. Earliest Year/Latest Year 
2010 to Present 

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

series.) 

The process of recruiting, selecting, hiring, and promoting employees. Includes selected and rejected applicants, position descriptions, copies of 

announcements, advertisements, applications, selection criteria, evaluations and rankings. (Application files.) 
7 Record Senas FormaKs) Hat all 6 Record Series Saquenoe t Velums 

2 (action* 

g ) Latter Sua Q Microfilm 0 Alphabetical Number 

I S Legal Size • Computer Tape • Numerical • File Drawerte) 

• Microfilm Reel(e) 

• Audio Tape • Floppy Disk Chronotapcel • Computer Tape(s) 

£3 Other (spodfy) Locked rodng die cabinet 
• Bound Book Q Video Tape • Geographical 

10. Annual ^cumulation 
• Other (specify) _ _ • Other (specify) - 100 

Number 

• Fie Drawerfe) 

• Microfilm RtaKa) 

• Computer Tepe<e) 

E3 Other (specify) F i N 

11. File is Used 

• Daily • Weakly Monthly • Annually 

12. File Becomei Inactive After 

3 

Number • Mont)i(a) g ) Year(e) 

13. Current LoceUonO) (Bldg . Floor. Room) 

Office of Personnel. County Service! Plata, Sulla 101 

14 la Record Senee Duplicated Elsewhere? (I' yes. epeafy agency or office ) 

• Yes H No 

IS Access Restrictions (If Yes. cile Lew(s) ft Regulations) 

• Yes H No 

16 AsKfct Requirements 

0 None • s t a t e • F e d e r a l • Independent 

17. Is an Index Syetem ueed? If yea. explem briefly and describe requirements 

• Yea H No 
18. Recommended Retention 

Retain remaining documents 3 years after position is filled then destroy. 

19. Name and Title of Preparer 
Gail Davis Bourdon, Personnel Director 

20. Telephone Number 
410-535-1600 ext. 2358 

21. Date 

September 9,2014 

DOE S60 4 (Rsv 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Page 3 5 of 

1 DEPARTMENT/AGENCY 

County Commissioners for Calvert 
County, MP 

2 DIVISION 

Office of Personnel 

3 UNIT 

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

4 ELECTRONIC RECORD SERIES TITLE 

Recruitment, Hiring, Interview, and Selection Records 

6 INPUT - Identify source of information to be entered 

Applicant Tracking 

5 EARLIEST YEAR/LATEST YEAR 

2009 TO Present 

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

Applications, Job Announcements, Requisitions, Reports, 

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

NEOGOV Applicant tracking - Applications, Job Announcements. Requisitions, Reports 

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

All Office of Personnel staff have access to NEOGOV based on their role in the recruitment process. 
County employees are identified as Originators, Liaisons, Hiring Managers, Approvers or Subject Matter Experts and are granted 
access based on their role in the hiring process. 

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

Data for each recruitment is created or updated as needed. 

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. 

Main electronic data file is stored by the contractor, GovernmentJobs.com, Inc. 

12 RECOMMENDED RETENTION 
Retain documents 3 years after position is filled, then destroy. 

13 TYPED OR PRINTED NAME OF 
PREPARER 

Gail Davis Bourdon 

14 TELEPHONE NUMBER 

410-535-1600 ext. 2358 

15 DATE 

September 9, 2014 

16 TITLE OF PREPARER 
Personnel Director 

T 

DGS 550-6 



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 

AG ENC Y RECORDS INVENTORY Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
410.799-1930 

P A O S ^ L O F 

1. Department/Agency 

County Commissioners for Calvert 

County, MD 

2. Division 

Office of Personnel 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for ref 
purposes. 

erence as well as retention and disposition 

4. Record Series Title 
Testing Records 

5. Earliest Year/Latest Year 

2010 to Present 

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

series.) 

Tests administered lor employee selection, evaluation, or promotion. (Application files.) 
T. Record Senas Formst(a) List atl 

E ) Letter Srze • Microfilm 

B Legal Sue • Computer Tepe 

• Audio Tepe Q Floppy Dak 

• Bound Book • Video Tepe 

• Other (epecify) 

8. Record Senas Sequence 

B Alphabetical 

• Numerical 

B Chronologrcel 

P Geographical 

• Other (epecffy) 

9 Volume 

? 
Number 

• File Drawees) 

• Microfilm Rael(a) 
• Computer Tepe<s) 

B Other (specify) Sections of locked rolang He ceboiel 

T. Record Senas Formst(a) List atl 

E ) Letter Srze • Microfilm 

B Legal Sue • Computer Tepe 

• Audio Tepe Q Floppy Dak 

• Bound Book • Video Tepe 

• Other (epecify) 

8. Record Senas Sequence 

B Alphabetical 

• Numerical 

B Chronologrcel 

P Geographical 

• Other (epecffy) 
10. Annual Accumulation 
- 2 5 
Number 

• File Drawar(e) 

• Microfilm Rsetts) 

• Computer Tepe(s) 

B Other (specify) Fries 

11 File is Ueed 

• Dei, • WeeWy C3 Monthly • Annuelly 

I 12 FdeBecomss Inactive Aflsr 

Number Q Month(a) B Yaar(a) 

IS. Current Locabonle) (Bldg . Floor. Room) 
Office of Personnel. Couily Semen Puna. Suae 101 

14. la Record Sanee Ouptcated Elsewhere? (If yes. specify agency or office ) 

• Yet B NO 

IS. Access Restrictions (II Yet. ate Lew(s) 1 Regulslion(s) 

• Yes B No 

16 Audll Requremenle 

B Nona • State • Federal • Independent 

17. Is an Index System ueed? II yea. explain briefly end deacnbe requirements 

• Yea B No 
18. Recommended Retention 

Retain 3 years after lest is administered then destroy. 

19. Name and Title of Preparer 
Gail Devis Bourdon. Personnel Director 

20. Telephone Number 

410-535-1600 ext. 2358 

21. Date 

• September 9,2014 

DCS 5604 (Rev 1/93) 



Instructions -Type or Print a separate form lor 

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 
410-799-1910 

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

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 
410-799-1910 

PACE 3 h OF . f f T 

1. Department/Agency 

County Commissioners for Calverl 

County, MD 

2. Division 

Office of Personnel 

3. Unit 

purposes. 
4. Record Series TilJe 

Training Records Nol Required lor Certification or Qualification 

5. Earliest Year/Latest Year 

2010 to Present 

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

series.) 

Courses, seminars, meetings, and workshops attended by employees. (Training files.) 
7 Record Series FormaUe) Uet ell 6 Record Senas Sequence 9 Volume 

2 shelves 

B letter Scte • Microfilm B Alphabetical Number 

B Legal Sue • Computer Tepe • Numerical • File Drawerls) 

• Microfilm Reel(e) 

• Audio Teps • Floppy Disk B Chronological • Computer Tape(e) 

B Other (epeofy) Locked rolling file cabinet 
• Bound Book • Video Tape • Geographical 

10. Annual Accumulation 

• Other (aoaafy) Q Other (specify) 2 0 - 2 5 

Number 

• File Drewer(e) 

• Microfilm Rael(a) 

• Computer Tapa(a) 

B Other (speedy) Filee 

11 F i le* Ueed 

• Daily • Weakly ® Monthly • Annually 

12 File Becomes Inactive After 

5 

Number • Mortlfye) 0 Year(e) 

13 Currant Localion(e) (Bldg . Floor. Room) 

Office or Personnel. Counly Services Plaza. Suila 101 

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

• Yes B No 

IS Aocass Restrictions (If Yes nls Law(a) t Rsgulaton(a) 

• Yes B No 

16 Audit Raquremenls 

B None • Slate • Federal • Independent 

18. Recommended Retention 

Retain 3 years after completion ol training then destroy. 

17. le an Index System used? If yes explain bnelly and describe requirements 

• Yee B No 

19. Name and Title of Preparer 

Gail Davis Bourdon, Personnel Director 

20. Telephone Number 

410-535-1600 ext. 2358 

21. Dale 

September 9, 2014 

DCS 550-1 |Rev 1/93) 



Instructions Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup. Maryland 20794 
410-799 1930 

AGENCY RECORDS INVENTORY Instructions Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup. Maryland 20794 
410-799 1930 

PAGE OF 

1. Department Agency 

County Commissioners for Calvert 

County. MD 

2. Division 

Office of Personnel 

3. Unit 

purposes. 
4. Record Series Title 

Unemployment Insurance Records and Reports 

5. Earliest Year/Latest Year 

2008 to Present 

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

series.) 

Payment or denial of unemployment claims. (Unemployment Tax Service subject file) 
7. Record Series Formats) Liel all 

B ) Leller Sue • Microfilm 

0 Legol Srze • Computer Tepe 

Q Audio Tepe • Floppy Disk 

• Bound Book • Video Tape 

• Other (epecafyi 

6. Record Series Sequence 

• Alphabetical 

• Numerical 

13 Chronological 

1 1 Geographies 

• Other (epenfy) 

I . Volume 

2hldele 

Number 

• File Drawar(a) 

n Microfilm Reel(s) 

• Computer Tape(s) 

0 Other (Specify) Locked mlkng Hie cabinet 

10. Annual Aeeumulalion 

- 100 

Number 

• Fee Orawer(s) 
• Microfilm Rael(a) 

• Computer Tape(s) 

[ 3 Other (specify) Requests for information 

11 File te Ueed 

• Daily ( 3 Weekly Q Monthly • Annually 

12. File Beoomee Insctive After 

5 

Number • Month(e) 0 Yeer(s) 

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

Office of Personnel. County Services Plaza Suite 101 

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

• Yes H No 

11 Access Restrictions (I I Yes orle Law(s) & Regutotion(s) 

• Yea H No 

16. Audit Reqisremertla 

H None • Stale Q Federal • Independent 

17 la an Index System ueed? If yes. esptast briefly and describe requirements 

• Yes B No 
18. Recommended Retention 

Retain 5 years after closure then destroy. 

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

— 
410-535-1600 ext. 2358 September 9, 2014 

OGS JKM (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

(410) 799-1930 

ELECTRONIC RECORDS INVENTORY INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW/REVISED 
ELECTRONIC RECORD SERIES. FORWARD 
WITH 
RECORDS RETENTION SCHEDULE (DGS 
550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

(410) 799-1930 Page of J f ? ^ 

1 DEPARTMENT/AGENCY 

County Commissioners for Calvert 
County, MD 

2 DIVISION 

Office of Personnel 

3 UNIT 

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

4 ELECTRONIC RECORD SERIES TITLE 

Unemployment Insurance Records and Reports 

5 EARLIEST YEAR/LATEST YEAR 

2012 (new) to Present 

6 INPUT - Identify source of information to be entered 

Information requests, wage requests, additional information 
requests 

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

Determinations/Decisions 

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

Online system used by contractor Unemployment Tax Services, Inc. for transmittal of unemployment information and requests. 

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

Executive Administrative Assistant, Personnel Aide and Personnel Director have access to the online system. Information 
entered when notified of pending claim(s) via email from Unemployment Tax Services, Inc. 

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

Information entered when notified of pending claim(s) via email from Unemployment Tax Services, Inc. 

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. 

Main electronic data file is maintained by Unemployment Tax Services, Inc. 

12 RECOMMENDED RETENTION 
Retain 5 years after closure then destroy. 

13 TYPED OR PRINTED NAME OF 
PREPARER 

Gall Davis Bourdon 
I 

14 TELEPHONE NUMBER 

410-535-1600 ext. 2358 

15 DATE 

September 9, 2014 ; 

16 TITLE OF PREPARER 
Personnel Director 

DGS 550-6 



Instructions -Type or Print a separate form for 

aacft 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 207B4 

<11 H i IMS 

AG6NCY DECOR OS INVENTORY Instructions -Type or Print a separate form for 

aacft 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 207B4 

<11 H i IMS 

PACT Of 3 W 

1. Department/Agency 
County Commissioners for Calvert 

County, MD 

2. Division 
Ofllca of Personnel 

3. Unit 

DEFINITION: RECORD SERIES: A group 01 related records nomnaBy feed and usad as a unH far rat wboci as well es retention end dlspostton 

4. Record Series Title 
Appfcations ami/or Resumes 

5. EarVesI Year/Latesl Year 

2012 to Present 

6. Record Series Description (Briefly describe Ihe typos ol Infonviaflon/documenta/lorms fowd In the series. Include the purpose or fancfon ot the 
series.) 

Applications or resumes reoehwd for which no position has been announced. (Returned Resumes/Applications subject Be.) 
7. R»pcrt Sanaa Forrartfc) Lata! 

0 L e » a r S n » • n w u l h i 

B l a p a l S i u • Conpultr Taw 

• AiakoTapa Q nappy Oat 

• B s n t Book • Vjdao Tapa 

r iO lhaXaaaaM 

0 R#cocd Dt ra i Scqumm 

• Numtrtoal 

Qj] Ouonotooeal 

• Oaapapftaal 

• OViar (apao^r) 

S. Vdhana 

• M O n M H 

• • M h M H 
• Gompuar Tapa(a) 
H ODiar (apadM ladad rritag l b eaBawt 

7. R»pcrt Sanaa Forrartfc) Lata! 

0 L e » a r S n » • n w u l h i 

B l a p a l S i u • Conpultr Taw 

• AiakoTapa Q nappy Oat 

• B s n t Book • Vjdao Tapa 

r iO lhaXaaaaM 

0 R#cocd Dt ra i Scqumm 

• Numtrtoal 

Qj] Ouonotooeal 

• Oaapapftaal 

• OViar (apao^r) 
t a A m m AeaunUMan 

- 8 
I > | | * * | 

• rn t k a w t a ) 
Q MOOfin RMCtlj 

• CanvutarTv^ i ) 

E9 Omar (apaoAr) A n u a r a or a a n u 

11. Fda a Uaad 

• Oa*y • WoaUy E3 NonWy • Annutty 

; —-
O M o n M a l Q Yaarfal 

13 Cwranl LooamCa) (BMf, Flow. Room) 
O t a ol P n a m a L Coady S a n a a flaxa. M i a 1(1 

I I »nnardeana»0i4ltaanilDaai«waT |g>aa. apadfy n a i q o» n t a ) 
• Yaa B n o 

16 Aonae Raamdiva (V Yaa. oda Lawfa) A RaatianV*) 

• Ya« K No 

16. AoMfe*aram*«a 

0 Nona n s u M Q FadaM) • Indapandam 

17 la an M a s Oyatow laad? K y n axplaai knaty and daaontx r«qe*an*nM 
• Yaa B Ha 

10. Recommended Retention 

Retain one year then destroy. 

IB. Name and Title of Preparer 
Gail Davis Bourdon. Personnel Director 

20. Telephone Number 
410-535-1600 ext. 2358 

21. Date | 

D o a 5 * M 0 > » i /U) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

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

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PAGE 3 1 OF J ^ C ? 3 

1. Department/Agency 

County Commissioners for Calvert 

County, MD 

2. Division 

Office of Personnel 

3. Unit 

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

Verification of Employment Records 

5. Earliest Year/Latest Year 

Unknown to Present 

6. Record Series Description (Briefly describe the types of inlormaliort/documenls/forms lound in the series. Include Ihe purpose or function of the 

series.) 

Receipt ol and responses to requests for verification ol an Individual's employment. (Housed in employee personnel files.) 
7. Record Series Formal(s) Lial el 

H Letter Size • Microfilm 

0 Legal Size Q Computer Tape 

• Audio Tape • Floppy Duk 

• Bound Book • Video Tape 

• Other (specify) 

6. Record Senas Sequenoe 

E l Alphabetical 

• Numerical 

• Chronological 

P I Geographical 

• Other (apedfy) 

9. Volums 

(Actual wlume of verifies Ijona la unknown - they are placed in personnel 

Volume of personnel Has 3 sections (2 active. 1 non-active), alao 2 years o! 

ddaai Inactive Idea kept in locked doaat acrnes the hall 

Number 

• File Orawer(e) 

• Mtcrofdm Raet<e) 

• Computer Tapa(a) 

E3 Other (specify) Locked roWm Ma cabinet 

10 Annual Accumulation 
-BO 
Number 

• File Drawer(a) 
• Microfilm Reel(s) 

• Computer Tepe(s) 
0 Other (epedfy) Verifies Hons 

11 File le Uaed 

• Daily E l Weakly • Monthly • Annually 

12 Fife Becomes Inactive Mar 

7 years alter departure 

Number • Monlh(s) B YeaXa) 

13 Currant Location(e) (Bkig . Floor. Room) 

Office cf Personnel. County Services Plaza. Suite 101 

14. 1s fleoord Senes Oupkceled Elsewhere? (If yae. specify egency or office ) 

• Yes H No 

15 Access Restrictions (If Yae. ate Law(s) I Rsgulstion(s) 

El Yes • No 

Personnel Chapter 66 of Ihe County Code 

196-2-201 Records 

; 66-2-202 Records review 

16 Audit Requirements 

B None • Stale • Federal • Independent 

17. Is an Index System ueecT? If yea. explain briefly and describe requremsnle 

• Yes B Wc 
18 Recommended Retention 

Retain 7 years after termination then destroy. 

19. Name and Title of Preparer 

Gail Davis Bourdon, Personnel Director 

20. Telephone Number 

410-535-1600 ext. 2358 

21. Date | 

OGS S30-1 (Rev 1IS3) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

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

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

PACE OF 

1. Department/Agency 

County Commissioners for Calvert 

County, MD 

2. Division 

Office of Personnel 

3. Unit 

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

4. Record Series Title 5. Earliest Year/Latesl Year 

Automotive: Federal Motor Carrier Drug and Alcohol Tests - Negatives 2011 to Present 

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

series.) 

Testing of certain drivers as required by 49 CFR 382.111 - 311. 
7. Record Sanaa FormaUs) List all 

H Lauar Sua • Micro Htm 

Q Lagal Sua • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify! 

8. Record Series Sequence 

g ] Alphabetical 

• Numerical 

( 3 Chronological 

I 1 Geographical 

• Other (specify I 

9 Volume 
1 shelf 
Number 

• File Dra«rer(e) 

• Microfilm Rael(a) 

• Computer Tapefa) 

0 other (specify) Locked We cabinet 

10. Annual ^cumulation 

- 7 6 

Number 

• F i t Orewer(s) 
• Microfilm Raelie) 

• Computer Tspe(s) 
[ 3 Other (specify) Results 

11 Fie is used 

• Daily • Weekly E] Monthly • Annually 

12 FHe Beccm 

1 

Number 

es Inactive After 

• Monlh(a) E l Yaar(a) 

13 Currant locaton(s) (Bldg . Floor, Room) 

Office ol Personnel County Services Plaza. Suite 101 

14 1* Record Series Duplicated Elsewhere? 0 ' yes. speufy agency or office.) 

• Yas E l No 

19 Access Reatricticna (ir Yes ate Law(s) & Rsgulation(s) 

B Yas • No 

Employer Record Keeping Requirements for Drug & Aloohoi Telling (49CFR382 401) 

16 Audil Requirements 

• None B Stale K Federal • Independent 

17. Is an Index System ueed? If yes. sxplein bnelly end describe requirements 

• Yaa E l No 
18. Recommended Retention 

Retain 1 year after receipt of results then destroy. 

19. Name and Title ol Preparer 20. Telephone Number 

410-535-1600 exl. 2358 

21. Dale 
September 9,2014 

DOS WO-I (Rev 1191) 



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 

410.7gg.tg30 

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

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 
Jessup, Maryland 20794 

410.7gg.tg30 

PAGE 3 3 Of 3 7 

1. Deparlmenl/Agency 

County Commissi oners tor Calvert 

County. MD 

2. Division 

Office of Personnel 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally Tiled and used as a unit tor reference as well as retention and disposition 
purposes. 
4. Record Series Tille 

Automotive: Federal Motor Carrier Drug and Alcohol Tests - Positives 

5. Earliest Year/Latest Year 

2008 lo Present 

6. Record Series Description (Briefly describe Ihe lypes of informalion/documentsflomns found In the series. Include the purpose or function of the 

series.) 

Tesling ol certain drivers as required by 49 CFR 382.111-311. 
7 Record Senas Formel(s) Lm all 

B Letter Sae • Microfilm 

n Legel Size Q Computer Tepe 

• Audio Tape • Floppy Oak 

• Bound Book • Video Tape 

• Other (epscrfy) 

8 Record Senes Sequence 

[ g Alphabetical 

Q Numerical 

B Chronological 

• Geographical 

• Other (speedy) 

9 Votiene 

1 shell 

Number 

O File Drewer(s) 
• Microfilm Raal(a) 
O Computer Tapa(a) 
0 Other [specify] Locked Be 

10. Annual AocumiJalion 

22 

Number 

• File Drawerta) 

• Microfilm Rael(i) 
I 1 Computer Tapets) 
E Other (epeofy) Raaulta 

11 FiteaUaed 

• Daily • Weekly B Monthly • Annually 

12 File Becomes Inective After 
5 
Number • Monlh(s) B Yeer(e) 

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

II Office of Pereonnel County Services Plaza Suite 101 

14 la Record Senea Duplicated Elsewhere? (If yea. specify agency or office ) 

• Yea B No 

16 Access Realrlcbona (if Yes die Laar(a) 1 Regulation^) 

B Yea • No 

Employer Record Keepeig Requirements for Drug & Alcohol Testing (49CFR3S2.401) 

IE Audi Requirements 

• None I S State B Federal • Independent 

17. la an Index System uaed? If yea. explain briefly and describe requremenle 

• Y«» B No 
18. Recommended Retention 

Retain 5 years after receipt of results then destroy. 

19. Name and Tille ol Preparer 

Gail Davis Bourdon. Personnel Director 

20. Telephone Number 

410^535-1600 ext. 2358 

21. Dale 

September 9. 2014 

DCS 560-4 (Rev 1/M) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

(410) 799-1930 

ELECTRONIC RECORDS INVENTORY INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW/REVISED 
ELECTRONIC RECORD SERIES. FORWARD 
WITH 
RECORDS RETENTION SCHEDULE (DGS 
550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

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

(410) 799-1930 Pace of 

1 DEPARTMENT/AGENCY 

County Commissioners of Calvert County, 
MD 

2 DIVISION 

Office of Personnel 

3 UNIT 

N/A 

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 R E C O R D SERIES TITLE 
Electronic Records - Email 

5 EARLIEST YEAR/LATEST YEAR 
2006 T O Present 

6 INPUT - Identify source of information to be entered 
E-mail of employees 

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

8 ELECTRONIC R E C O R D SERIES DESCRIPT ION Briefly describe the information/documents/forms 
contained in a series. Include purpose and function of the system. 

Correspondence and non-records of Personnel Director, Personnel Manager, Senior Personnel Analyst, Personnel 
Administrative Specialist, Personnel Analyst (2), Personnel Aide, Office Assistant I/Floater, and Office Assistant I/Part Time. 

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing. 
Only the owner of the e-mail account has access to the account. 

10 UPDATING CYCLES OR CONDIT IONS AND RULES FOR REVISING INFORMATION IN T H E S Y S T E M 
Maintain for 3 years unless administratively useful then delete. 

11 SPECIFY T H E LOCATION AND MEDIA OF T H E MAIN ELECTRONIC DATA FILE. Explain the progression established to 
ensure the record's retention and usability throughout the record's authorized life cycle. 

E-mail account 

12 R E C O M M E N D E D RETENTION 
Maintain for 3 years unless administratively useful. 

13 T Y P E D OR PRINTED NAME OF 
PREPARER 

Dina M. Davis 

14 T E L E P H O N E NUMBER 

410-535-1600 x2382 

15 DATE 

10/2/2014 

16 TITLE OF PREPARER 
Personnel Administrative Specialist 

DGS 550-6 


