DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C1312

Page 1 of 6

Agency
County Commissioners of Calvert County, MD

Division/Unit

Public Safety-911 Communications Control Center

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.”

911 Recordings

Recordings requested by citizens, law enforcement, fire
departments and attorneys for court purposes.

Employee Training Records

The systems main use is to record and track employee training and
timing for re-certifications. The file contains trainee scores and
certification and re-certification documents.

Memorandums of Understanding

Documented agreements between Calvert County 911 center and

the Calvert County Sheriff’s Department and with Charles, St.
Mary’s, Prince Georges and Anne Arundel Counties 911 centers.

Retain 6 months after request,
then destroy.

Retain until superseded, ev fer 3
\jeqfﬁ,u.p‘i‘\_\e.hcva.i‘ \a Seaney Hen
destroy. s '

Retain 3 years after termination
or expiration, then destroy.

Schedule Approved by Department, Agency,

Schedule Authorized by State Archivist

$ (8¢

or Division Representative. ,

Date  § ~20-50/( Date

Signature b | /

Typed Name ine Vaughan Signature l W%a&l*
Title Director, Public Safety |

DGS 550-1



DEPARTMENT OF GENERAL SERVICES -
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. C1312

Page .2 of 6

Agency.
County Commissioners of Calvert County, MD

Division/Unit

Public Safety-911 Communications Control Center

Item

Description

Retention

No. .

Division Heads Correspondence

'| Letters, Memos and emails from but not limited to County _
Departments, Tri County 911 Centers, Verizon, Motorola, Wireless,

etc.
Directory Listings and Files

Contract information for current and former employees and
vendors. :

CAD Logs

Logs and Operations of computer aided di‘spafch software

| operations and use.

Policy and Procedufes Records

Standard.Operating Procedures manual for Public Safety

- Dispatchers.

[y

Equipment procurement files - . ¢
Purchase orders, requests for pricing, not including radio
equipment.

Electronic Mail-Correspondence

Correspondence emails.

TN,

Retain 3 years, then destrby.

Retain until superseded,

‘obsolete, or rescinded, then

destroy.

Retain 2 years after last entry
then destroy.

Retain until superseded,
obsolete, or rescinded, then
destroy. -

Retain 3 years after
equipment disposed of, then
destroy.

Retain for 1 year, then
destroy with the following
exception: transfer to the
Maryland State Archives any
material that has historical
value and serves to document
the development of the office.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C1312

Page 3 of 6

{Continuation Sheet)
Agency . Division/Unit _
County Commissioners of Calvgrt County, MD Public Safety-911 Communications Control Center
Item Description Retention
No. '
10 Vacant-Series was merged with related material
11 Investigative Files, Records or Reports
Internal investigations involving embloyees. Retain 3 years after final
- action, then destroy.
12 Calls for Service Statistics
Calls for service totals for police, fire department and 911 calls used | Retain for 2 years then
for the yearly summary. destroy.
13 '| Vacant-Series was merged with related material
{
14 Security or' Surveillance Reéordings
Recording of the interior and exterior entry doors along with the ‘Retain 10 days for normal
back parking lot. ' daily recordings, then destroy.
If data is needed or
investigative purpose, retain 1
year after investigation is
completed, then destroy.
15

~

Secilrity: Dispatch Communications Recording (retained as
evidence) ' "

Recording of radio transmissions td or from officers in the field.

Retain copy of recording for 6
months after trial or legal
proceedings, then destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
- RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C1312 .

Page 4 of 6

(Continuation Sheet)
Agency Division/Unit
County Commissioners of Calvert County, MD Public Safety-911 Communications Control Center
Item Description ; Retention
No.
16 Security: Dispatch Communications recording (not retained as
evidence) : :
Recording of radio transmissions to or from officers in the field. Retain for 6 months after
. initial recording, then destroy.
17 Security: Access Control Records
These documents are related to but not limited to the sign out key Retain until superseded or
sheet for the tower sites, emergency contact lists for General rescinded, then destroy.
Services, Verizon, Motorola, American Towers and Keri doors.
18 Radio: Design and Plainning Files
Documentation to include but not limited to the technical proposal | Retain for 3 years, or until
documents from the consultants ‘Altairis”, coverage testing, site superseded, whichever is
surveys, equipment surveys, interoperability study, subscriber sooner, then destroy.
database. o :
19 . Radio: Equipment Procurement Files
Documentation to include but not limited to: purchase orders, Retain 3 years after
request for price documents, pricing sheets for radio manufacturers. | equipment disposed of, then .
) destroy.
20 Radio: Logs and Operation Files

Radio repair logs-radio eqﬁipment that needs repair is logged and
checked by the technician.

Retain 2 years afterlast entry,
then destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C1312

" \ . Page 5 of 6
(Continuation Sheet) . :
Agency Division/Unit
County Commissioners of Calvert County, MD Public Safety-911 Communications Control Center
Item " | Description Retention
No.
21 Radio: Maintenance and Service Records
Documentation for installs and repair of mobile and portable radios, | Retain 3 years after last entry
Uninterruptible Power Supply (UPS) equipment, and equipment at | or action, then destroy.
tower sites. . E .
22 Telecommunications: Bills and Invoices
Documentation for installs and repair of telephone équipment at the | Retain 5 years, then destroy.
main Public Safety Answering Point (PSAP) and the Back-up '
Center, monthly bills for the 911 trunks and local and long distance
charges. : :
23 Telecommunications: Equipment Installation Files
Documentation for the implementation of the Patriot and the Vesta | Retain 3 years after
upgrade for the main PSAP and the Back-up Center and for the installation, then destroy.
Digital Voice Recorders.
24 Daily Duties
Daily duty sheets used to record work activity of staff-submitted Retain 1 years, then destroy.
monthly.
25 Vacation or Work Schedules
Shift work calendar-12 months and employee leave slips. Retain 2 years, then destroy.
26 Grant Paperwork

Copies of records and financial paperwork for 911 Communications
grants.

Retain for 5 years after the
completion of the grant, then
destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C1312

Page 6 of 6

(Continuation Sheet)
Agency Division/Unit )
County Commissioners of Calvert County, MD Public Safety-911 Communications Control Center
Item " Description Retention
No.
27 Communications Projects Payment Request Records for
Emergency Services Number Board
Copies of fiscal records submitted for payments to Finance & Retain for 5 years after
Budget for Communication projects and contracted services. project completion, then
destroy.
28 | Invoice Payments & Check Request Forms

Copies of invoice payments forms and check request forms sent to
Finance & Budget for invoice payment.

Retain for 2 year after paid in
full, then destroy. :

DGS 550-1A




INSTRUCTIONS - TYPE CR PRINT A DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
SEPARATE FORM FOR EACH NEW/REVISED RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORD SERIES. FORWARD 7275 WATERLOO ROAD, P.O. BOX 275 Z5
WITH JESSUP, MARYLAND 20794 l %
RECORDS RETENTION SCHEDULE (DGS (410) 799-1930 Page __ of

550-1) .
COMAR 14.18.04

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

County Commissioners of Calvert Public Safety 911 Communications

County, MD Control Center

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 5 EARLIEST YEAR/LATEST YEAR

911 Recordings 2008 TO Present_
6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by system
Requested digital tapes and CAD records Court or for call critiques

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

Recordings requested by citizens, law enforcement, fire departments and attorneys for court purposes

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

It is accessed and kept on file by the Office Assistant/Data Entry Clerk. She makes the requested recording and copies
the corresponding paper work and holds it for the requesting party.

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

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.

Equature and DSS recording devices along with storage on computer hard drive. Files are kept in a drawer by
requestors name or department. Request sheets are signed at pick up of recording/paperwork and kept on file.

12 RECOMMENDED RETENTION

Retain 6 months after request, then destroy

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER :
Yvette A. Myers 410-535-3491 911212014

16 TITLE OF PREPARER

Chief of Communications

DGS 550-6




INSTRUCTIONS - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW/REVISED
ELECTRONIC RECORD SERIES. FORWARD
WITH

RECORDS RETENTION SCHEDULE (DGS
550-1)

COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTQRY
RECORDS MANAGEMENT DIVISION

7275 WATERLOQ ROAD, P.Q. BOX 275 -

Y
JESSUP, MARYLAND 20794
(410) 799-1830 Page _ X _of —ﬁ—

1 DEPARTMENT/AGENCY

County Commissioners of Calvert
County, MD

2 DIVISION 3 UNIT

Public Safety 911 Communications
Control Center

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

Employee Training Records

5 EARLIEST YEAR/LATEST YEAR

2008___ TO _Present

6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by system

Training certificates, etc.

Used to make sure employees are current on the needed
certification that are mandatory for their position

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.

The systems main use is to record and track employee training and timing for re-certifications. The file contains
trainee scores and certification and re-certification documents.

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

It is accessed and kept up to date by the Commul;ications Supervisor/Training Instructor, it can be accessed by
employees with specific rights to the system (administrative staff)

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

Information is entered as required

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

New World CAD

12 RECOMMENDED RETENTION

r 3 cals Hh-’(’l‘ﬂ’ 'S5 fﬂan&f
r

0
Retain until superseded, ebsolere,-aueﬁeaded

i , then destroy

13 TYPED OR PRINTED NAME OF
PREPARER
Yvette A. Myers

14 TELEPHONE NUMBER 15 DATE
410-535-3491 9/12/2014

16 TITLE OF PREPARER
Chief of Communications

DGS 550-6




Instructions —Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION zg
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.0. Box 275 5 %
Jessup, Maryland 20794 PAGE —ser aF
410-799-1830
1. Department/Agency 2. Division 3. Unit
Board of County Commissioners of Calvert Public Safety 911 Communications - Control Center
County, MD . o
ﬁxggom: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposilion
4. Record Series Title 5, Earliest Year/Latest Year
Memorandums of Understanding 1990 1o Present

Prince Georges and Anne Arundel Counties 911 centers

6. Record Series Description (Briefly describe the lypes of information/documentsfiorms found in the series. Include the purpose or function of the
series.) Documented agreements between Calvert County 911 center and the Calvert County Sherif’s Department and with Charles, St. Marys,

7. Record Series Format(s) List all

8. Record Series Sequence

8. Volume
1

B3 Letter Siza  [J Microfim [X] Alphabetical Number
[ LegaiSize  [] Compuler Tapa ] Numerical Fila Drawer(s)
] Microfitm Reeks)
[ Audio Tape [ Floppy Disk O chrenategical [0 Compuler Tape(s)
O Omer{specity)_
O eound Book ] Video Taps [ Geographical
10. Annual Accumulation
O other {specify)._. [ cther (specify)
Number
[ Fite Drawers)
O Microfilm Reel(s)
[ Computer Tape(s)
[ other (specity)
11. File is Used 12. File Becomes Inaclive Afier

Qoaty  [Jweaky O] Morthy  [R) Anmwatly

Number

Menth(s) Year(s)

13. Cument Location(s)  (Bldg., Fiser, Room)
Control Canter - Courthousse basement -

B Yes

O No

14, Is Recarnt Series Duplicated Elsewhere? (If yes, specily agency or offica.)

Public Safety, County Altarnay, Mulual Aid County

15. Access Resbrictions (if Yes, eite Law(s) & Regulation(s)

[ ves K No

18. Audil Requiremenis

B None [ Siate [ Federat . [J Independent

17. |s an tndex System usad? If yes, explain briefly and describe requirements.

OYes RNe

18. Recommended Retention

Retaln 3 years after termination or expiration, then destroy

19. Name and Title of Preparer
Yvette A. Myers, Communications Chief

20. Telephone Number
410-535-3491

21. Date
9/10/2014

0GS §50-4 (Rev. 1/83)




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

410-795-1930

AGENCY RECORDS INVENTORY

rA

PAGE_. L OF g ﬂ B

1. Department/Agency
County Commisstoners of Calvert County, MD

2. Division
Public Safaty

3. Unit
811 Communications - Contirol Center

purposes.

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

4. Record Series Title
Divislon Heads Comrespondence

5. Eartiest Year/Latest Year
_2011 to Present

6. Record Series Description {Briefly describe the types of information/documents/forms found in the sefies. Include the purpose or function of the
series.} Letters, Memos and emalis from but not limited to { County Departments, Tri County 911 Centers, Verizon, Motorola, Wireless)

7. Record Series Formal(s)  Listall 8. Record Series Sequence 9, Volume
1
Lefter Size  [] Microfilm B4 Alphabetical Number
O tegalsze  [J Computer Tape O Numerical File Drawer(s)
[] Micrafim Reel{s)
[0 Audia Tape ] Floppy Disk O chranciogicat [ Computer Tape(s)
Other (specify)_computer folders
[ Bound Back. [ Videa Tape [] Geograptical
’ 10. Anrwial Acsunwilation
[X] Other (spocify) amails 3 Other (specify) 800
Number
[ Fite Drawer(s)
[ Microfim Reets)
[ computer Tapa(s)
(59 Other (specify) camputer foldars
11. Filais Used 12. Fila Becomes Inactiva After
_constantly in uss
(R Daily [ weexty O Monthiy O Ancwally Number Month(s)  Years) ~

13. Current Localion(s)  (Bldp., Floor, Room)
Contral Center - Courthouse basement

[ ves

14. |s Record Sanes Duplicated Elsewhare? (Il yes, specify agency or office.)

B e

15, Avcess Restriclions (If Yes, cite Law(s) & Regulation{s)
O Yes B No

16. Audit Requirements

B None [ Swie [ Federal [J Independent

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

1 Yes B No

18. Recommended Retention

Retain 3 years, then destroy

19. Name and Title of Preparer
Yvetie A. Myers, Communications Chief

20. Telephone Number
410-535-3491

21. Date
8/10/2014

DGS 550-4 (Rov. 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, Marytand 20794
410-799-1830

AGENCY RECORDS INVENTORY

PAGE _5

1. Department/Agency
County Commissioners of Calvert County, MD

2, Division
Public Safety

3. Unit
911 Communications — Control Center

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

| _purposes.
4. Record Series Title 5. Earliest Year/Latest Year
Directory Listings and Files _2000 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.) Contact information for current and former employees and vendors

7. Record Series Formal{s) List all

Bd LetterSize [ Microfim
[ regal Size [ Computer Tape
[0 Audic Tape ] Floppy Disk

[ pound Back ] Video Tape

{4 Olher {spacify} emails - CAD -card fils

8. Record Senes Sequence 9. Volume
_3
B3 Alphabatical Number
1 Numerical {9 File Drawer(s)
[0 wicrofilm Reetis)
[ chronclogical (] Computer Tapeis)
Other {specify)_computer - fita box
[ Geographical
10. Annual Accumulation
O Other {spscify) .20
Number
] File Drawer(s)
[ Miicrafilm Reel{s)
[ Computer Tapa(s)
O Other (specify)

11, File is Used

4 Caily O weakly

[ manthiy O Annuany

_consiantly in use,
Number

12. File Becomas Inactive After

Month{s)  Yaar(s)

13. Current Location(s)  (Bldp., Floor, Room)
Conirol Centar - Cowrthouse besement

{0 Yes E, No

14, Is Record Saries Duplicated Elsowhare?  (If yos, specify agency or office.)

15. Acess Reslriclions (If Yas, tite Law{s) 8 Regulation{s)
O Yes No

16. Audit Requiraments

B None [] State [] Federat [] Independent

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

O ves BJ Mo

18. Recommended Retention

Retain until superseded, obsolete or rescinded, then destroyed

19. Name and Title of Preparer
Yvette A. Myers, Communications Chief

20. Telephone Number
410-535-3491

21.Date
9/10/2014

DGS 550-4 (Rov, 1/93)




INSTRUCTIONS — TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
SEPARATE FORM FOR EACH NEW/REVISED RECORDS MANAGEMENT DIVISION .

ELECTRONIC RECORD SERIES. FORWARD 7275 WATERLQO ROAD, P.O. BOX 275

WITH JESSUP, MARYLAND 20794 Zﬁ
RECORDS RETENTION SCHEDULE (DGS (410) 799-1930 Page _ (ﬂ— of -

g{g)l\-;iR 14.18.04

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

County Commissioners of Calvert County Public Safety 811 Communications — Control Center

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 5 EARLIEST YEAR/LATEST YEAR
CAD Logs _2007 TO Present

6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by system
Computer aided dispatch records CAD logs

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the system.
Logs and Operations of computer aided dispatch software operations and use

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

-Login required for access

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM
Software automatically updates information in system.

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.

CCG Network

12 RECOMMENDED RETENTION

Retain 2 years after last entry then destroy.

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER '
410-535-3491 9/18/2014
Yvette A. Myers

16 TITLE OF PREPARER

Chief of Communications

DGS 550-6




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

AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECCRDS MANAGEMENT DIVISION 2.9
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 ﬁ
Jessup, Maryland 20794 FaGE ——L oF — -
410-799-1630
1. Department/Agency 2. Division 3. Unit
County Commissioners of Calvert County, MD Public Safety 911 Communications — Control Genter

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

Urposes.
4. Record Series Title . 5. Earllest Year/Latest Year
Policy and Procedure Records _1995 to Present

series.) Standard Operating Procedures Manual for Public Safety Dispatchers -

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

7. Record Serles Format{s) List all 4, Record Sares Sequence 9. Volume
35
6d LetterSize  [] Microfilm ] aiphabetical Number
(O vegaiSize [ Computer Taps 2 Numericat B3 File Orawar(s)
O Mmicrofitm Reel(s)
[ audio Tape  [] Floppy Disk [) chrenologica [ Computer Tape(s)
[ Cther (specify)
[J Bound Book  [[] Video Tape [ Geographical
10. Annual Accumulation
[ Otner (specity) ] Other (specify) A
_ Number
File Drawer(s)
O microfiim Resl(s)
[ computer Tape(s)
{1 Otner {spacify
11. File is Used 12. File Becomes naclive After
__ until superseded, obsolete, or rascinded, then destroyed
[ paily [ weekly O ™onthly O Annually Number Monthis)  Yaar(s)
13. Cumrent Location(s) [Bldg., Floor, Room)’ 14. Is Record Series Duplicated Elsewhere? {If yes, specify agency or office.)
Cantrol Center - Courthouse basement A Yes [ Na
15. Accass Restrictions (If Yes, cile Law(s) & Reguialion(s) 16. Audil Requirements
Oves BnNo ’

B None [ State [ Fedaral [] |ndependnl

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

[ Yes B no
Retain unti suparseded, obsofeta, gr rescinded, then destroyed
19. Name and Tille of Preparer 20. Telephone Number | 21. Date
Yvette A. Myers, Communications Chief 410-535-3491 9/10/2014

DS 5504 {Rev. 1/53)




INSTRUCTIONS ~ TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
SEPARATE FORM FOR EACH NEW/REVISED RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORD SERIES. FORWARD 7275 WATERLOQO ROAD, P.Q, BOX 275 :

WITH JESSUP, MARYLAND 20794

RECORDS RETENTION SCHEDULE (DGS (410) 799-1930 Page__ %  of _1%&_
550-1) .

COMAR 14.18.04

1 DEPARTMENT/AGENCY . 2 DIVISION 3 UNIT

County Commissioners of Calvert County Public Safety 911 Communications — Control Center

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 5 EARLIEST YEAR/LATEST YEAR
Policy and Procedure Records
_1995 TO Present
6 INPUT - Identify source of information to be entered 7 OUTPUT - identify the use/s of information generated by system
Policy Administration Rules and regulations to be followed by staff, each has a thumb
drive copy

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

Standard Operating Procedures Manual for Public Safety Dispatchers

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

They are to access it as needed for policy clarification

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

This is_living document and will be updated frequently as things change

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.

Is kept in the administration folder on the Control Center Drive on the County’s server

12 RECOMMENDED RETENTICN
Retain until superseded, obsolete or rescinded then destroyed

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER
410-535-3491 9/18/2014
Yvette A. Myers

16 TITLE OF PREPARER

Chief of Communications

DGS 550-6




INSTRUCTIONS - TYPE CR PRINT A DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
SEPARATE FORM FOR EACH NEW/REVISED RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORD SERIES. FORWARD 7275 WATERLOO ROAD, P.O. BOX 275 ]

WITH JESSUP, MARYLAND 20794 q ﬂ
RECORDS RETENTION SCHEDULE (DGS {410) 795-1930 Page __ of ?

550-1) -

COMAR 14.18.04

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

County Commissioners of Calvert County Public Safety 911 Communications — Control Center

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

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR
Equipment procurement files
_2013 TO Present

6 INPUT - Identify source of information to be entered 7 QUTPUT - Identify the use/s of information generated by system

Administrative Aide Used by administrative staff to purchase supplies and equipment

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

Purchase orders, requests for pricing

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

Accessed by administrative staff when needed

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

Information is updatedirevised as the project progresses, by the Administrative Aide

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.

Is kept in the Administration Folder under the project on the Control Center Drive on the County's server

12 RECOMMENDED RETENTION
Retain 3 years after equipment disposed of, then destroyed

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER
410-535-3491 9/18/2014
Yvette A. Myers

16 TITLE OF PREPARER

Chief of Communications

DGS 550-6




INSTRUCTIONS - TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
SEPARATE FORM FOR EACH NEW/REVISED RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORD SERIES. FORWARD 7275 WATERLOO ROAD, P.O. BOX 275

\I'ivlé‘{:}"loRDS RETENTION SCHEDULE (DGS Jessum\s?;!g\g:?srgg 2074 Page [ of .ﬂ_
COMAR 14,1804

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

County Commissioners of Calvert County Public Safety 811 Communications — Control Center

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 5 EARLIEST YEAR/LATEST YEAR
Electronic Mait - Correspondence _2005 TO Present

& INPUT - Identify source of information to be entered 7 OUTPUT - Identify the usefs of information generated by system
County Email System Information and communication for a variety of issues

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the system.
Correspondence emails with primary vendors and allied agencies but not limited to, Verizon, ENSB and Motorola

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

Individual email accounts, normal usage

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

Information handled daily or as needed according to the topic or event involved.

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.

Stored on the designated T and U drives for the Communication Division, used as needed {on county server)

12 RECOMMENDED RETENTION | year, 7hen Screeq Lor permeaest vilue.

P . =t et S e ELFIE AP v . ~+ . o . '
13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER
410-535-3491 . 9/18/2014
Yvette A. Myers

16 TITLE OF PREPARER

Chief of Communications

DGS 550-6




Instructions —-Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule {DGS 5§50-1)

DEPARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-788-1930

AGENCY RECORDS INVENTORY

o 23
FAGE_'-_‘JEi OF 29_

1. Depariment/Agency .
County Commissioners of Calvert County, MD

2. Division
Public Safety

3. Unit
911 Communications — Control Center

PUrposes.

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

4. Record Series Title
Investigative Files, Records or Reports

5. Eariest Year/Latest Year
_2010 to Present

saries.) Inferna! investigations involving employees

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

¢

7. Record Serles Formal{s) Listall B. Record Sevies Sequence 9, Velume
) 1
BJ Letter Size  [J Microfilm [Bd Alphabetical Number
O regaisize [ Computer Tape [ Mumerical B4 Fite Drawer(s}
[0 Micrefilm Reei(s)
O Audio Tape [ Floppy Disk O chronslogical [ computer Tapa(s)
[ Other {spacify}_________
[ Bound Book [ Videc Tape [ Geographical
10. Annual Accumulatian
[ otner (specify) Clothertspectty) _____ | 10
Number
B3 Fila Drawer(s)
] Microfim Reelis)
[J Computer Taps(s)
[ Other (apecity
11. File is Used 12, Fila Becomas Inactive After
3 years afler investigation is compisied
[ paiy [ weexly B Moninty [ Annually Number Month{s)  Yearis)

13, Current Localion{s)  (Bidp., Floor, Room)
Centrot Center - Courthouse basement

B ves

14. 18 Racord Series Duplicaied Elsewhere? (If yes, specify agency or affica,)

O Ne

Department of Personnal

15. Access Restrictions (If Yes, cite Law(s) & Regutalion(s)
54 ves O Ne

Restricted from employee access due to privacy*

16. Audit Requiraments

® None (] State []Federal [ Independent

Oyes &No

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

18. Recommended Retention

Retain 3 years after final action, then destroyed

19. Name and Title of'Preparer
Yvette A. Myers, Communications Chief

20. Telephone Number
410-5635-3491

21. Date
9/10/12014

DGS 550-4 {Rev. 1/03}




Instructions -Type or Print a separate form for
each new or revised record serles. Forward
with Records Retention Schedule (DGS 5§50-1)

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

Jessup, Maryland 20794
410-795-1930

AGENCY RECORDS INVENTORY

z 23
PAGE ___ @ o OF _m_

Il purposes.

1. Depariment/Agency
County Commissioners of Calvert County, MD

2. Division
Public Safety

3. Uit
911 Communications — Control Center

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

4. Record Series Title
Calls for Service Statistics

5. Earliest Year/Latest Year
_2008 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.) Calls for service tatals for police, fire department and 911 calls used for the yearly summary

7. Recard Serles Format{s) Listall 8. Record Serles Sequence 9. Volume
1
B Letter Size [ Microfim [ Atphabetical Number s
[JlegalSza [ Computer Tape [ Numerical [ File Drawar(s)
[ Microfilm Reel(s)
[ Audio Tape [ Floppy Disk Chronological [ computer Tape(s)
B Other {spacify)_ binder an kaok shelf
[ Beund Bock  [] Video Tape O Geographical
10, Annual Accumulation
[ Otner (specity) () oter(speeifyy | _1__
Number
[ Fite Drawer(s)
] Microfilm Reel(s)
[[J Computer Tapais}
O other (specify
11. File is Used 12, Fila Becomes Inactiva After
_no longer administralively necessery.
1 oy [ weelay O enihty B2 Annually Number Month(s)  Year(s)

13, Currenl Location{s}  (Bidg.. Floor, Room)
Contral Cenler ~ Courthouse besement

Oves DBdNo

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

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

O Yes No

16. Audit Requiremenis

B None [ Simte [] Federal [] independent

17. Is an Index System used? if yes, explaln briefly and deseribe requiraments

Ovyes BINo

2 yW}, ‘""'4

18. Recommended Retention

‘H‘dy |

19. Name and Title of Preparer
Yvette A. Myars, Communications Chief

21. Date
971072014

20. Telephone Number
410-535-3491

DGS §50-4 (Rev, 1/93)



http://KuUlii.au

INSTRUCTIONS - TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
SEPARATE FORM FOR EACH NEW/REVISED RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORD SERIES. FORWARD 7275 WATERLCO ROAD, P.O. BOX 275 8

WITH JESSUP, MARYLAND 20794 lé .
RECORDS RETENTION SCHEDULE (DGS (410) 799-1930 Page ot _H4
550-1)

COMAR 14.18.04

1 DEPARTMENT/AGENCY 2 DIVISION g 3 UNIT

County Commissioners of Calvert County Public Safety 911 Communications — Control Center

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 5 EARLIEST YEAR/LATEST YEAR
Security or Surveillance Recordings

) _2014 TO Present
6 INPUT - Identify source of information to be entered 7 QUTPUT - Identify the usefs of information generated by system
Security camera Monitor the entry doors in this section of the courthouse

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.
Recording of the interior and exterior entry doors along with the back parking lot

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

Cameras viewed by communications staff in the radio room and play back is accessed by administrative staff as needed

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

The information is only kept for 10 days then it automatically overwrites

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.

Stored in the recorder for 10 days, the recorder is located in the Warrant Clerks' office

12 RECOMMENDED RETENTION

10 days ' \ _
Y T;F nu.Jz,J bor H‘\!/Cé'k}a‘lfm‘ }yar G-er capﬂeﬁmv
13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER

410-535-3481 9/18/2014

Yvette A. Myers

16 TITLE OF PREPARER \

Chief of Communications

DGS 550-6




INSTRUCTIONS - TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
SEPARATE FORM FOR EACH NEW/REVISED RECORDS MANAGEMENT DIVISION
ELECTRONIC RECORD SERIES. FORWARD 7215 WATERLOO ROAD, P.O. BOX 275

WITH JESSUP, MARYLAND 20794 ﬂ%

RECORDS RETENTION SCHEDULE (DGS {410) 799-1930 Page __ of

g%Dh-;A)R 14.18.04

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

County Commissioners of Calvert County Public Safety '911 Communications - Control Center

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 5 EARLIEST YEAR/LATEST YEAR
Security: Dispatch Communications Recording (retained as evidence) .
_2014 TO Present
6 INPUT - Identify source of information to be entered 7 OUTPUT - (dentify the usefs of information generated by system
Motorola Radio System Recorded for investigations and court by Office Aide from
Recording equipment

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the system.
Recording of radio transmissions to or from officers in the field

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

Written request must be submitted, information to include the requestor and the reason for the request

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

If information changes per requestor the Office Aide will make the needed adjustments to the request

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

Stored on Office Aide’s computer and recording equipment

12 RECOMMENDED RETENTION
Ppro} b moaThs obkr Arial or pracug{-,,};

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER
410-535-3491 ©/18/2014
Yvette A, Myers

16 TITLE OF PREPARER

Chief of Communications

DGS 550-6




INSTRUCTIONS — TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
SEPARATE FORM FOR EACH NEW/REVISED RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORD SERIES. FORWARD 7275 WATERLOO ROAD, P.O. BOX 275 75 28

WITH JESSUP, MARYLAND 20794 :
RECORDS RETENTION SCHEDULE (DGS (410) 799-1930 Page of _ﬁ_
550-1)

COMAR 14.18.04

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

County Commissioners of Calvert County Public Safety 911 Communications — Control Center

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 5 EARLIEST YEAR/LATEST YEAR

Security: Dispatch Communications Recording ( not retained as

evidence) _2014 TO Present

6 INPUT - Identify source of information to be entered 7 QUTPUT - Identify the use/s of information generated by system

Motorola Radio System — DSS Recorder Recorded for calls for service critique or safety review by Office
Aide from Recording equipment

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.
Recording of radio transmissions to or from officers in the field

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

Written request must be submitted, information te include the requestor and the reason for the request

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

If information changes per requestor the Office Aide will make the needed adjustments to the request

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.

Stored on Office Aide's computer and recording equipment

12 RECOMMENDED RETENTION

Retain 6 months after recording, then destroy in compliance with No. 6 on schedule cover page

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER
410-535-3491 9/18/2014
Yvette A. Myers

16 TITLE OF PREPARER

Chief of Communications

DGS 550-6




Instructions ~Type or Print a separate form far DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.C. Box 275 / 5 28
Jessup, Maryland 20794 "“’E—_}@ oF &
410-785-1930
1. Department/Agency 2. Division 3. Unit
County Commissioners of Calvert County Public Safety 911 Communications Control Center

pUrposes.

DEFINITION: RECORD SERIES: A group of related records normally Tiled 2nd used as a unit for reference as well as retention and disposition

4. Record Series Title Security: Access Control Records

5. Earliest Year/Latest Year
2010__to __Present

6. Record Series Description {Briefly describe the types of information/documentsfforms found in the series. Include the purpose or funclion of the
series.}) These documents are related to but not limited to the sign out key sheet for the tower sites, emergency contact lists for General
Services, Verizon, Motorola, American Towers and Keri doors.

7. Record Serles Fommatis) Listall
BJ Letter Size [ Microfilm
[ egalSze [ Computer Taps
[ Audio Tape [ Floppy Disk
[ Bound Bock [ Video Tape

O Other(specify)

8. Recard Series Saquence 8. Voluma
1
B Alphabetical Numbar
[J Numerical File Drawar(s)
[ Microfim Reetis)
[ chranclegical [ Compuler Tape(s)
[Jotner(specify)_
[ Geographical

10. Annual Accumulation
1

Number

[ Other (speeity)

[ Fie Drawer(s)

] Microfitm Reel(s)
[ computer Tape(s)
[ other (specify)

11. File i9 Used

B4 Dally [1 weekly O Mmontniy [ Annvally

12. File Becomes Inaclive Afler
6

Number B montnis)y [ Year(s)

13. Current Location(s)  {Bidg.. Flaor, Room)
Control Canter - basemeni of the courthouse

14. Is Record Series Duplicated Elsewhere? ({)f yes, spacify agency or office.)
O ves No -

15, Access Restrictions (If Yes, cite Law(s) & Regulation(s)
0 Yes B Na

1E. Audil Requirements

[ None [ State [[] Federal [J Independent

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

O Yes B No

18. Recommended Retention

Mith-No-§-omgehedule.covar page:

Un‘h"l 5“,0&('.146/9-/ o res ‘-"4/30;/ Then a’a!fray

19. Name and Title of Preparer
Yvette A. Myers — Chief of Communications

20. Telephone Number | 21.Date
410-535-3491 9/15/12014

DS 550-4 (Rev. 1/93)




Instruclions —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

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

1. Department/Agency
County Commissioners of Calvert County, MD

17 2.8
7275 Waterloo Road, P.O, Box 275 . ’
Jessup, Maryland 20794 RAGE —"L oF JL
410-799-1930
2. Division 3. Unit
Public Safety 911 Communications — Control Center

|_purposes.

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

4. Record Serigs Title
Radio: Design and Planning Files

§. Earliesi Year/Latest Year
_2013 io Present

6. Record Series Description (Briefly describe the types of information/documenisfforms found in the series. Include the purpose or function of the
series.) Documentation to include but not limited to the technical proposal documents from the consullants “Altairis”, coverage testing, site
surveys, equipment surveys, Interoperability study, subscriber data base

7. Record Series Format(s)  Lisi all 8. Record Series Sequence 9, Volume
1
B LetterSize [ Microfilm B4 Alphabeticat Number
[JiegaiSize [ Computer Tape O Numerical [X] Fite Drawar(s)
[ Mmicrofitm Reel(s)
O Audio Tape [ Floppy Disk [ chrenological [0 computer Tape(s)
O Other (spacify),
B4 Bound Baok [ Video Tape [] Geographical
10. Annual Accumulalian
[ otner (specify)_ O otner specify) ____ 1
Mumber
[ Fila Drawer{s)
[ Microfilm Resl{s)
1 Computer Tape(s}
[ Other (apecity)
11. File is Usad 12, File Bacomes Inaclive Afler
_New sysiem is buill, insialled and operational____
[ caily [ weekly O menthiy 0 Annuaity Number O Monthisy [ vear(s)

13. Current Location(s)  (Bidg., Fioor, Room)
Contrat Center - Courthouse basement

Bves [INo
Public Safety Office

14, Is Record Series Duplicated Elsawhera? (if yes, specify agency or office.)

15. Accass Restrictions {If Yes, cite Law{s) & Regulation(s)
[ ves No

16. Audit Requirements

GBI Nons [J State .[J Federa! [] Independent

O Yes Bd No

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

18. Recommended Retention

Retain 3 years after last action, then destroy

or wﬁ.'f SLWM,@/

19. Name and Title of Preparer
Yvette A. Myers, Communications Chief

20. Telephone Number
410-535-3491

21. Date
9/9/2014

0G5 550-4 (Rav. 1/93)




INSTRUCTIONS — TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
SEPARATE FORM FOR EACH NEW/REVISED RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORD SERIES. FORWARD 7275 WATERLOO ROAD, P.O. BOX 275 - X

WITH JESSUP, MARYLAND 20794 6{69 :

RECORDS RETENTION SCHEDULE (DGS {410) 799-1930 Page _&o#0  of _m_—
550-1)

COMAR 14.18.04

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

County Commissioners of Calvert County Public Safety 911 Communications — Control Center

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 5 EARLIEST YEAR/LATEST YEAR
Radio: Design and Planning Files

_2013 TO Present
6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by system

Administrative aide - Moterola Tracking radio subscribers

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the system.
Radio subscriber data base for the entire county and surrounding jurisdictions

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

Accessed by administrative staff, department head, radio consuitant company

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

Updated daily by Administrative Aide or other designee. This is a living document.

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.

Stored on the designated T drive for the Communication Division in Radio Database folder, (on county server) used daily

12 RECOMMENDED RETENTION

3
Retalh wintil S0perseded. obsolete or rescinded. Belete-when-roonger-administrativety-USeTul

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER
410-535-3491 9/18/2014
Yvette A. Myers

16 TITLE OF PREPARER

Chief of Communications

DGS 550-6




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

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

with Records Retention Schedule (DGS 550-1) 7275 Waterioo Road, P.O. Box 275 I‘i 28
Jessup, Maryland 20794 roc__ 2] or ﬁ%—
410-799-1930
1. Department/Agency 2. Division 3. Unit
County Commissioners of Calvert County, MD Public Safety 911 Communications - Control Center

purposes.

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

4, Record Series Title
Radio: Equipment Praocurement Files

5. Earliest Year/Latest Year
_2013 to Present

6. Record Serles Descriplion (Briefly describe the types of information/decumentsffiorms found in the series. Include the purpose or function of the
series.) Documentation to Include but not limited to: purchase orders, request for price documents, pricing sheets for radio manufacturers

7. Record Series Formai{s) Listall
& LetterSize [ Micrafilm
[ Legnisiza  [J Computer Tapa
] Audio Tape  [] Flappy Disk
O BoundBook [ Video Tape

[ Other {specity)_

8. Record Series Saquence 9. Volume
-1
] Aiphabetical Number
X Numerical B File Drawes(s)
[ Microfilm Reel(s)
O chonoiegicas ] Computer Tapa(s)
[ Other (specity)
(] Geagraphical

) 10. Annual Accumulalion
] omher (specify) ____ ]
Number

[ Fils Drawer(s)

[ Microftm Reel(s)

[ camputer Tape(s}

[ oher (specty)

11, File [s Used

12, File Becomes |naclive Aflar
3

O paily 3 waexy O menthiy O Annually Number Omontns) B Yoar(s)

13, Cumranl Location(s)  (Bidg., Floor, Reom)
Cantrol Center - Courthouse bagsement

14. Is Rocord Series Duplicated Elsewhera? (If yos, specify agancy or ofiice.)
Oves ENa

15. Access Restrictions (if Yes, cite Law{s) & Regulation(a)

O ves Bl No

16. Audi Requiremenis

B none [ State [ Federal [ independent

[ Yes No

17. Is an Index Sysiem used? If yes, axplain brefly and describe requirements 18. Recommended Retantion

Retaln 3 years after squipment disposed of, then destroy

19. Name and Title of Preparer
Yvette A. Myers, Communications Chief

20. Telephone Number | 21. Date
410-535-3491 91972014

0G5 550-4 (Rev. 193)




Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedute (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-7958-1930

AGENCY RECORDS INVENTORY

24 28

PAGE &_ oF Za

1. Depariment/Agency
County Commissioners of Calvert County, MD

2. Division
Public Safety

3. Unit
911 Communications — Control Center

purposes.

DEFINITION: RECORD SERIES: A group of refated records normally filed and used as a unit for reference as well 8s retention and disposition

4, Record Series Title
Radio: Legs and Operation Flles

5, Earliest Year/Latest Year
_2005 to Present

6. Record Series Description (Briefly describe the types of information/dacumentsfiorms found in the series. Include the purpose or function of the
series.) Radio repair legs - radio equipment that needs repair Is logged and checked by the technician

7. Record Series Format(s) List all
B Leties Sixs ] Microfim
[ iLegatsize [ Computer Tape
[ Audio Tape  [] Fleppy Disk
[ Bound Beek  [J Viceo Tape

[ Other {spacify)_on ¢lip board In radio reom wnitil filed In (he cffice

8. Record Serias Sequence
[ Atphabetical

[ Numerical

[X] Chronological

[ Geogrephical

[J other (specity)

9. Volume
1

Number

i [X] File Drawer(s)

[ microfilm Reel(s)
[ Computer Tape(s)

- [ Othver {specify)_

10. Annual Accumulation
J,

Number

[X] File Drawss(s)

3 microfim Reel(s)
[ Computer Tape(s)
[7 Other (specify)

11. File is Used

O iy B weekly O Monthiy O Annually

2
Number

12. File Becomes Inactive After

D Monthts)y [ Year(s)

13, Curren! Location(s)  (Bidg., Floor, Room)
Contro! Center — Courthouse basamant

[ Yes

14. is Record Series Duplicated Elsewhore? (If yas, spacify agency or office.)

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

COves no

16. Audil Requiremenis

None [ State [7] Faderal [ Independant

17. Is an Index System usad? |f yas, explain briefly and describe requiraments

Oves e

18. Recommended Retention

Retain 2 years after last entry, then destroy

19, Name and Title of Preparer
Yvette A. Myers, Communications Chief

20. Telephone Number
410-535-3491

21, Date
9/9/2014

DGS 5504 {(Rov. 1/53)




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

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.Q. Box 275

21 28
o B

Jessup, Maryland 20794 PAGE
410-785-1930
1. Department/Agency 2. Division 3. Unit
County Commissioners of Calvart County, MD | Public Safety 911 Communications - Control Canter

PUIPDSES.

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

4, Record Series Title
Radlo: Maintenance and Service Records

_2006 to Present

5. Earliest Year/atest Year

6. Record Serles Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.) Documentation for installs and repair of moblle and poriable radios, UPS equipment, and equipment at tower sites

7. Record Serlas Format(s) List all 8. Rocord Sories Sequence 9. Volume
|
[ tetterSize  [] Micrefim B Alphabetical Number
[JLenai Size ] Computer Tape [ Numericat [X] File Drawsris)
[ microfiim Rasks)
[0 Audic Tape [ Floppy Disk B4 Chronclogical O compuier Tapa(s)
O omer{specityy________
[J Bound Book  [] Videa Tape [ Gaographical
10. Annual Accumuiation
[ other (specify)_ [ Othar {specify) -1
y Number
Fila Drawer{s)
O microfim Reel(s) *
J Computer Tapa(s)
O orther (specify)
11, Fila is Used 12. File Becomes inaclive After X
3 years afier last eniry or action, then destroy__
[ paity O waekly Monthly O aanually

Number [ wanthis) Year(s)

13. Cumrent Lacation{s)  {BIdg., Floor, Room)
Control Centar — Courthouse bagemant

14. |s Record Series Duplicated Elsewhere? (if yos, specify agency or office.)

O Yes KiNe -

15. Accass Restriclions (If Yes, cite Law({s) & Ragulation{s)
] Yes B Mo *

16. Audit Requiremenis

[ None [ state [] Fedsral [ Independent

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

COyes Kwe

18. Recommended Retention

Retain 3 years afier last entry or action, then destroy

19. Name and Title of Preparer '

21. Date

20. Telephone Number

Yvette A. Myers, Communications Chief 410-535-3491

9/912014

DGS 5504 {Rav. 193]



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, Marvland 20794

410-799-1530

AGENCY RECORDS INVENTORY

22 28
pmg_jq' OF _.ﬁ L

1. Depariment/Agency
County Commissioners of Calvert County, MD

2. Division
Public Safety

3. Unit
911 Communicatians — Control Center

PUrposes.

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

4, Record Series Tille
Telecommunications: Bills and Invoices

5. Earliest Year/Latest Year
_2004 to Present

and local and long distance charges

6. Record Series Descriplion (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.) Documentation for installs and repair of telephone equipment at the main PSAP and the Back-up Center, monthly bills for the 811 trunks

7. Record Series Farmat(s) List all 8. Record Series Sequence 9. Volume
: 1
B4 Letler Size [J Microfitm [ Aphabatical Numbar
O LegaiSize  [] Computer Tape [ Numerical [ Fite Drawer(s)
[ Microfilm Reel{s)
[ Audio Fape ] Floppy Disk B4 chronologica! [J Computer Tapa(s)
[ Other (spocify)_
[] Bound Bock [ Vicieo Tape . [ Geographical
10. Annual Accumulation
3 other (spasify)_ O other (specity) ___ _12
Number
B9 Fite Drawer(s)
[ Microfim Reel(s)
[ camputer Tapa(s)
O Gther (specify)
1. File is Used 12. Fite Becomas Inactive After
[ paity [ weekly Manihly O Annuaty Number [ Month(s) 5 Year(s)

13, Cwrend Location(s}  {Bidg., Flaor, Reom)
Cantral Center — Courthousse basement

[ Yes

14. |s Record Series Duplicated Elsewhera? (IFyes, specify agency or office.)

Bd e

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

[ es B Mo

16. Audit Requirements

B None []Staie [ Federal [ independent

17. Is an Index System used? if yes, explain briefly and describe requiraments
[ Yes No

18. Recommended Retention

Retain 5 years ervntirauditednwhichexaris-graater: then destroy

19. Name and Title of Preparer
Yvette A. Myers, Communications Chief

20. Telephone Number
410-535-3491

21. Date
9/8/201

OGS 5504 (Rav, 183}




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 Z 3 26
Jessup, Maryland 20794 moe_ A3 or _aﬁ_
410-799-1930
1. Department/Agency 2. Division 3. Unit
County Commissioners of Calvert County, MD Public Safety - 911 Communications — Control Center

|_purposes.

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

4. Record Series Title
Telecommunications: Equipment Installation Files

5. Earliest Year/Latest Year
_2009 to Present

Digital Voice Recorders

6. Record Series Description (Briefly describe the types of information/documentsiforms found in the series. Include the purpose or function of the
series.) Documentation for the implementation of the Patriot and the Vesta upgrade for the main PSAP and the Back-up Center and for the

Control Conter — Courthouse basement

7. Rucord Series Formai(s) List all 8. Record Serias Sequence 9. Volume
_
[X] LetterSize  [] Microfim (9] Arphabeiical Number
O LeqaiSize [ Computer Tape [ Numerical ] Fits Orawer(s)
. [ Microfilm Resl(s)
[0 Awdio Tape [ Floppy Disk Chronologlcal O computer Tape(s)
[0 Other (spacify)_
O eound Book [] Video Tape [ Geopraphical
10. Annual Accumulation
[ Other (specify)._ O other (specify) -
Number
O File Drawe(s)
[ Mierafim Resks)
[ Computer Tape(s)
[ Other (specify),
11. File is Used 12. File Becomas Inactive After
_after Insteltation and cutover.______
[ paily [ waeky [ moentnly B Annually Number Month(s) 3 Year(s)
13. Curvent Location{s})  {Bldg.. Floor, Room) 14. Is Recard Series Duplicated Elsewhere? (Il yes, specify agency or offive.)

Oves [Eno

15, Accass Restriclions (If Yes, cite Law{s) & Regulation(s)

Oyes o

16. Audit Requirements

B Nene [ Siate [JFederal [ mndapendent

17. 1% an Index System used? if yes, explain briefly and describe requiremenis
[ Yes No

18. Recommended Retention

Retain 3 years after installation, then destroy

19. Name and Title of Preparer
Yvette A, Myers, Communications Chief

21. Date
8/9/2014

20. Telephone Number
410-535-3491

DGS 5504 (Rev. 1/53)




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

each new or rovised record series. Forward RECORDS MANAGEMENT DIVISION 28
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.Q. Box 275 5;
Jessup, Maryland 20794 PAGE__ oF
410-788-1830
1. Department/Agency 2. Division 3. Unit
County Commissioners of Calvert County, MD Public Safety 911 Communications — Control Center

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

4. Record Series Title 5. Earliest Year/Lalest Year
Dalily Dutles _2010 to Present

6. Record Series Description (Briefly describe the types of information/documents/farms found in the series. include the purpose or function of the
series.) Dally duty sheets used to record work activity of staff — submitted monthly

7. Recard Series Formai{s) Lisial 8. Record Serias Sequence 9. Volume
—_—t
Bl Lettersize  [] Microfilm { Alphabatical Number
O vrepaiSze  [] Computar Tapa [ Numerical B4 File Drawen(s)
[ Microfim Reel(s)
[ audio Tape [ Floppy Disk [ Chronalogical 3 computer Tape(s)
[ Other {spacify)_
[ Bound Book [ Video Tape [ Geographical
10, Annual Accumulalion
3 Otner {apecity) [ Other (specity) A
Number
[ Fita Orawsr(s)
O Microfilm Rewl(s)
[ Computer Tapais}
O onher {specify
11. File is Used 12. Flle Becomes Inactive Afler
_amployees evaluation i completed
[ oay [ waewdy O Monthly B Annualy Number Month(s) 1 Years)
13. Current Location{s)  (Bidg., Floor, Roam) 14, Is Racord Series Duplicated Elsewhere? ({if yes, specify agency or office.)
Control Canler - Courthouse bassment Oves R
15, Access Restrictions (If Yes, cile Law(s} & Regufation(s) 16. Audii Requiremenis
OvYes [BIno

B None [J5State [] Federal [ indepsndent

17. Is an Index System used? i yos, explain briefly and describe requirements 18. Recommended Retention
O ¥es B No

19. Name and Titte of Preparer 20. Telephona Number | 21.Date
Yvette A. Myers, Communications Chief 410-535-3491 910/2014

DGS 5504 (Rev. 1/83)



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 Waterloc Read, P.O. Box 275

Jessup, Maryland 20794
410-795-1930

AGENCY RECORDS INVENTORY

25 8
PAGE_& OF _ﬁ;_

1. Depariment/Agency
County Commissioners of Calvert County, MD

]

2. Division
Public Safsty

3. Unit
911 Communications — Control Center

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

|_purposes.
4. Record Series Title 5. Earliest Year/Latest Year
Vacation or Work Schedules _2007 to Present

6. Record Series Description {Briefly describe the types of information/documentsiforms found in the series. Include the purpose or function of the
series.) Shift work calendar — 12 months and employee leave slips

7. Record Series Formal{s) Listall 8. Record Series Sequence 8. Vatume
4 1
B Letter Size ] Micrafim [ Atphabofical Number
O Legaisizea  [J Computer Tape [ Numerical B4 Fils Drawer(s)
[ microfilm Reelis)
3 Audio Tape ] Flonpy Disk Chronological [ computer Tape(s)
[ Other (specify)__
[ Bound Book ] Video Tape [ Geographical
10, Arnual Accumulation
O oer (specify) [0 Other (specityy ____ 1
Number
File Drawsar(s)}
[ Microfim Reel(s)
[T computer Tape(s)
[ otner (specity
11. File is Used 12, Fila Becumes naciive After
. N | [ S—
{4 paily O weekly O menthly [ annuaty Number Monith(s)  Year(s)

13. Current Location(s}  (Bidp.. Floer, Room)
Control Centar - Courthouse besement

Ovyes Mmoo

14. 13 Record Series Duplicaled Etsewhere? (i yos, specify agency or office.)

15. Access Restrictions (If Yes, cite Law{s) & Regulation(s}
1 Yes Xl na

168. Audit Requirements

B None [] State [J Federat [J Independant

O ves B Mo

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

18. Recommended Retention

Retaln 2 years, then destroy

19. Name and Title of Preparer
Yvette A. Myers, Communications Chief

20. Telephone Number
410-535-3491

21, Date
9/10/2014

DGS 5504 (Rev. 1/93)




AGENCY RECORDS INVENTORY

Instructions —Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES

each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

RECORDS MANAGEMENT DIVISION
7275 Watertco Road, P.O. Box 275

Jessup, Maryland 20794
410-785-1930

2 2¢
PAGEjQ OF _.om-

1. Depariment/Agency 2. Division

Public Safety

3. Unit
Calvert County Commissioners of Calvert 911 Communications — Contro! Center

County, MD

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

4, Record Series Title !
Grant Paperwork

5. Earliest Year/Latest Year
2010 to present

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

Copies of records and financial paperwork for 911 Communications grants.

7. Record Series Formal(s) Listall B. Record Saries Sequence 9, Veluma
1
B tetter Size  [J Microfilm [0 Aphabetical Number
[ LegaiSize  [] Computer Tape [ Mumericat O File Drawer(s)
[[] Mierofim Reel(s)
[ Audio Tape [ Fioppy Disk [%] Chrenological O caomputer Tape(s)
Other (spacify)_Folder.
[ BoundBaok  [] Video Tape [] Geographical
10. Annual Accumulation
[ other (specify)_ [ Other (apecify) ______ _1
Number
[ Fite Drawer(s)
O wicrofim Reel(s}
[0 computer Tape(s)
Other {specify)_Folder.
11, File is Used 12, File Bacames Inaclive After
-5,
O caily [0 Weekly Monthly [0 Annuaity Numbar [ Monthis) Year(s)

13. Cumrent Logcation(s)  (Bldg., Floor, Room)
Administrative Aida's Offica

O ves

14. Is Record Serles Duplicated Elsewhare? (If yes, specify agency or office.}

B No

15. Access Restrictions {If Yes, cite Law(s) & Regulalion(s)
O es Bg no

16. Audit Requiraments

O noe (X State  [] Federal  [] indepandant

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

[ Yes No

18. Recommended Retention

Five years after the completion of the grant.

21.Date

19. Name and Title of Preparer
Yvette A. Myers — Chief of Communications

20. Telephone Number
410-535-3491

11/20/2014

DGS 5504 (Rev. 1/93)




Instructions —Type or Print a separate form for each new
or revised record series. Forward with Records
Retention Schedule (DGS 550-1)

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

Jessup, Maryland 20794
410-788-1830

AGENCY RECORDS INVENTORY

2%

27
PAGE _:ﬁ oF _m_

1. Department/Agency
Board of County Commissioners of Calvert County, MD

2. Division
Public Safety

3. Unit
9-1-1 Emergency Communications
Control Center

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

4, Record Series Tille

Communications Projects Payment Request Records for Emergency Services Number Board

5. Earliest Year/Latest Year
2000 to present

6. Record Serigs Description (Briefly describe the lypes of information/documentsforms found in the series. Include the purpose or function of the series.)
Copies of fiscal records submitted for payments to Finance & Budget for Communicalion projects and contracted services.

7. Record Serles Formal{s) List all B. Record Series Saquence 4. Valume
-1
] Letter Sze ] Microfim B Aphabetical Number
[ iegaiSize  [] Computer Tepe [ vumeriesl B3 Fite Drawer(g)
] Microfilm Resi(s}
[0 Audio Tape  [] Fioppy Disk B Chronalogicat O computer Tape(s)
B4 Cther {apacity)__Falders, _
[ Bound Book [ Video Tape [ Geographical
10. Annual Accumulation
{0 other (speciiy)_ O Oter (specify) ____ 1
Number
[X) File Orawaris)
[ Microfilm Rael(s)
[ Computer Tepais)
Other (specify)_Folders__
1. File is Used 12. Flle Bacomes Inactive Afier
5
B4 paily [ weekly [ Monthiy O Amuaity MNumber O ™onthis) [ vear(s)

13, Cumeni Location(sy  (Bldg.. Flcor, Room)

Adminisiralive Aide's Office — Communications, secured area in the basamen! of courlhouse

[ Yes

14. |s Record Series Duplicated Eisewhere? (If yes, spaclly agency or office.)

& Ne

15. Access Rastrictians (If Yes, cite Law{s) & Regutation(s)
O Yes B Ne

16. Audil Requiremenis

O None [ Siaste [] Faderal [] Independent

17, Is an Index System used? If yes, explain briefly and describe requiremenis
O Yes B Ne

18. Recommended Retention

Tyears after project cm)wé’#'anl fhen a/&sfray

19. Name and Tille of Preparer
Yvette A. Myars — Chief of Communications

20. Telephone Number
410-535-3491

21. Date
1111672014

DGS 550-4 (Rev. 153}




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

410-758-1930

AGENCY RECORDS INVENTCRY

_7_8 9
PAGE_.% OF _éa_

1. Department/Agency
County Commissioners of Calvert County, MD

2. Division
Public Safety

3. Unit
9-1-1 Emergency Communications
Control Center

PUIpOSes.

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

4, Record Series Title
Invoice Payments & Check Request Forms

5. Earliest YearlLa{est Year
July 2010 to present

series.)

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or funclion of the

Copies of invoice payments forms and check request forms sent to Finance & Budget for invoice payment.

7. Record Series Formal(s) Lisial 8. Record Series Sequence 9. Volume
=1
B Letter Size [ Misrafilm [ Atphabstical Numbar
[ tepatsize ] Computer Tape [ Numarical X] Fite Drawer(s)
O Microfim Reel(s)
[ Audio Tape  [] Floppy Disk (4 Chrenological [ computer Tape(s)
[ Othor (spacify)_Foldars,
[0 Bound Baok [ video Tape [ Gecgraphical
10. Annual Accumulation
[0 Otner {specify)_ [0 Other (specity) _1
Number
[ Fita Drawer(s)
[ microfilm Real{s)
[ Computer Tape(s)
B4 Othar (specify) Folders,
11, Filg Is Used 12. File Becomes Inaclive After
-1 .
[J pany (& weekly [ montniy [ Annually Number ] Monings) Year(s)

13. Curreni Location(s}  (Bldg., Fioor, Room)

Administrative Aldes Office - Communicalions secured area In the basement of the courthouse

O Yes

14. Is Record Series Duplicated Elsewhere? (If yes, spacify agency or office.}

Bd No

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

[ Yes B No

16. Audil Requirements

O Nons [ State [ Federal [ Independent

17. Is an Index Systam used? If yes, explaln briefly and describe requiraments

[ Yes & No

18. Recommended Retention
At the-end-olthe-fiscetyearifpeidnmor—

2 years ofter paidia £V

19. Name and Title of Preparer
Yvette A. Myers — Chiaf of Communications

20. Telephone Number
410-535-3491

21. Date
11/16/2014

DGS 5504 (Rev. 1A3)




