EPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C1302

Page 1 of 6

Agency

County Commissioners of Calvert County, MD

Division/Unit
County Administrator

Item
No.

Description

Retention

'| Ordinances and Resolution&\-'l N S

“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.”

TRIM(HP Records Manager Program)

This series documents citizen complaints, general information
(internal and external) preliminary investigations, findings,
background material, and responses. Content in TRIM is derived
from #9 and #13 listed on this Schedule. Any content scanned is
scanned to Maryland State Archives standards.
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This series documents the adoptiég‘st‘ ordinances and resolutions
by the Calvert County Board of County Commissioners.

Includes legisiation and an Ay outlining

biil Numbers, cdates passed; and byief summaries )

Retain in accordance with the
retention period of the series
from which content is derived.

Permanent. Retain for 2 years,
then transfer to the Maryland
State Archives for permanent
retention. Yndex s transferd
al or\tés\"d\a anvwe
legisiahon .

Schedule Approved by Department, Agency,
or Division Representative.

Date

Signatre _aFewwsy £ A amna)

Typed Name Terry L. Shannon Signature “’/\J7P-,D &}-,

Title

Schedule Authorized by State Archivist

5/&,//6 Date q : ((ﬂ : ”“

County Administrator




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C1302

' Page 2 of 6

{Continuation Sheet)
Agency Division/Unit
- County Commissioners of Calvert County, MD County Administrator
Item Description Retention
No.
3 . | Email accounts for County Administrator and Executive
Administrative Assistant to the County Administrator
This series documents the email account of the County Screen annually and destroy
Administrator and the Executive Administrative Assistant to the material that is no longer
County Administrator. : needed for current business
with the following exception:
Transfer to the Maryland
i State Archives for permanent
retention any material that
serves to document the origin,
development, and
| accomplishments of the office
and has continuous
administrative, fiscal, legal or
| historical value.
4 Ordinances and Resolutions Database
Reference database used for accessing text from the county Retain data until ordinance or
ordinances and resolutions. resolution is superseded or
_ rescinded, then delete.
5 Vacant-Series was mergéd with related material'
6 Vacant-Series was merged with related material
)
7 Citizen Complaint and General Files-CorrTrack
This series documents citizen complaints, general information Retain 1 year after last action
(internal and external), preliminary investigations, findings, then destroy.
background material, and responses. .

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C1302

(Continuation Sheet) Page 3 of 6
Agenc)lf - Division/Unit -
County Commissioners of Calvert County, MD County Administrator
Item Description Retention
No.
8 General Correspondence/Subject Files
This series consists of incoming and outgoing letters, memoranda, Screen annually and destroy
faxes, notes, and their attachments. : material that is no longer
needed for current business
with the following exception:
Transfer to the Maryland
State Archives for permanent
retention any material that
serves to document the origin,
development, and
accomplishments of the office
and has continuous
administrative, fiscal, legal or
historical value.
9 Citizen Complaint and General Files
This series documents citizen complaints, general information Retain 1 year after last action
(internal and external), preliminary investigations, findings, then destroy.
background material, and responses.
10 Deeds, Property Files and Agreements
This series documents County ownership of real property as well as | Retain 10 years after disposal
agreements with various organizations. of property then destroy.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C1302

(Continuation Sheet) Page 4 of 6
Agency Division/Unit
County Commissioners of Calvert County, MD County Administrator
Item Description Retention
No.
1 Vacant-Series was the same as #2 listed above
12 Autometive: Vehicle Titles and Motor Vehicle Administration
Correspondence
This series documents the legal ownership and titling of vehicles Retain as long as vehicle is in
along with other correspondence related to the Motor Vehicle possession of agency, then
Administration. destroy.
13 Directives
This series documents directives from the Board of County Retain for 3 years after last
Commissioners. action, then destroy.
County Policies

14

This series documents Calvert County Government Policies and
Procedures.

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

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C1302

(Continuation Sheet) Page 5 of 6
Agency Division/Unit
County Commissioners of Calvert County, MD County Administrator
Item Description Retention
No.
18 Budget Books (Copies) and Budget Worksheets
This series documents proposed and approved budgets by the Board | Retain for 2 years, then
of County Commissioners. destroy.
16 Vacant
17 Payroll Time Sheets Retain for 2 years then
destroy.
This series consists of copies of Payroll time Sheets that are
prepared bi-weekly.
18 Office Instructions or Procedures (Internal Use)
This series consists of intemal guidelines, policies, or instructions Retain until superseded, then
for the operation of an office or a function. destroy.
19 Personnel Files (copies)
This series documents Department Head Personnel Files maintained Retain for 2 years after
by the County Administrator. separation of employee, then
destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. C1302

Page 6 of 6

Agency

Division/Unit

County Commissioners of Calvert County, MD County Administrator

Item Description
No.

Retention

20 Projects

This series documents various projects assigned to the Executive
Administrative Assistant to the County Administrator,

21 Invoices/Purchase Orders

This series documents copies of purchase orders and related
invoices for items budgeted each fiscal year.

Retain for 3 years after
completion of project, then
screen and destroy with the
following exception; Transfer
to the Maryland State
Archives for permanent
retention any material that
serves to document the origin,
development, and
accomplishments of the office
and has continuous
administrative, fiscal, legal or
historical value.

Retain for 3 years, then
destroy.

DGS 550-1A




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

WITH JESSUP, MARYLAND 20794 . ﬁ
RECORDS RETENTION SCHEDULE (DGS (410) 799-1930 Page { of
550-1)

COMAR 14.18.04

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Board of County Commissioners for Calvert | County Administrator
County, Maryland

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
TRIM (Records Manager Program) X 2009 to Present
6 INPUT - Identify source of information to be ente?;d 7 QUTPUT - Identify the use/s of information generated by system
Citizen emails and correspondence, as well as external Used to track actions assigned to Department Heads.
and internal emails and correspondence.

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

This series documents citizen complaints, general information (internal and external) preliminary investigations, findings,
background material, and responses.

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

Board of County Commissioners and designated staff have access to this program.

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

Executive Administrative Assistant to the County Administrator and staff from the Department of Technology Services can
revise information in the 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.

The program is located on the server within the Department of Technology Services.

12 RECOMMENDED RETENTION
Retain as-long-as-server-carracoommedate-ther-deioto— afccarc/.'v Yo reteativn of conten? from hich

’1- 3
13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER
Lisa M. Viverette 410-535-1600, x2201 9/18/2014

16 TITLE OF PREPARER
Executive Administrative Assistant to the County
Administrator

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
410-798-1530

AGENCY RECORDS INVENTORY

2 b
PAGEL OF 15

1. Department/Agency
Board of Calvert County Commissioners for
Calvert County, Maryland

2. Division
County Administrator

3. Unit

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

Urposes.

4. Record Series Title .
- Ordinances and Resolutions

5. Earliest Year/Latest Year
1971 to Present

series.)

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

This series documents the adoption of ordinances and resolutions by the Commissioners.

7. Recond Series Format(s}  List all 8. Record Serias Sequence 9. Volums
. 5
XLetterSize [ Microfilm [ Alphabsties! Nurmber
Xlegal Size  [J] Computer Tape [ Mumerica xFile Drawer(s)
[T Micrafiim Raei(s)
[0 Audio Tape ] Fleppy Disk X Chronological [ computer Tapets)
X Other (specify) 4 Boxes and 1 Flia Orawer
[JsoundBook [ Video Tapa [ Geographical
10. Annyal Accurmulalion
O other tspesifyl [ other (specifyy ____ 3
Number
[ File Drawer(s)
O Microfim Reelis)
[ cComputer Tape(s)
X Other (speclfy)Folders
11. File is Used 12. File Becomes Inactive After
O paily X Weekly O wtonthty [J Annually Number CImoenthfs)  [J Year(s)
na

13. Current Location{s)  (Blidg., Floor, Rocom)
Courlhouse, Lovwer Level File Roorn (1671-2008)
County Administrator's Office (2010-Present)

14, 13 Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
XYes [ wo Coples filed in Land Records/Clerk of the Circult Court, Calvert County

15. Accass Restrictions (If Yes, cite Law{s) & Regulation(s)
Cyes xno

16. Audit Requirements

XNone [JState []Federal [ Independent

17. Is an Index System usad? If yas, explain briefly and describe mquiremem{;
ﬂves One i .
inoExED BY A PAPER Fivg oUTLINING BILL
NUMBERS, DATES PAED, AND BRIEF
SUMMARIES,

18. Recommended Retention
Permanent. Retain for 3 years, then transfer to the Maryland State

. Archives for permanent retention.

19. Name and Title of Preparer
Lisa M. Viverette, Executive Administrative Assistant

to the County Administrator

20, Telephone Number
410-535-2161

21. Date .
812512016 '

DGS 5504 (Rev. 1193)




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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD, P.O. BOX 275
JESSUP, MARYLAND 20794

ELECTRONIC RECORDS INVENTORY

Page Sof a!lft

RECORDS RETENTION SCHEDULE (DGS {410) 799-1930

550-1}

COMAR 14.18.04

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Board of County Commissioners for Calvert
County, Marytand

County Administrator

DEFINITION - Record Series -

and disposition purposes

A group of related reccrds stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Email Accounts {Terry Shannon and Lisa Viverette)

5 EARLIEST YEAR/LATEST YEAR

2001 to Present (Terry Shannon)
2004 to Present (Lisa Viverette) /

6 INPUT - Identify source of information to be entered

User creates emails as needed to correspond with internal

and external sources.

7 OUTPUT - Identify the usefs of information generated by system

Daily exchange between internal and external sources.

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

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

This series documents the email accounts of the County Administrator (Terry Shannon} and the Executive Administrative
Assistant to the County Administrator (Lisa Viverette).

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

Access restricted to individual user {password needed).

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

Only individual user can revise informaticn (password 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.

The program is located on the server within the Department of Technology Services.

12 RECOMMENDED RETENTION

Retained as long as administratively necessary then delete. ~Scree, emua/&

13 TYPED OR PRINTED NAME OF -
PREPARER
Lisa M. Viverette

14 TELEPHONE NUMBER
410-535-1600, x2201

15 DATE
9/18/2014

16 TITLE OF PREPARER

Executive Administrative Assistant to the County

Administrator

DGS 550-6




P

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

g 16
PAGE o;;ﬂ‘f

1. Department/Agency
Board of Calvert County Commissioners for
Calvert County, Maryland

2, Division
County Administrator

3. Unit

purposes.

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

4. Record Series Title

Citizen Complaint and General Files — CorrTrack {Records Manager Program)

2002 to 2009

5. Earliest Year/Latest Year

serles.)

responses.

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

This series documents citizen complaints, general information {intemal and external), preliminary investigations, findings, background material, and

7. Record Series Format(s) List all B. Record Saries Saguence 9. Volume
10
X Letter Size [ Microfilm [ Aphabetical Number
X Legal Size [ Computer Tepe [ Mumerical [ File Drawer(s)
[ Microfin Reel(s)
O Autio Tape ] Floppy Disk X Chronclogical D Computer Tape(s)
X Other (specify) 10 Boxes
[0 Bound Book  [] Video Taps [ Geographical
10. Annual Accumulation
[ other tspeoify) [ other (spesify) ____ 1
Number
XFile Drawar(s}
[ microfim Reel(s)
[ Computer Tapa(s)
[ Other (specify)__
11. File is Used 12. File Becomes Inaclive After
1
O paiy [ weekiy [ Monthly X Annually Number O Menthis) X Year(s)

13, Current Locsation{s)  {Bldg,, Floor, Room)
Calvert County Storage Facility (2002-2005)
Courthouse, Lower Level File Room (2006-2009)

[ Yes X No

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

15. Accass Restrictions (If Yes, cits Law(s) & Regulation(s)
Ovyes xno

18. Audit Requirements

XNone [JSwate [JFederat [ Independent

1 Yes X No

17. Is an Index System usad? If yos, explain briefly and describe requirements

18. Recommended Retention

schedulecouempage.

Retain 1 year after 1ast action then destroy-in-esmplents-wilh-No.-6.6R

19. Name and Tille of Preparer

to the County Administrator

Lisa M. Viverette, Executive Administrative Assistant

20. Telephone Number
410-535-2161

21. Date
9/16/2014

DGS 550-4 (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 INVE_NTORY

i

PAGE ch(

1. Depariment/Agency
Board of Calvert County Commissioners for

Calvert County, Maryland

2. Division
County Administrator

3. Unit

|_purposes.

DEFINITION: REGORD 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
General Comespondence/Subject Files

5. Earliest Year/Latest Year
1979 to Present

series.)

limited to, paper and e-mail.

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

This series consists of incoming and outgoing letters, memoranda, faxes, notes, and their attachments, in any physical format inctuding, but not

7. Record Series Formal{s) Listal . Record Series Saquance 8, Voluma
13
XLeHterSize  [] Microfim [] Aphapetical Number
XlegalSize [ Computar Tape O Numerieai X File Crawer(s)
[ Microfilm Reels)
O Audio Tape ] Freppy Disk X Chronglogical [[J Computer Tape(s)
X Other {specify)11 Boxes & 2 Drawers
[ Bound Bock  [] Video Tape [ Geographicat
10. Annual Accumuletion
[ Other (specify) [ Other (speeity) 1
Number
X Fite Drawer(s)
[ wicrofilm Reei{s)
[ computer Taps(s)
O] Other (specifyy_____
11. Fila is Used 12. File Bacomes Inactive After
X Daily O weeny O Monthiy 0 Annually Number vontgs)  [] vears)
nia

13. Current Location(s)  (B!dg., Floor, Room)
Calvert County Storage Facility (1979-2003)
Courthouse, Lower Level Fiie Ream (2004-2010)
County Administrator's Office {2009-Presant)

14, |3 Record Series Duplicated Elsewh

? (IFyes, spocify ag

O Yes X Ne

y or office.)

15, Agcess Restrictions (If Yes, cils Law(s) & Regulation(s)
[ Yes XNo

16. Audit Requirements

XNone [JState [ Federal []independent

17. la an index System used? If yes, explain bitefly and desoribe requirements
OYes xno

18. Recommended Retention

Retain as long as administratively necessary then destroy.
Screeq an nua/ly

19. Name and Title of Preparer
Lisa M. Viverette, Executive Administrative Assistant

to the County Administrator

20. Telephone Number
410-535-2161

21. Date
8/16/2014

DGS 5504 (Rov. 1/83)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES |————AGEKCY RECORDS INVENTORY

each new or revised record series. Forward RECORDSE MANAGEMENT DIVISION . /
with Records Retention Schedule (DGS 550-1) 7275 Weterloo Road, P.O. Box 275 . m;ﬂ ¢
Jessup, Maryland 20794
410-799-1930
1. Depariment/Agency 2. Division 3. Unit
Board of Calvert County Commissioners for County Administrator -

Calvert County, Maryiand

DEFINITION: RECORD SERIES: A group of refaled recorgs normally fiied and used es @ unil for reference as well as relention and diSpostion
purposes.

4_Record Series Title 5. Earliest Year/Latest Year.
Citizen Complaint and General Files —- TRIM (Records Manager Program) 2008 to Present

6. Record Series Descriplion (Briefly describe the lypes of information/documentsforms found in the series. Inciude the purpose or funclion of the
serles.)

This series documents citizen complaints, general information {internal and external), preliminary investigations, findings, background material, and
responses, .

7. Record Sertes Format{s) List all 8. Record Series Sequence R Volume
A 13
ALeterSize  [] Microfim ' , [ Aiphebeticat ) Number
XLepal Slze ] Computer Tape . a Nume;hal xFite Drawer(s)
[ Mierofilm Resi(e)
O Autic Tape  [] Floppy Disk % Chronclogical O computer Taps(s)
. - X Other (speciy)6 Boxes/GBinderaly Fils Drawer
% Bound Book [ Video Tape . [1 Geographical
10. Annual Accurnulation
[) ower (epecity)_ [ other (speciyy 1
Number
% Fite Drawer(g)
[O micrafitm Resits)
[ Computer Tapats)
[ Cther {specity)____.____
11. File is Used 12, Fila Becomes |nactive ARer
. 1
X Daily O weeky O Menthiy X Annuslly Number O Menthie} X Year(e)
13, Currem Location(s)  (Bldg,, Floor, Roorn) 14, |s Regord Series Duplicated Elsewhere? (if yes, specity agency or office.)
Counheuse, Lower Leve! File Roam (2008.2013) . 3 Yes X No
County Administraters Office {2014}
15, Accass Restrictions (If Yes, cite Law(e) 8 Repulation(s) 6. Audit Requirements
O ve= X No
XNone [JSwete [JFederal [Jindependent
12, Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention
h { X No
O ves Retain1 year after last action then destroy irresmpllance with-hlg.-6-5n
scheguie-eovat-page.
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Lisa M. Viveretie, Exetutiva Adminigtrative Assistant 410-535-2161 9/1612014

to the Counly Administralor

DGS 550-4 {Rev. 1/83)



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

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PaGE ZF é%
Jessup, Maryland 20794 '
410-799-1930- .
1. Depariment/Agency 2. Division 3. Unit
Board of Calvert County Commissioners for County Administrator

Calvert County, Maryland

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

4. Record Series Title 5. Earliest Year/Latest Year
Deeds, Property Files and Agreements 1939 to Present

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the
series.) .
This series documents County ownership of real property as well as agreements with various organizations.

7. Racord Series Format(s) Listall 8. Record Serins Saquence 9. Volume
2
X Lstter Size ] Microfim [J Atphabetical Number
XLlegalSize  [] Computer Taps ] Numerical % File Drawer(s)
[ Microfim Reeks)
[ Audio Taps [ Fioppy Disk X Chronalogical [ Computer Tape(s)
) % Cther {spaclfy)1 Box and 1 Flla Crawer
[ Bound Beok ] vider Tape [ Geogrephical
10, Annual Accumuylation
[ other (spacity)___ [J other (specify) 1
' Number
[ File Drawer(s}
O Microfitm Real(s)
[ Gomputer Tape(s)
X Other {specify)File Folder
11. File Is Used 12. Flle Becomes Inactive Afier
10
[ osiy [0 waekly [ Monthly X Annually Number [ Month{s) X Year(s) ARer disposal of property.
13, Current Location{s)  {(Bidg., Floor, Room) 14. Is Record Serles Duplicated Elsawhere? (If ves, specify agency or office.)
County Administrator's Office (1939 to Presant) X Yes O No  Perlinent Department and/or County Atiomney’s Office
Courthouse, Lower Leve! Filo Room (1972-1955)
5. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 18, Audit Regquirerents

Yea X No
]
XNone []State []Federal [ Independent

17. |5 an Index System used? f yes, explain briefly and describa raquirements 18. Recommended Retention

Ovyes xXNo .
Retain 10 years after disposal of property then destroy.

18. Name and Title of Preparer 20. Telephone Number | 21. Date
Lisa M. Viverette, Executive Administrative Assistant 410-535-2161 916/2014
to the County Administrator

DOS 5504 (Rev. 1183}



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

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Read, P.O. Box 275

Jessup, Maryland 20794
410-795-1830

g 1f
P&G#;OF m’

1. Department/Agency
Board of Calvert County Commissioners for
Calvert County, Maryland

2. Division
County Administrator

3. Unit

pUrpOSEes.

DEFINITION: RECORD SERIES: A group of related records nommally filed and used as a unit for reference as well as relention and disposion

4. Record Series Tille

Automotive: Vehicle Titles and Motor Vehicle Administration Correspondence

1975 to Present

5. Earliest Year/Latest Year

series.)

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

This series documenits the legal ownership and titling of vehicles aleng with other correspondence related to the Metor Vehicle Adminisiration.

[ Annually

7. Racord Serles Format{s) Listall 8. Record Series Sequence 9. Volume
5
XLotter Size  [J Microfim [ Mphabetical Number
XLogalSize  [J Computer Taps [ Numerical X File Drawer{s)
[ Microfim Reel(a)
[J Audie Tape D Floppy Disk % Chronolegical [ computer Tape(s}
X Other {specify) 4 Boxes and 1 File Drawer
[0 Bound Book [ Video Tape [ Geographical
10. Annual Accumulation
[ Gther (spactty) [ other (specify} 1
Number
[J Flle Drawer(s)
[ Microfiim Rael(s)
O compuier Tapa(s)
X Other {specify)File Folder
11. File is Used 12. File Becomes Inactive After
1
[ paity [ weekiy X Moenthly Number [OMonth(s) X Year(s) (Comrespondenca)

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

DOyes [One

14, Is Record Series Duplicated Elsewhere? (|l yes, specify agency or office.)

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

[ ves O ne

16. Audit Regquirements

[Onene [ State [] Federal ] independent

Ovyes One

17. Is an Index System used? If yes, explain brisfly and descrbe requirements

18. Recommended Retention

Transfer with vehicle upon disposal of vehicle (Titles). -

necessarny-then-dastro

19. Name and Title of Preparer

fo the County Administrator

Lisa M. Viverette, Executive Administrative Assistant

21. Date
9/16/2014

20. Telephone Number
410-535-2161

0GS 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 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-789-1920

AGENCY RECORDS (NVENTORY

PAGEEOF . é?r

1. Depariment/Agency
Board of Calvert County Commissioners for

2. Division
County Administrator

3. Unit

Calvert County, Maryland

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
Directives 2007 to Present

SEeries.)

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

This series documents directives from the Board of County Commissioners, either by paper or via Records Manger Program (TRIM).

7. Recard Seriea Formai(s) Lisl all B. Record Series Saquence 9. Volume
1
XLowerSiza  [J Microfim [ Aphabetical Number
Cregaisize  [] Computer Tape [ Numerical % File Drawar(s)
[ Microfim Resl{s)
[ audio Tape  [] Floppy Disk X Chronolagical [] Computer Tapea(s)
[ ower (specify)_____.__
[0 Bound Boak [ Video Tape [0 Gesgraphical
10. Annual Aceumulation
O Other (specify), O other (specity) ___ 1
Number
[ Fite Drawer(s)
[ Mierefim Reet(s)
[ computer Tapa(s)
x Other {specify)File Folder
11. Flle is Uagd 12. File Becames Inactive After
X Daily [ weeny O Monthiy [ Annually Number O Meninisd [ Year(s)
Directive has been completad.

13. Current Location(s)  (Bldg., Floor, Room)
County Administrator's Office

O ves

14, Is Record Series Duplicated Elsewhere? {If yes, specify agency or offica.)

X No

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

16. Audit Requirements

XnNone []Siate [ Federat [ Independent

17. Is an Index System used? If yes, explain driefly and describe requirements
Oyes XNo

B years after JasF 4Chnm,

18. Recommended Retention

19. Name and Title of Preparer
Lisa M. Viverette, Executive Administrative Assistant

to the County Administrator

20. Telephone Number
410-535-2161

21. Date
9/16/2014

DGS 5504 (Rev. 1/83)




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 i ¢
with Records Retention Schedule {DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE“OF él
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Board of Calvert County Commissioners for County Administrator

Calvert County, Maryland

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

4. Record Series Title 5. Earliest Year/Latest Year
County Policies 1980 to Present

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

The series documents Calvert County Government Policies and Procedures.

7. Record Series Format({s) List all 8. Record Serles Sequence 9, Volume
2
XLetter Siza ] Microfilm [ Alphabetical Number
O wegaiSize [ Computer Tape [ Numerical [ Fite Drawerts)
[ Micrefitm Resi(s)
O Audio Tape [ Foppy Disk % Chronclogical [0 computer Tape(s)
% Other (specify)1 Binder and 1 Filo Folder
X Bound Book  [] Video Tape [ Geographical
10. Annual Accumulation
[ other {spacify). [J Other (spesify) _____ 10
Number
[ File Drawer(s)
[ Microfim Reel(s}
O Computer Tape(s)
X Other (specify}Pages
11, Fils is Used 12. File Becomes Inadlive Afier
O vaily [ weskly X Maonthly O Annually Number [Owmanthe) [ vearts)
nla
13. Current Localion(s)  {Bldg., Floer, Room} 14. Is Record Series Ouplicated Etsewhare? (If yes, epecify agency or office.}
County Administratar's Offica X Yes [ No Office of Personnel andior Pestinent Dapartment
15. Access Restrictions {If Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
CYes XN
XNona []State [ Federal [J Independent
17. Is an Index System used? If yes, explsin briefly and describe requirements 18. Recommended Retention
Oves XNo .
Boleinrpermmanentiv., \SE/'eeq Gnnyg /j,
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Lisa M. Viverette, Executive Administrative Assistant 410-535-2161 9/16/2014
to the County Administrator

DGS 5504 {Rev. 1/83)



Instructions —Type ar 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 Wateroo Road, P.O. Box 275

Jessup, Maryland 20794
410-795-1930

AGENCY RECORDS INVENTORY

i 16

PME’OF

1. Depariment/Agency
Board of Calvert County Commissioners for
Calvert County, Maryland

2. Division
County Administrator

3. Unit

DEFINITION: RECORD SERIES: A group of relaled records normaily filed and used as a unit for reference as well as relention and disposition

purposes.

4. Record Series Title
Budget Books {Copies) and Budget Worksheets

5. Earliest Year/Latest Year
2005 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.)

This serles documents proposed and approved budgets by the Board of County Commissioners.

7. Record Series Format(e) Lisiall 8. Record Series Sequonce 9. Valume
-]
X Letter Size ] Microfilm O Asphabstical Number
OLepaisize [] Cemputer Tape ] Numerical x File Drawer{s)
[ Microfitm Resl(s)
[ Augia Tape  [] Floppy Disk X Chronological [ Computer Tapa(s)
X Other (apacify)1 Box, 6 Books and 1 File Drawer
X Bound Book  [] video Tape [ Geographical
10. Annual Accumulation
O Other (specify). 0 other (spaxify) 2
Number
[ File Drawer{s)
[ Micrefilm Reel{s)
[ Computer Tapa(s)
X Other {specify)1 Book and 1 File Falder
11. Fila ia Used 12. File Becomas Inactiva After
1
[0 paily [] waekiy X Manthiy X Annually Number [JMonthis) X Year(s)

13. Current Location(s)  (Btdp., Floar, Room)
Courthouse, Lower Leval Fite Room (2005-2008)
Caunty Administrator's Office (2009-Present)

X Yes

14. Is Record Seriea Duplicated Elsawhere? (If yes, specify agency or office.)
[ No Department of Finance and Budget

15, Accass Resirictions (If Yes, cite Law{s) & Regulation(s)
[ Yes X No

16, Audit Requirements

XNone [ State [J Federal [J Independent

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

O ves

X Na

18. Recommended Retention

19. Name and Title of Preparer
Lisa M. Viverette, Executive Administrative Assistant

to the County Administrator

'21. Date
9M16/12014

20. Telephone Number
410-535-2161

DQB 550-4 (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 20724
410-783-1830

AGENCY RECORDS INVENTORY

(2 ib
PAGE”OF “

1. Department/Agency
Board of Calvert County Commissioners for
Calvert County, Maryland

2. Division 3. Unit

County Administrator

pUrposes.

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

4. Record Series Tille
Payroll Time Sheets

2012 to Present

5. Earliest Year/Latest Year

series.)

This series consists of copies of Payroll Time Sheets that are prepared bi-weekly.

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

7. Record Series Farmat(s) List all B. Record Series Sequence 9. Volume
1
X[JretterSize ] Microfim [ Atphabetical Number
OiegaiSiee  [J Computer Tape [ Numerical x File Drawar(s)
. [ Microfiim Reel(s)
O Audie Tape [ Flappy Disk x Chrenalogical O computer Tape(s)
CJother (spaciy)______
[J Bound Book ] Video Tapa [ Geographical
10. Annual Accumulatien
O Other tspscity), O Other (spocify) _____ 1
Number
[ Fite Crawerta)
[ Microfim Reel(s)
[0 Computer Tapsis)
X Other (apacify)File Falder
11, File is Uged 12. Fils Becomas Inaclive Aer
2
O aily X Bi-Weeldy O menthly [ annuany Number O Monthts) X Year(s)

13. Current Location(s)  (Bidg.. Floor, Roam)
Gounty Adminisirator's Office

X'Yes

14, I Record Series Duplicaled Elsewhera? {If yes, spacify agency or office.)
[ No Department of Finance and Budget

15. Accass Restrictions (If Yes, cite Law(s) & Regulation(s)
Clves  xNe

16. Audit Requirements

XNone []State [JFederal [Jindependent

O Yes

X No

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

18. Recommended Retention

19, Name and Title of Preparer

fo the County Administrator

Lisa M. Viverette, Executive Administrative Assistant

Retain for 2 years then destroy.
20. Telephone Number | 21. Date
410-535-2161 9/16/2014

DGS 550-4 (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)

AGENCY RECORDS INVENTORY

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

Jessup, Maryland 20794
410-799-1930

1. Depariment/Agency
Board of Calvert County Commissioners for

2. Division
County Administrator

3. Unit

pacedif or ﬁ‘[

Calvert County, Maryland

puUrposes.

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

4. Record Series Title
Office Instructions or Procedures (Intemal Use)

5, Earliest Year/Latest Year
Created in 2010

series.)

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

This series consists of intemnal guidelines, pelicies, or instructions for the operation of an office or a function.

7. Record Serips Format(s)  List all 8. Record Saries Sequenca 8. Voluma
1
XLetier Size  [J Microfitm [ aphabsticat Number
OtepalSize  [J Computer Tape 3 Numerical [ File Drawer(s)
[ Microfitm Reel{s)
[ Audio Tape ] Floppy Disk x Chrenclogleal O Computer Tape(s)
X Qther (specify)File Pocket
[ Bound Book  [] Vidso Tape [ Geograpnica!
10. Annual Accumulation
O Other (spacify). [ other (spacify) _____ ala
Number
[ Fite Drawer{s)
[ sicrofiim Reel{s)
[ computer Tapa(s)
[ Other (specity),
11. File is Used 12. Filo Becomes Inactive After
O paly O wealdy 0 monthy X Annually Number O wmentney [ vear(s)
nfa

13. Currant Location{s)  (Bldp., Floer, Room)
County Administrator's Office (File Pocke! by Desk)

O Yes

14. Is Racord Saries Duplicaled Elaswhare? (If yas, spacify agancy or office.)

XNo

15. Accoss Restrictions (If Yes, cite Law{s) & Regulation{s)
O ves X No

16. Audit Requiremsants

XNone []Siate [ Federal [] Independent

17. 18 an Index System used? If yes, explain briefly and deseribe requiroments
OyYes XNo

18. Recommended Retention

F—— Supersedy

19, Name and Title of Preparer
Lisa M. Viverette, Executive Administrative Assistant

to the County Administrator

20. Telephone Number
410-535-2161

21, Date
9/16/2014

DOS 850-4 (Rev. 1/93)




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

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION »
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE;gOF e"’r
Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2, Division 3. Unit
Board of Calvert County Commissioners for County Administrator

Calvert County, Maryland

DEFINITION: RECORD SERIES: A group of relatad records normally filed and used as a unit for reference as well as retention and disposiion
pUrposes.

4. Record Series Title 5. Earliest Year/Latest Year
Personnel Files (Copies) 2009 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.)

This series documents Department Head Personne! Files maintained by the County Administrator.

7. Record Series Format({s) Listall 8. Record Series Sequence 9. Volume
’ 1
XLetterSiza  [] Microfim [ Aphabetical Nurber
OvLegaisize [ Computer Tape : 3 Numerical X File Drawer{s)
[ Microfiim Roel(s)
[0 Audio Tape ] Floppy Disk x Chronological [3J computer Tapa(s)
[ Other {apecify)
{J Bound Back  [] video Tape ) Geographicat
10, Anmyal Accumulation
0 other (spacify)_________ [ Other (zpecify) 1
Number
{1 File Drawer(s}
[ Micrefilm Reei(s)
[ Computer Tapeis)
x Other {specify)File Folder
11 File is Lised 12. Fila Becomas Inactive After .
[ paily [ waekly {1 Menthly X Annually Number O Monthis) ] Year(s)
nfa
13. Cumeni Location(s)  (Big.. Floar, Room) 14, la Record Series DupHcated Elsewhera? (i yes, specify agency or office.)
County Administrator's Office XYeos O No Office of Parscanal
15. Accass Restrictions {If Yes, cite Law(e) & Regulation(s) 16, Audil Requirements
[JYes XNo
XNone []swute []Federal []independent
17. 18 an Index System uasd? If yea, explsin briefly and describe raquirements 18. Recommended Retention
Oves xne . .
Refaimasiong-esxdimnistratively-Recassan-thon-dectsoy:
Z years effer Sogaatirn
19. Name and Titie of Preparer 20. Telephone Number | 29. Date
Lisa M. Viverette, Executive Administrative Assistant 410-535-2161 9/16/2014
to the Counly Administrator

DGS 5504 (Rov. 193)



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

Calvert County, Maryland

(5 (b
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 paced oF ﬂf
Jessup, Maryland 20794
410-799-1930
1. Depariment/Agency 2. Division 3. Unit
Board of Calvert County Commissioners for County Administrator

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

|_PUrposes.
4. Record Series Title 5. Earliest Year/Latest Year
Projects 2003 to 2008

series.)

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

This series documents various projects assigned to the Executive Administrative Assistant to the County Administrator.

7. Racord Series Format(s) List all B. Record Sories Sequence 9. Volume

1

X Letter Size [ Microfilm ] Aphabetical Number

X LegalSize  [] Computer Tape [} Mumerieal O File Crawer(s}
1 Microfilm Real(s)

O Audic Tape  [J Floppy Disk x Chronclogicat 3 Computer Tape(s)
x Other (specify)} Box

O eound Book [ Video Tape [ Geographical
10. Annual Accumulatien

[0 oOther (specify), O Other (specifyy _____ wa
Number
[ File Drawer(s)
[ Microfilm Reel{s)
[0 Computer Tapats)
O Other (specify),

11. File ls Used 12, File Becomes Inactive After

O Daity [ Weaky [0 Wentnly X Annually Humber [ Menthisy  [J Yearis)
na

13, Current Localion{s) (Bldg., Floor, Room)
Courthouse, Lowar Leve! File Room

O ves X No

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

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

16. Audit Requirements

XNone [ State [ Federai []independent

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

18. Recommended Retention

yes

g eﬁh‘r

0o s-administra NECResd

o1, then SCreen

Ca/a fe#

19. Name and Title of Preparer
Lisa M. Viverette, Executive Administrative Assistant

to the County Administrator

20. Telephone Number
410-535-2161

21. Date
91612014

AGENCY RECORDS INVENTORY



5 i
instructions —Type or Print a separate form for
each new or revised record series. Forward

with Records Retention Schedule (DGS 550-1)

T—

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

Jessup, Maryland 20794
410-709-1830

£ jé
PAGE#OF ﬂ

1. Departmeni/Agency
Board of Calvert County Commissioners for
Calvert County, Maryland

2. Division
County Administrator

3. Unit

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

purposes.
4. Record Series Tifle 5. Earliest Year/Latest Year
Invoices/Purchase Orders FY 2004 to Present

series.)

This series documents copies of purchase orders and related invoices for items budgeted each fiscal year.

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

7. Record Serias Format(s) List all 8. Record Sarips Saguence 8. Volums
; ]
XLetter Size  [] Microfikm [ Aphabetical Numbar
XLlegulSize [J Computer Tape [ Numersicat X Fils Drawer(s)
[ Microfilm Reel(s)
[ Audic Tape  [] Floppy Disk X Chronological [ computer Tape(s}
X Qither {specify)1 Box, 1 File Drawer & 3 Binders
[ Bound Book [ Video Tape [ Geographical
10. Annual Accumulation
O Otherfspecity) [ omner (specify) 1
Number
[ Fie Drawer(s)
[] Microfim Rael(s)
[0 computer Tape(s}
X Other {specify)Binder
11. File is Used 12. File Bacomes Inactive Afer
1
[ paily [ weeksy X Monihy [ Annually Number [ Monthis) X Yaar(s)

13. Cumreni Location(s)  (Bkig., Floor, Room)
Courthouse, Lawer Level File Room (FY 2004-FY 2008)
County Adminlstrator's Office {FY 2010-Prasent)

X Yas

14, Is Record Seres Duplicated Elsawhere? (If yes, specify agency or office.)
[ No Dapartment of Finance & Budget

15. Accass Reatictions (If Yes, cite Law(s) 8 Regutation(s)}
OYes xno

16. Audi Requirements

XNone [JStata [JFedersl [Jindspendent

O ves

XNo

17. 15 an Index Syslem used? If yes, explain brisfly and dascribe requirementa

18. Recommended Retention

19. Name and Title of Preparer

to the County Adminisirator

Lisa M. Viverette, Execulive Administrative Assistant

20. Telephone Number | 21. Date
410-535-2161 9/1612014




