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Agency 
County Commissioners of Calvert County, MD 

Division/Unit 
Finance & Budget-Purchasing 

Item 
No. 

Description Retention 

1 

2 

3 

"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." 

Purchase Orders (purchasing department copy) 

Fixed Asset Listing 

a. Physical Inventories 

b. Inventory Disposal Forms 

c. Fixed Asset Journal Postings 

Retain 7 years, then destroy. 

Retain 1 year after audit, then 
destroy. 

Retain 3 years, then destroy. 

Retain 7 years, then destroy. 

Schedule Approved by Department, Agency, 
or Division Representative. 
Date 13.1*11 

Signature 

Typed Name Timothy Hayden 

Title Director, Finance and Budget 

Schedule Authorized by State Archivist 

Signature 

DGS 550-1 

Date 
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Agency Division/Unit 
County Commissioners of Calvert County, MD Finance & Budget-Purchasing 

Item 
No. 

Description Retention 

4 

5 

Email 

Correspondence of personnel in the Finance & Budget-Purchasing 
Office. 

Vacant-Series merged with related material 

Retain for 1 year 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 
served to document the 
origin, development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal or 
historical value. 

DGS 550-1A 



V;SEPA^TiE.liQRMJFOR:EAeH-NEW/RE»ISED= RECORDSfM^GEMENf bivlSloW . . . f 
' ÊiiEGTRON ie REGORDJSERIES- FORWARD i^M^Ri^ff&M^w.d^Bns '• : 1 

W'ril _ JESSUR, MARYLAND 20784 > r , ™ • <| m 1 

•>; ;,COMAR 14.l8e04 . _ J ; • \ J 

; I D E P A R ™ E N T / A G E N G Y 24 ^DIVISION? 3 UNIT 
f|k)uhtyjGo^ ^Finlncef&SBudgetl - Purchasing: « 

: MD • • i 
v\—— — *' ''! ' • • : 4 
| ? fDEFINITION - RecpfdiSeriesa - A!g/qup;pf;rda^ • \ 
I i . • and disposition purposes •• • ** . . . 1 
im 'm^WBWWW®'mB&&'W®& : 9 EARNEST YEAR/LATEST YEAR J 
I "Rurchase Orders (purchasing departrrient copy) 

II *" . " ( • 200§ TO Present 

I I , . ' ; - - " . • 

II : . • ' 1 
f I f I ) I § G T R ; © W I ^ ^ 

contained in arser^^ 1| " : : """"" ; " •• . 
M^gnSJlFtfiSehaslB .0r#ersiaha BackHjpMorjhation; Inapplicable, fGralliCbiintyiDepartm 

h| „ _ a• • [ ; ; ; : 
|l I^^Sl i ln tS / fah^ 
J • s ; . 

f'Wa.PPATINGpYGliES^Q " ~" 

I ' ' ' 

I ensurethe record's retention.and usability throughout the, record's authorized life cycle; I 

i ^ r e t o G f d e W a ^ ^ fheisystem is backedjupidaily:- 1 

; ^2 REGOMMENBEp^RETENTIGfJ | 
'• fBfetairi; 7 years, thens destroy. ' r 1 

j f e 'TYPED 'GPPRIKITEQ N^WE ©F " I 1 * "TElfEPrtQNEfNlOMBER 1 i5i DATE ~ : f 
; k PREPARER f10353>1600-x2288 1/23/1?7 ' . 

: Roberta BjRer ( ; | 

jpB TITl!E OF PREPARER ~ " ' : ~~" "F ' ~ • ' • " 7" T 

; •Purcilasihg Officer [ • / J 



I Înstructions -Type or Print ̂ separate fomvfor 

with Records Retention Schedule ;(DGS 55M) 

JHX «K* kVi - "Sift i«««»S«MiS(SiSi> <:VsKi^.tt ^ o . ? . V/ . 

llllllllllllWllllllilllllllWlllllMI'JLl!!! 

1. Department/Agency 
|C^rty ;G6mmi88loners of Calvert County, MD 

DEPARTMENT OF GENERAL SERVICES! 

RECpROSM^AGEr^ENT DMS10N 

. Jessup, Maryland.20794 
4ip-799;i93pi 

Z.-Piyision ^ 
Finance* Budget 

AGENCY RECORDS I^NTORY«mw»ia!ial 

Purchasing 

4 • •"' Record Scii ©s "f̂  ij ĝ ^̂ ^̂ ^̂ ^̂ ^̂ ^̂ ^̂ ^̂ ^̂ ^ 

Fixed Asset Listing-a. Physical Inventories 
.. EaH^YearySteif^Year 

6.,Recprd;Series. Description (Briefly describe.the types of Infomwbwydccu^ri |duf&J»;puj^^ 

Individual Office.lnye^ • 

7. Record Senes^onnatfs) List ell? 
8S& 88 

i :«.V?«*f8»> JKISW .W; 
|Lll?IS>BBi;SliE .WJComputorTape. 

SHS^i&Tapa ID'Hoppylbliik 

«s sw : 

• AlphalwtlcBl 

PI 'Chrohptbglca) 

Q GeoflraphtcsT -

• 'plhw:(8pee«if) 

|3 FDa Drawees) 
F"l MicrpRm. Reei(s) 

|j 0•Computer Tepe(s) 
I • Otto (specify); 

|Nun*erj 

BiFile'DrawBiiji) -
• Mia#m]6e«l(i) 
Il]iCoiiipute^Tape(s)] 
pp .0S3 î(«P«jfy)_ 

• Weakly! j&Moriihly. B:%iM?l.ly, 

I 
| 'PVeS; E| No • 

f f l r t SI No, ' 

1.?.; Name BJid.TltleofPreparer 
s: Roberta Bajcer. purchasing Officer 

1*2 'ra^BecomeslireWiw'^el 

Number' • Monlhfs) • Veartsj; 

? f t | i s f ^ " s e r t B » u ^ ^ 
t&Yes- SEJiNdl 

B Norte; r j S t a b •.Federal Q Independent 

,18! iRecornrrierkled Retention 

Retainl year after audit, then destroy. 

520STeiephWelNip.b 21?Date1 



ilrista^oiTC^ypo.drRriritaseoarateforTTifor 

with Records' R&entibh,Schedule ;(DGS;55G^) 

DEPARTMESfXsOF-GENERAL^SEBVICES' 
; F p p R D p ^ 

7£7gV^ertaRoadk R©3||Qxi^5'. 
Jessup, Maryland'20794 

410̂799̂1930 

• AGENCY RECORDS INVENTORY. 

1$ &S^SSWSSmfiigBnBf' 
County Commlssibnefs of Ca)vert.Cduntyi 

,2?!Division . 

Finance &;Budget 
3: Unit 

Purchasing. 

purposes? . '„ .. ^ 

Fixed;^sset Ustlhg-b. Inventory Disposal Forms 
5'. Eirih^t Y#/Latesl Year . 

2006 to Present 

6> 

i li$jviip!ll^ 

in the series. Include the purpose;or function of the 

' 7. Reoord Sert&.Fonnd"l(3) :£Stall: 

|3 XsttiirSJM • ;Hicnrfijrii 

•; O.UsW.SHb •ComputerTapis 

|{ •Aud io tape •FbppyDWc 

• Bound Book Q VidepTqie 

• XJther ( s p o c a y ) _ _ _ _ 

' I ' • 

• Alphabetical 

HI!; 

• Chronological 

• Geographical 

• Oth«r,(speclfy) ^ 

-1 
Number 

OMleVofilm Ree:(*) 
• Computer Tape(6) 

•fJ]-Olnei?(Bp|c9y)̂  

_ _ 1 _ 
Number 

El FiteDrawerls) •SilimipiipaiM 
• WicrbfiUn'Reells).. 
•aiiiwwwiiiiaiaiit 
riJComputErJapefa)! 

H Daily SWeaWy -Hi Monthly; [g Annually 

| mGufr^iKoratipri(s): RBIdg), Boor,. Room). 
| GountySertlceaPSiiaaWCourfyStora^>aclJty.'FllB;Room 

*i SStt .AM - WOWS- )0»"<WV«V900J « J 

• Yes El No 

I • Yea H N? 

dumber" £0Mdnth"(8) i0-Yaar(8) 

14: teRecord Series DupScaled.Else«4ier«7' '(if yes, ̂ | i y ŝ erKyor'office.) 
• : Y o a ;:H;No'; 

E Nona • Slate •'Federal • independent 

18: Recommended Retention 

Retain 3 y ^ , then destroy, 

1.9. Name.:and Title of Preparer 

', Roberta. Baker, Purchasing Officer 
20. Telephbrie'Nurfiber? 

1/23/17 

068 MB* (ReyfiC?̂ ';5 



I 

^n^njSris-IJype or. Print a separate form: for 

each new;or;,fwi^ record series, forward 

1. Department/Agency 

County C^mis^nere of Cah<erl County, MD 

DEFINITION: 
purposes. 

DEPARTMENT QF GENERAL SERVICES; 

RECORDS MANAGEMENTDItf ISION1 , 

7275'Watertoo Road, P.O. Box 275 

Jessup, Marylarid.20794 

2., Division . 

Finance & Budget 

AGENCY RECORDS INVENTORY; 

.... m i 
;^«JE_a-.* :, i2£ 

3; Unit 
Purchasing 

filed'andusedas aunitfpc referenceas weliras'retentlonTand,disposition 

4.-Record Series Title 
F ^ A s s e ^ ^ ^ ^ 

teEartiest Veaf/iaitest'#ea"r 
2006 to Preserft 

Sift HVrt>fc<>6fXlt 

6, 

series.) 
in the series. Include the purpose w function of the 

lndivkiual;flxedassetjournalipc«tir»gs; Recordingaf^itra'c^hg'of'a^tsl^ 

TsReoirdSeriesFomist(9! Uteiall 

HjjrterSze • MlcrofiJri 

Q.LegalSfze: ' • Computer Tape. 

5' • Audio Tape O I f oppy Disk-* 

• Bound Book Q Video Tape 

!* :I«]'pihBr"(̂Kĵ )] 

1 

• Alpha beBcal 

B'Nurriertcal. 

• 'C»irono)oglcaf 

• Qeo^apWeal: 

I : H .Daily ÎJlrVeeidy. 'EJrMontfUy ^Annually 

^1pCurenM^(||sj ['(Bk$. rftocpRown); 

'1 pAc^flil^^1i¥piSls,-<!ita la^SSefuiiSiOTts) 
O y « ' EJ.N.9 

17: Is an;indra;syltem<used?)|f yes, explain briefly an'a'daacabeiCTuÎ emgliis: 
. . . . . ..... ... w '•frfsâ sswwsci 

^ Dyes eg no , 

3l9; Name]aidiTitie:of greparjer 
iMRotertalBaker, Pur6hasihg:Offlcer 

'ft Volume; 

NuniberS 

E3 r%,Drawen[s) 
MicrofBmReaKs) 

Qj Computer Tape(s) 
;|jr0trg(spF«8ry) . 

.. i 

Number 

H File Draw8r(8)! 
rJJ.MicrijfilrriReeljB) 
P Computer Tbjjb(s)' 
• O W (specify)! 

•12. He'Beboineslnacflve After 

Number • Monlpfsj • Yearfe) 

1 1 f f i s j R ^ i $ e r t e K D u ^ 

'16. .Audit RelfulflHTOnts. 

| None • Slate •Federal,. • Independent 

18; Recommended Retention 

: RetaJn,7 years,.then deslroy. 

20.Telephone: Number; 
410^535?^1600x2288 

f21KDafe 
1/23/17' 

KM 
i f 



INSTRUCTIONS - TYPE'OR'PRINT A 
"SEPARATEsFORM FORsEACH'NEW/REVISED 
5El»ESTR©NI(3 REiS©rfbiSERI ES. iEORWARD 

j iCOMAR WH$m 

rl DEPARJMENJ/AGENCY 

|^Qg^{g»jp^j§§io^re: ofGalvfftOoMtyY 
iMG), 

'DEPARTMENT OF, GENERAL'SERVICES 
RECORDS MANAGEMENT 

7275^TERto l £ Q A p , PQ.BOX27S. 
JESSUP* MARYLAND; 20794 

(410)799^1930 

2 DIVISION 

Finance & Bllget' 

ELEGTRONie^REGORDS^INVEWTQR^ 1 

M § f ' _ f i . 

3 UNIT 

Purchasing 

'DEFINITION - Recp«J:Series. - S<tfgroip-^ 
I ; and disposition purposes' 

m EARLIEST YEAR/LATEST YEAR 
2007 TO Present 

1 

6 INPUT - Identify source of informĉ ^̂  be entered^ 
e?mail ©^employees Ji, ;®^TPJ|T< iiiiiifit^^ 

(Eiocifoijfe: mail 

ronteined in a;serj^ 

f g P O J I O ^ I I N A l ^ 
f rOAly the owner of • ** 

1 §1iOi HIPBATING1©YGLES ©R ©©rXlDITlONSSANlD^RliLES FOR^RE1 

u :. • z " ! ":: i , i _ i 
RISING INFORMATI ©NIN^THE^YSTEIvl 

I) jfl.T SJE<arlr^iEIII©£AM 
Ij ensure the reeoreJ'ssretentfonsan^^ 
l-^Hr^^GoMBWrnent^serveni 
* i * - — 

OF THE MAIN ELECT 
/.?th roughout the tecort 

RONIC DATA FILE Explaihithetprbgre^ 
j's authorizedilife cycle;. 

stablished to 

I i!2l :REeOMrv1ENDED"RETENTION: 
I |Retaini1 year/and destroy/rriaterial that^ fib; 
i p^a^tif^i^r^^M&itir permanentfreteoti 
|iiqcl6jrriplishTOenteioW 

longer heedeMbPetf^ with 1l%?folJ61K^®^fib^^fran 
bntafiy matenallthatss^^ origin,, dlyeloplnent, afl 
ulngiadrriM^^ 

sfeWoJtne 

q?i1:31 IKYBEDiORPRINTEDNAME OF """"" 
| . PREPARER. 
.IRobertaiBaker 

If* TELEPHONE NUMBER 

4105535-1600 X2288 ' 

15' DATE 

; 1/23M7 

|L|ii. T!^l|E2©Fsp"iipARERi 
^Purchasing Officer 
! . ? 

5 . . , , . 

1 
' t>GS 550-6 | 

lip 

in 


