DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No.

This series includes correspondence,
information on programs such as.

the employee health fair and material
on health-concerned associations.

EMPLOYEE RECORDS

This file contains health records

on employees who participate in

the wellness program, results of
cholesterol tests and blood pressure
screenings and weight loss statistics.

"WELLNESS UPDATES

Wellness Updates are fliers that
list the programs, lectures and
services available to city employees.
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RECORDS RETENTION AND DISPOSAL SCHEDULE
: Pagel of 1
Agency Division/Unit
CITY OF ROCKVILLE CITY MANAGER'’S OFFICE/Wellness Program
Item
No Description Retenticn
1. CORRESPONDENCE AND SUBJECT FILES RETAIN HEALTH FAIR

INFORMATION IN OFFICE.
FOR TWO YEARS THEN
DESTROY. RETAIN ALL
OTHER CORRESPONDENCE
AND SUBJECT FILES IN
OFFICE FOR FOUR YEARS
THEN DESTROY.

RETAIN IN OFFICE FOR
THREE YEARS THEN DESTROY
BY SHREDDING.

RETAIN IN OFFICE FOR
TWO YEARS THEN DESTROY.

Approved by Department, Agency,
or Division Representative.

3/5/23

Date et :
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INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥1TH RECORDS RETENT ION SCHEDULE
(DGS 850-1)

P.O.
4 JESSUP,

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD

BOX 278
MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace _1 _or _3

1. DEFARTMENT /[AGENCY . 2. DIvViSICN

icity of Rockville

City Manager's Office

3. INIT

Wellness Program

CEFINITICON - RECORD SERIES-A JROUP OF RELATED RECCRDS NORMALLY FILID AND USKD AS A UNI!T PFOR

! 4, RRCORD SERIES TITLE

© Correspondence and Subject Files

REFERENCI AS YELL AS RlﬁNTION AND DISFOSITICN PURFOIED

5. EARLIEST YEAR/LATEST YEAR

1987 To _1993

| 6. RECORD SERIES DESCRIPTION (IIIIPI.’I DESCRIBE THKE TYPES OF INFOMTION/DOCWTS/F’OM FOUND

IN THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

‘This series includes correspondence, information on programs such as the employee
health fair and material on helath-concerned associations.

7. RECORD SERIES FORMAT(S)

B LETTER SIZE O MICROFILM

U_LZGAL SIZE

‘Daoumaoox

O AUDIO TAPE

O COMFUTER TAPK
O FLOPPY DISK
O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEGUENCE 9.
8 ALPHAEETICAL
0 NUMERICAL
B CHRONOLOG I CAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME

O FILE DRAVWER(S)
O MICROFILM REEL{S)
8 O COMPUTER TAPE(S)
NGMBER g orppp(sPECIFY)
folders

10. ANNUAL ACCUMULAT ION
‘0O FILE DRAWER(S)
O MICROFILM REEL(S)
RUNBRR O COMPUTER TAPE(S)

0 _oTHER( SPECIFY

R I

FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O paILY 2 VEEKLY O MONTHLY 3 O MCNTH(S) 8 YEAR(S)
_RUNEWH

' 13. CURRENT LOCATION(S) (ELDG.,FLOCR,ROCM)
City Manager's Office

111 Marvyland Avenue,
Rackville MD

3rd Floor

14. 15 RECORD SERIES CUPLICATED ELSEWHERE?

ti1® vyes, sereEcirY srarncy or orrice)
O vyEs ® NO

15. ACCESS RESTRICTIONS CYEs 8 NO

(1r vyes, c1Tx LAw({S) & amauLaTion(s)

16. AUDIT REQUIREMENTS

B NCNE O STATE DO FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r YRS.DDPLAIN
BRIEFLY AND DESCRIBE ANY MARDWARE/SOFTWARK)

OYyEs & nNo

18. ECWED RETENT JON
Retain in office for three years then
destroy by shredding.

‘I’xa.ruut AND TITLE OF PREPARER
Carolyn Barnett-Jones
Elections Clerk/Records Managenq

20.

TELEPHONE NUMBER

(301) 309-3314

21. DATE

March 4, 1993

DGS 350-4 (REVISED 2/87)
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JNSTRUCTIGNS - -TYPE OR PRINT A 'DEPARTMENT OF GENERAL SERVICES . v
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7273 WATERLOG RQAD
. WITH RECORDS RETENTION SCHEDULE - P.O. BOX 273 pace 2 o
(DGS 380-1) J JESSUP, MARYLAND 20794 < OF 3
1. DEFARTMENT /AGENCY 2. DIVISICN o 3. UNIT
!Citv of Rockville Citv Manager's Office Wellness Program

CEFINITION-RECORD SRIESOA SROUP OF RELATED RECCRDS NORMALLY FILID AND USKD AB A UNIT PFOR T
REFERENCI AS WELI. AS RETINTION AMD DISPOSITICON PURFOIES e

! 4. RECCRD SERIES TITLE ' ' ' ' 5. EARLIEST YEAR/LATEST YEAR
. : 1991 +To 1993

' Employee Records

| 6. RECORD SERIES DESCRIPTION (2%!EPLY DESCRIBK THME TYPES OF INFORMAT!ON/DOCUMENTS/FORMS FOUND
tN FHE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

This file contains health records on employees who participate in the Wellness Program,
results of cholesterol tests and blood pressure screenings and weight loss statisties.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGQUENCE 9. VOLUME )
B LETTER SIZE O MICROFILM O ALPHABETICAL O FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL SIZE O COMFUTER TAPE O NUMERICAL 3 O COMPUTER TAPE(S)
: NUMBE
‘ O BOUND BOOK U FLOPPY DISK ' @ CHRONOLOGICAL ' . ® OTHER(SPECIFY)
folders
0O AUDIO TAPE O vi APE o OCRAPH 1 CAL
VIDEO T. & ! 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) _ O FILE DRAWER(S)
O MICROFILM REEL(S)
RGASEE O COMPUTER TAPE(S)
O_OTHER(SPECIEY)

P11. piLE 1S USED _ 12. FILE BECOMES INACTIVE AFTER .
. @ palLY O WEEKLY O MONTHLY 3 O MCNTH(S) ® YEAR(S)
- _RUREEN :
k " . ' |
! 13. CURRENT LOCATICN(S) (BLDG.,FLOCR,ROCM| 14. 15 RECORD SERIES CUPL ICATED ELSEWHERE? ;
- City Manager's Office tir ves, sPrECiFY rarncy or orFricx)
111 Maryland Avenue, 3rd Floor 0 YES B No
Rackville MD i
15. ACCESS RESTRICTIONS O YES ~ @& NO 16. AUDIT REGUIREMENTS

{ir ye8, ciTx LAN(S) & mEGuLATION(SB)
8 NeNE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1pr vag,.ROPLAIN

18. RECCMMENDED RETENTION
BRIEFLY AND DESCRIBE ANY HARDWARE/SOPTWARK )

Retain in office for three years then

OYyEs ® nNoO - destroy by shredding.
19. NAME AND TI!TLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Carolyn Barnett-Jones
Elections Clerk/Records Managex (301) 309-3314 March 4, 1993

DGS 350-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

YITH RECORDS RETENTION SCHEDULE

(DGS 350-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE - 3 OF _3

| 1. DEFARTMENT/AGENCY

iCity of Rockville

2. DIVISICON

City Manager's Office

3. WNIT

Wellpess Program

CEFINITICN - RSCORD iRIES-A SROUP OF RKLATED RECCRDS NORMALLY FILID AND USED AS A UNIT FOR

4. RECCRD SERIES T1TLE

" Wellness Updateé-

REFERENCT AS ¥ELL AS RETINTION AND DISPOSITION PURPQSES

5. EARLIEST YEAR/LATEST YEAR
1990 TO _1993

6. RECORD SERIES DESCRIPTION (IIII'LY DESCRIBE THE TYPES OF lN'ORﬂATlON/DOCWTS/”m PFOUND

'tN FTHE SERIES.

to city employees.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

Wellness Updates are fliers that list the programs, lectures and services available

v

7. RECORD SERIES FORMAT(S) 8.
B LETTER SIZE O MICROFILM

0 LZGAL SI1zE O cou;ufzn TAPE
‘I' 0 BOUND BOOK O FLOPPY DISK

0 AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE
O ALPHABETICAL

O MuMERICAL

8 CHRONOLOGICAL

C GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

O FILE DRAVWER(S)
O MICROFILM REEL(S)

Ji O COMPUTER TAPE(S)
NERET W engR(sPEciFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUHUBER O COMPUTER TAPE(S)

O OTHER(SPECIFY)

P11 piLe 1S USED

0 paiLy 0 ¥vEEKLY @ MONTHLY

12. pFiLE BECOMES
2

_RUNEER

INACTIVE AFTER
O MONTH(S) ® YEAR(S)

;x: CURRENT LOCATION(S) { ELDG. , F1LOCR, ROCM )
City Manager's Office

111 Maryland Avenue, 3rd Floor
Bockville MD

14. 15 RECORD SERIES CUPL ICATED ELSEWHERE?

tir ves, srECIFY sarNcY Or oPFicE)
O YEsS 2 NO

185. ACCESS RESTRICTIONS
{ir ves,

O YES B NO
c1Tx Law(s) & mEauLATION(S)

16. AUDIT REQUIREMENTS

B NCNE O STATE O FEPERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (i@ YRS.E)PLAIN
: BEIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE )

QOyEs B NO

18. RECCMMENDED RETENT JON
Retain in office for two years then destroy.

‘I' 19. NAME AND TITLE OF PREPARER
Carolyn Barnett-Jones
Elections Clerk/Records Managey

TELEPHONE NUMEER

(301) 309-3314

21. DATE

March 4, 1993

DGS 350-4 (REVISED 2/87)




