DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. M262

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 4
Agency Division/Unit
City of Cumberland Human Resource
Iitem Description Retention
No.
1 WORKERS COMPENSATION REPORTS thon feamray 1o O Five (9 years,
These documents include copies of Annual Loss Run Reports
and Quarterly Workers Compensation Expense Reports. These
reports are on a fiscal year basis.
2 WORKERS COMPENSATION CLAIMS
These documents include first reports of injury, correspondence, | Retain notice of claim until no further
wage information, copies of workers compensation checks and action plus five (5) years, then destroy
wage adjustment documentation, medical information, invoices,
legal documents, notices and workers compensation commission
awards, hearing notes and various related documents.
3 OPEN WORKERS COMPENSATION CLAIMS
These documents include workers compensation claims and Retain claims and related documents
related documents that remain open/on-going, for both active and | for a period of seven (7) years after the
retired employees claim is settled, then destroy
4 ANNUAL OSHA REPORTS
These reports are OSHA Reports and include information from Retain for a period of ten (10) years,
all City departments (300 and 300A reports) then destroy

Schedule Approved by Department, Agency,
or Division Representative.

Date

Signature

Typed Name Jeffrey E. Repp

Title City Administrator

Date

Zwoq

Schedule Authorized by State Archivist

[

7-30-09

Signature

WQ/ gremrfar—

7

DGS 550-1




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. M262

Page 2 of 4

Agency Division/Unit

City of Cumberland Human Resource
Item Description Retention
No.

ACTIVE EMPLOYEE PERSONNEL RECORDS
These records were previously on schedule M-18, item no. 9,
titled Civil Service Files.

These records include employment application, W-4 and State
Tax Forms, letter of hire, promotion, disciplinary actions, wage
attachments, payroll deductions, new hire registry, and all other
employee related and payroll authorization records for both active
and seasonal employees.

These records are filed alphabetically under the department or
division to which the employee is assigned

POSITION POSTINGS AND NOTICE OF EXAMINATIONS

These records include posting notifications of vacant or new
positions, notice of examination, applications for positions, and
examination records. Applications are null and void after a period
of two years

EMPLOYEE RETIREMENT RECORDS

These records include employee enrollment application for
membership in the Retirement System, application for retirement
and related correspondence. These files include records for the
State of Maryland Retirement System, State of Maryland Alternate
Contributory Pension System, LEOPS (Law Enforcement Officers
Pension System), and the Police Widows Supplement Retirement
provided by the City

HEALTH INSURANCE

These records include employee enrollment forms and invoices
for insurance for employees covered by the City’s health insurance
plan for both active and retired employees

Retain personnel folders for six (6)
years after retirement, resignation, or
termination of service, then destroy
by shredding or burning

Retain for a period of Two (2) years,
then destroy

Retain for a period of Three (3)
years after the death of retiree, then
destroy by shredding or burning

Retain for a period of Three (3)
years and until all audit
requirements have been fulfilled,
then destroy by shredding or burning

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. M262

Page 3 of 4

Agency

City of Cumberland

Division/Unit

Human Resource

Item
No.

Description

Retention

MEDICAL RECORDS
These files include doctor certificates, alcohol/random drug
testing, FMLA, sick bank, and extended leave bank records.

EMPLOYEE GRIEVANCE RECORDS
These files include all forms, correspondence, and hearing
information related to grievances filed by employees

PAYROLL RECORDS

These records are kept in PDF format and include hours,
deduction, benefits, and check registers and any other files needed
to generate pay checks for City employees

UNEMPLOYMENT INSURANCE

The City is self-insured. These files include a summary from the
Employee Tax Service on a quarterly basis listing those employees
qualifying for unemployment benefits as well as an invoice from the
State of Maryland listing the amount of the benefit to be paid. '
Invoices are processed and forwarded by Finance for payment.
Summary reports are maintained in Human Resource

CITY-WIDE POLICIES AND PROCEDURES
These records are maintained in PDF format and includes all
policies and procedures adopted by the Mayor and City Council

UNION FILES

These filed include Union Contracts adopted by the Mayor and
City Council for all bargaining units as well as notes from
negotiation sessions and related correspondence

Retain for a period of Three (3)
years after retirement, resignation, or
termination, then destroy by
shredding or burning

Retain for a period of 12 years after
the claim is settled, then destroy by
shredding or burning

Retain for a period of three (3) years
and until all audit requirements have
been met, then destroy

Retain for a period of one (1) year
and until all audit requirements have
been requirements have been
fulfilled, then destroy by shredding
or burning

Permanent. Retain until superseded,
then periodically transfer to the
Maryland State Archives

Retain Contracts permanently, and
transfer periodically to the State
Archives.

Screen related materials annuaily
and retain permanently all material
which serves to document the origin,
development, functions and
accomplishments of the agency,
destroying all other material having
no further legal, administrative,
fiscal or operational value




DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.Mm262

Page 4 of 4

Agency

City of Cumberland

Division/Unit

Human Resource

Item
No.

Description

Retention

EMPLOYEE PERFORMANCE EVALUATIONS

These files include evaluations performed by department
supervisors for employees under their direction as well as related
correspondence.

LIFE INSURANCE RECORDS
These files include enrollment forms and copies of billings from
the Insurance Agency

SUBJECT FILES

These files include Internet Computer Use, employee verification,
union dues authorization forms, surveys and miscellaneous
correspondence

MINUTES OF PROCEEDINGS OF THE CIVIL SERVICE
COMMISSION

These records include a summary of the proceedings of the
meetings and all business transacted by the Civil Service
Commission.

The Civil Service Commission was abolished by Charter
Amendment Resolution No. 133 09/20/2003, effective 11/09/2005

Retain for Six (6) years after
retirement or termination of the
employee from the employment of
the City, then destroy by shredding
or burning

Retain for a period of Three (3)
years, then destroy by shredding or
burning

Retain for a period of Three (3)
years after retirement or termination
of the employee from the
employment of the City, then
destroy by shredding or burning

Retain permanently, transfer
periodically to the State Archives

DGS 550-1A




. DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
new or revised record series, forward with Record 7275 WATERLOO ROAD

Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE OF L&

partment/Agency f 2. Divi/gion 3 Uml

Q J” C‘% \_xx z._k«l'\{t’if,u..-{ Q«‘H My\m\;;‘;\rm_‘(:){‘ ‘H’&n an (f\a X (€

s
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 oy ) 5. Earliest Year/Latest Year

\/\}f:‘l'{(t’{'¢ CI/‘D"P\”: J.,(“t(fc.);: ‘*Jé/-p f"’"‘"’;‘;i b

6. Record Series Description (Briefly descnbo the types of mfomxahonnldocumentslfonns found in the series. Include the purpose or function of the sgries.

thua\ \‘0% f\u)\ Qghdtru (POI' ‘3 € 7/0"{"/305
..Q-\'r(m W. e o> Tx pense \?eﬁmr‘{ (ee

1€ Rk(x&w —0”
PP‘/‘fDT:H‘a no € /)

7. Record Series Formal(s) 8. Record Series Sequence
D Microfilm O  Alphabetical
O Computer Tape Numerical

D Floppy Disk Chronological

& hical 10. Annual Accumulation
§ D File Drawer(s)

Over o) ey o ek
Number O Other (specify)

| Par Yeal (%\dﬂ.
11. File is Used 12. File Becomes Inactive Atter

D Daily D Weekly D Monthly g O Month(s) Y0 Year(s)
) £ Number
OYhev - Selaom

13. Current Location(s) (Bidg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? Oc, Ao
e~ ‘ (If yes, specify agency or olﬁce) R Co"\P‘ﬁ

§ : ) ‘x 5 " § Yes
R i N
sl &y Meoistral Te Ad, <
15. Access Restrictions 2 Yes O No 16.  Audit Requirements
(i Yes, cite Law(s) & Regulation(s) A

e M SHra [ ]t\ J{'n Y- sof R None O State D Federal O Independent

17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software

D Yes (B\No 5 ea <

Name and Title of Preparer

\‘ /
\ (! L oy S5

S550-4 [Rev. 1783]
jure 1




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

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

AGENCY RECORDS INVENTORY

PAGE 31_ OF &

partment/Agency

~ M ’
‘\L\'\\l OS' \u\‘u.,{;A

2. Division

& s*j ,/\Q', ous

strc tor

3. Unit

[E—.

H;‘“ ceufcte,

—

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

LQO(‘KQV ‘g Low [ \\a S

5. Earliest Year/Latest Year
to &’, b:ﬁ’?‘

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

ST Retr ot Tny e I O"‘"r""\?’"d el Wage

) ‘:orm a H IN, CQDIPS o Qh&fcs

and_ Wage ad&;s{—mvn—( ,Qccumaw@{on, medl’ ca in—@qrma{}on/ghuo‘cé-s

of

\t"%a\ Aloe G ments
hea ring notes, J
4

notices and Workerc Com@; Commission awge <
wol e (afed P\ ments

7. Record Series Format(s)
w Letter Size D Microfilm
O Legal Size

D Bound Book

O Computer Tape
D Floppy Disk
1 Audio Tape D Video Tape

O Other (specify)

8. Record Series Sequence

O Alphabetical

O Numerical

W  Chronological

O  Geographical
Other (specity)

——————

9. Volume

A Q. by,
Number

(p ‘B File Drawer(s)
O  Microfilm Reel(s)
O Computer Tape(s)
O Other (specity

t

10. Annual Accumulation
I & File Draweér(s)
D Microfim Reel(s)
AlScudd 4 Computer Tape(s)
Number O Other (specity)

11. File is Used

"0 Daily £ Weekly

12.
D Monthly

File Becomes Inactive Atter
O Month(s)

WQ_\ca\m Vs "’;eﬂj‘QQ{

O VYear(s)

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

O
/4

i

Is Record Series Duplicated Elsowhora?T
(If yes, specify agency or office)
D Yes 8 No

15. Aocess Restrictions ‘B Yes D No

(f Yes, cite Law(s) & Regulation(s)

(2] nQ( l‘\Tr?D
Forcon

I

Audit Requirements

D None O State D Federal O Independent

17. Is an Index System Used? (If yes, explain briefly and describe

any hadware/software

‘B Yes O No
LY

18. Recommended Retention

Name and Title of Preparer

20. Telephone Number

/

I}«

5504 (Rev 193]
jure 1




. DEPARTMENT O.F GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION

new or revised record series, forward with Record 7275 WATERLOO ROAD
" Retention Schedule (DGS 550-1) P.O. BOX 275 -] } g
JESSUP, MARYLAND 20794 PAGE... _ OF/ & _
‘partment/Agency 2. Division

- , o ‘ 3. Unt ’
Qi*\g of Cumber{e wd @,‘g—y\ Mr\xm;if’mﬂ(or Q'Au ma rh)esa,rcxg

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
! (

OPQ n \\}jc r i(a/‘ul C

\ . N i » 5. Earliest Year/Latest Year
oy Cla'ms CLarﬁe/'f\dawc\-mi) to 200

1 6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.
Worketa conp laime “Hiak tepain © Pen, on—<=oi né . Fo r
d

. 0
Qetive and retired Erwiploy e es
Q!

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
l;( S D Microfilm X Alphabetical - Caets)
Letter Size cro p O Microfilm Reel(s)
_ M » O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (specify)
O Bound Book O Floppy Disk O  Chronological i
“{Audio Tape D Video Tape O  Geographical 10. Annual Accumulati ——
" o = M.
D Other (specify) O Other (specity) =i uDCom'::wﬂ:nng)
Number O Other (specity) ->
11. File is Used 12. File Becomes Inactive Atter (. | osecQ/De(e&S’cI’
O Daily D Weekly )R/Monwy - O Month(s) O Year(s)
Number
&
13. Current Location(s) (Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
, (It yes, specify ag or office)
He Dept 5" . B
15. Access Restrictions Y Yes O No 16, Audit Requirements

(If Yes, cite Law(s) & Regulation(s) ~
ersenne ! ‘Mt)rn-.;{?u R None D State D Federal O Independent

17. Is an Index System Used? (it yes, explain briefly and describe 18. Recommended Retention \
any hadware/software o ( Q
- ‘I A -
Qe’h{ in W W(z I Clogres
O Yes ? No
%QUGN S, ofder O oo o s
k“‘:‘w\i‘mi«c c(
Name and Title of Preparer 20. Telephone Number —

v : 200.- UG- 1,107~ ,
wC(C( (&S‘S,ﬁ;’i \56/ 154 CHO S L,L//(,/é“/

5550-4 (Rev. 193]
jure 1
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. DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION

| nhew or revised record series, forward with Record 7275 WATERLOO ROAD T ——d

Retention Schedule (DGS 550-1) P.O. BOX 275 , %’
JESSUP, MARYLAND 20794 PAGE OF 3

e ——

jpartment/Agency 2. Division 3. Unit

/) - \ X g \
Ci“a of Cu r.\\;:w"(a &l("( C?‘l?‘\ el v ;..?\:4(7&‘{()( Q*Tl‘vi\u?;‘*‘)-z/‘&.azk'ci;
S —d

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

S e ———

4. Record Series Title ra ) ’ 5. Earliest Year/Latest Year
‘ﬁ nMue |

Ustr TSe ports 1995 0_Zeo

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

La ¢ Snh OSHA”RQQQQH- %4 Utdeolis i'\PDrma-HOr')
o all "i‘j d *f““rﬁ“’“""ﬁ S 300 +3a0A redw)r-fs‘

7. Record Series Format(s) 8. Record Series Sequence 9. Volume \/
! 20 File Drawer(s)
Eﬁene; Size D Microfilm O Alphabetical 7 I Cé O Microfilm Reel(s)
ber

R e O Computer T:
X Legal Size O Computer Tape D Numerical Num O Other (spacly)

O Bound Book O Floppy Disk W Chronological
\ - 10. Annual Accumulation
Video T o I i
JAudio Tape o o Tape Geographical 7D Fie ‘)

O Other (specify) , O Other (specify) ‘ E le. Dnm Tm:;)

X2 Other (specity)

| Cile
11. File is Used 12. File Becomes Inactive Atter
O Daily D Weekly 16) D Month(s) i Year(s)

\Jfa r% Number

13. Current Location(s) (Bldg., Floor, Room) . Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)

O Yes O No —%')

15. Acoes§ Restrictions % Yes O No . Audit Requirements
(If Yes, cite Law(s) & Regulation(s)

p@ [Sor fl gf'\ ‘(«’" X None O State D Federal O Independent
\ X [ £

17. Is an Index System Used? (If yes, explain briefly and describe . Recommended Retention
any hadware/software

D VYes KNO 'O‘a"/:

Name and Title of Preparer 20. Telephone Number

View Gassatl 20!-139- 402

§T50-4 (Rev. 1/93)
jure 1




Instructions  Type or Print a separate form for
€ach 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

—— |

e o ¥

410-799.1930

2 Dwision

s :h\ H .
C‘.\‘is.1 j-*d ART AL NL

1 DepanmenyAgency

Cay £ Cunb.

3 Unit
S,

otor ‘ Yurne W p elouree,

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

as well as retention and disposition PUlposes,

4 Record Senes Tile

AQ)" ve. Emp\og‘w; Ve r<onmel ?ﬂ'ﬂ.;.: rede

S Earlies! Year/Latest Year

[ENVE o e

Description (Bnefly descnbe the types of information/documents forms found in the senes  Include the pu

fud e Cwg \cum«‘r app

6 Record Series

Reve redordy \ne
etter 06 ite ' Procsetionw  diseiplinag
pPoOv ol mduck‘am%la,‘«d all OYhar

tetords New Hire. Recichre

4

v 0k ang
t‘\ ‘\"L ~.-,-‘

Crplowes. e \ate

rpose or function of the senes )
beation LDy and Shote Yo | S :

T ooy ¥t Ockg oueg velovd,. e
4 awnd ?a\‘(nl\ At kor-&‘tg‘L

\
M, {';_i 4

7 Record Seres Formal(s) List all 8 Record Series Sequence

"

L1 Microfilm Alphabetical

\’lellev Size

O Legal Size Numerical

[ Computer Tape

O Audio Tape [ Floppy Disk Chronological

[ Bound Book [ Video Tape Geographical

L Other (specify) Other (specity)

9. Volume

\‘ File Drawer(s) 7

L Microfilm Reel(s)

10,8
C s,

Computer Tape(s)

Other (specity) —

10. Annual Accumulation
U File Drawer(s)

0 Microfilm Reel(s)

L Computer Tape(s)

0 Other {specity)

File is Used 12

[ Daily i Weekly

File Becomes Inactive Afier

L Year(s)

= \ | »
S W ) a— i
/J\"*«»' T Q2 LS S o I8 e 1ol

Ly &, k"r 1G4

13 Current Location(s) (Bidg , Floor, Room) 14 Is

rsme—g.,
) > —
) < |~ o

r= { ]

OO i A

Record Senes Duplicated Elsewhere? (" yes. specity

™

agency or office )

Yes

Access Resinctions (If Yes, cile Law(s) & Regulaton(s) 16

" Yes = No o

Audit Requirements

None C Siate L Independent

Is an Index Sysiem used? If yes, explain briefly and describe requirements 18

N

.

Yes No

| 8

v, -
LY M Mg €1

(;\Q\vc Te k

ol 18 2 k3

Recommended Retention

ROt 108 ek &\__L \'T"-- o

R T RNt \ G ’\'.\“\\ t
i -

"ren dettee,

Name and Title of Preparer 20 Telephone Number

21 Date

GS 550-4 (Rey 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

Jessup, Maryland 20794
2410-799-1930

1 DepanmentAgency 2 Division

€ as well as retention and dispositio
4 Record Senes Title S Earhes! Year/Latest Year

Posite —P':D:a*"m:t; and Nekice ot CExan, [ 3000 . Cunrent
& Recora Series Description (Briefly descnbe the types of information/documents Torme found in the series  Include the purpose or function of the senies )
=ile vre lade 8 Post | ‘\O%‘C‘.\C ot igwt oC VGeark O¢ e w Pf.\t‘.i'\ ane
Notiee % o N >~ qu\;rnhm\% Foy PO itiom , evarinetiow

7. Record Series Formal(s) List all B Record Series Sequence 9. Volume \/
File Drawer(s) ;Z'

\/ £ Microfim Reei(s)
Leter Size L Microfilm Alphabetical .

1 Computer Tape(s)
o Legal Size © Computer Tape o Numerical

Other (specity)_
O Audio Tape [ Floppy Disk Chronological

[ Bound Book 0 Video Tape I Geographical 10. Annual Accumulation

C File Drawer(s)
L Other (specify) [ Other (specity) _
£ Microfilm Reel(s)

U Computer Tape(s)

I Other (specify)

" File is Used 12 File Becomes Inaclive Afier

[ Daily  Weekly ' Monthly - Annually _‘,_&,,_, " Month(s) \/v",“)
[ » Number
Files cire Used "N tha e vont of :}ob

CRen s OV,

13 Eument Location(s)  (Bldg , Floor, Room) 14 Is Record Senes Duplicaled Elsewhere? (W yes, specity agency or office )

?om‘ ao ‘ 0 Yes \/ No

15 Access Resinctions (If Yes, cile Law(s) & Regulation(s) 16 Audit Requirements

\/Yes o No \/None C State

/ 17 Is an Index Syslem used? If yes. explain bnefly and describe requirements 18 Recommended Relention

no T Retein Soe 2 \rs )  Mrew

'

AQQ?SS EB ‘*u"‘ﬁ"’?pﬁ(““‘"’ < De fSGr-vf\c l dOS*‘\‘ t %\\\‘G’d qu “CC\*‘;OV‘JS ]
Cay Ad s \"va‘\O“‘qV\A\O\'H\‘:{ et Hecd on w' ; Ofrar daes. o nt §5 14

18 Name and Tille of Preparer 20 Telephone Number 21 Date

GS 550-4 (Rev 1/93)
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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
’ 410-799.1530

AGENCY RECORDS INVENTORY

e 7o 18

1 Depanmenl/Agency

2 Division

3. Unit

DEFINITION - RECORD SERIES: A group of related records n

ormally filed and used as a unil for reference as well as reten

a Rfecord Series Title E\(ﬁ\- D\ O\-‘QQ s 4 -RQ’E\“G N

L Reoerds

S. Earlies) Year/Latest Year

Qlrrent

—_————. o

tion and disposition PUposes.

6 Record Series Description {Briefly de'scnbe the types of information/documentsitorms found in the series iInclude the purpose or tunction of the series.)

E‘m“"\(\ey\*{: . APP\;‘;’ :‘t&-ﬂ" e '&.'\ .

oand ve ledted C*ov(@gp, '

"7. Record Series Fonﬁal(s) List sl

%Ilel Size

o Microfilm

XAIphabe!ical

8. Record Series Sequence

9. Volume

~N

File Drawer(s) ’
Microfilm Real(s)‘

L3

Computer Tape(s)

AB h-e-ed cze;c.(

OKLegaI Size o Compyte: Tepe ' Numerical Number
0 Other (specity), .
| . . | Q. S+, —
C Audio Tape O Floppy Disk 13 Chronologicat
0 Bound Book 0 Video Tape *  Geographicat 10. Annua! Accumulation
. . ’ . ) C File Drawer(s)
© Other (specity) C  Omer (specily) —_—
- O Microfilm Reel(s)
- O Computer Tape(s)
Number
o O'h;v (specity)

11, File is Used 12. File Becomes Inactive Afler

i Daily 0 Weekly Q Monthly O Annually T Month(s) D Year(s)

Nuymber

i3. Cument Location(s)  (8Idg., Ficor. Room)

C—.\"\\‘ et \ ‘D\d:s\{y A

14. Is Record Series Duplicated Eisewhere? Myes, specity agency or office.)

\%m

0 VYes

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

%Yes

I No

Qockidental

“PTA:

16. Audit Requirements

%ne " O State

O Federa} c Inuepender;l

17.

S

r Yes

Is an Index System used? I yes, explain briefly ang describe _réquivemenls :

Recommended Retention

2 \rs, cLter o

18,

Q‘F\'u C}(;

VQ—&\*’".’-Q . Mron ées.(-co-ﬂ “Nead

bv._vm . i

19. Name and Tille of Preparer

20 Telephone Number

21. Date

GS 550-4 (Rev 1/93)




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

7275 WATERLOO ROAD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVE NTORY

" Retention Schedule (DGS 550-1) P.O. BOX 275 “~ Ig.
JESSUP, MARYLAND 20794 PAGE £. _ OF
——

‘partment/Agency

2. Division

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as

waell as retention and disposition PUrposes.

4. Record Series Title
\\{F‘(‘A \+ o .-I;h‘f, LATEI\e £

5. Earlieft Year/Latest Year
FYos-tlato Diycrerth

6. Record Series Description (Briefly describe the types of informationn/documentsAorms found in the senies. Include the purpose or function of the Series.

K'\\\\f\j '\‘\\)O\te_ ‘COC Q'Nx,p\o\.“weeﬁﬁ @ ove rd

P\CAV\.). = ~ (¢ Nt YOUMG

\.
| S

Y,

-

L WS t\“\ © c\\*\«q e S

7. Record Series Format(s) 8. Record Series Sequence 9. Volume L
' s % File Drawer(s)
\6 Letter Size D Microfilm O Alphabetical ¥ i ot O Microfim Reel(s)
) ST g Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (specity)
D Bound Book O Floppy Disk Bl Chronological
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)
ATTACHMENT

CITY OF CUMBERLAND, MARYLAND
CITY OWNED COMPUTER USE POLICY

Introduction

The City of Cumberland’s computer and information network is a continually growing
and changing resource that supports many users and systems. These resources are vital
for the provision of government services to Cumberland citizens. In order to ensure a
reasonable and dependable level of service, it is essential that each employee and elected
official must exercise responsible, ethical behavior when using these resources.

Scope

This policy applies to employees and elected officials of the City of Cumberland and to
the use of any and all City of Cumberland owned or managed computer-related
equipment, computer systems, and interconnecting networks, as well as all information
contained therein. For the purposes of this policy, "employee" means both employees
and elected officials.

For the purposes of this policy, “computer resources” mean all City of Cumberland
owned or managed computer-related equipment, computer systems, and interconnecting
networks, as well as all information contained therein.,

Unacceptable Uses

Unacceptable uses of City of Cumberland computer resources include:

* Violation of the privacy of other users and their data. For example, users shall not
intentionally seek information on, obtain copies of, or modify files, other data or
passwords belonging to other users, or represent themselves as another user unless
explicitly authorized to do so by that user.

* Use for illegal or unlawful, or immoral purposes or to support or assist such purposes.
Examples of this would be the transmission of violent, threatening, defrauding,
obscene or otherwise illegal or unlawful materials.

* Violation of the legal protection provided by copyright and licensing laws applied to
programs and data. '

* Violation of the integrity of computing systems. For example, users shall not
intentionally develop programs that harass other users or infiltrate a computer or
computing system and/or damage or alter the sofiware components of a computer or
computing system.

* Malicious or disruptive use, including use of city computer resources in a manner that
precludes or significantly hampers its use by others. Disruptions include, but are not
limited to, distribution of unsolicited advertising, propagation of computer worms or
viruses, and use of city computer resources to make unauthorized entry to any other
machine accessible via the network.

coPY




Use of city computer resources for recreational games.

Display of materials that may be interpreted as harassing to specific individuals, or a
class of individuals.

Use in conjunction with for-profit activities.

Misrepresentation of one's self, an agency, or the City of Cumberland when using city
computer resources.

Security

The MIS Department grants access as appropniate for each user. MIS and the department
manager will base each access on the employee’s need.

Once an employee receives a user ID to access the city computer resources, they are
responsible for all actions taken by that user ID. Since each user’s access js unique, it is
not recommended that an employee share his/her user ID and password with another
person. In the event that an employee shares a user ID and password, that employee will
be equally responsible for the actions of the person using their ID.

Monitoring

The MIS Department will implement and enforce administrative procedures to assure the
internal security of computerized data and networks. The City of Cumberland may have
cause to monitor employee usage to ensure proper working order, appropriate use by
employees, and the security of City of Cumberland data. The City has the right to access
each and any computer at any time. Users of city computer resources are therefore
advised of this potential monitoring and agree to this practice.

Education

To promote the efficient use and to avoid misuse of city computer resources, a copy of
this policy statement will be distributed to all employees having access to computer
systems. Employees should familiarize themselves with the contents of this policy. Each
department manager is responsible for the activity of its employees and for ensuring that
its employees are familiar with this policy. '

Should a violation of this policy occur, the individual who committed the violation shall
be personally liable for his/her actions. Lack of knowledge of or familiarity with this
policy shall not release an individual from such liability.

Enforcement

Each department manager is responsible for the activity of its employees and for ensuring
that its employees are familiar with this policy. Failure to comply with this policy may
constitute grounds for disciplinary action. Depending on the severity of the violation,
employees may be subject to disciplinary action from written warnings through to




employee termination. The City of Cumberland also retains the right to report any illegal
violations to the appropriate authorities.

Disclaimer

The City of Cumberland will not be responsible for any misuse of City of Cumberland
computer systems. Persons found to be misusing the City of Cumberland's computer
systems will be responsible for any costs or damages sustained by the City of
Cumberland or a third party and those persons will be required to indemnify the City of
Cumberland for any claim against the City of Cumberland by a third party.




EMPLOYEE AGREEMENT ON USE OF CITY COMPUTER RESOURCES

I have read, understand, and agree to comply with the foregoing policies, rules, and
conditions governing the use of the City of Cumberland's computer resources. |
understand that | have no expectation of privacy when 1 use any of the computer
resources. | understand that the City may access each and any computer at any time. | am
aware that violations of this guideline on appropriate use computer resources may subject
me to disciplinary action, including termination from employment, legal action and
cniminal liability. I further understand that my use of computer resources may reflect on
the image of the City of Cumberland to our customers and suppliers and that I have
responsibility to maintain a positive representation of the City. Furthermore, I understand
that this policy can be amended at any time.

Date

[Signature]

[Printed name]

[For MIS use only]
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DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition PuUrposes.
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