
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. C130 3 

Page 1 of 5 

Agency 
County Commissioners of Calvert County, MD 

Division/Unit 
County Attorney 

Item 
No. 

Description Retention 

"The issuance of a legal hold by the County Attorney's Office 
overrides any portion of this record retention policy or 
schedule that othenvise 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." 

Bankruptcy Files 

Bond Issue Files 

Contract and Agreement Files 

Retain 2 years after the final 
disposition of the case by the 
court, then destroy. 

Retain the approved bond 
12 years after the date of Bond 
Maturity, then destroy. Retain 
work papers until receipt of the 
approved bond issue, then 
destroy. 

Retain 5 years after the terms of 
the contract or agreement have 
been fulfilled or the term and 
all extensions have run, 

Schedule Approved by Department, Agency, 
or Division Representative. 
Date 

Signature 

Typed Name John B. Norris. Ill 

Title County Attorney 

Schedule Authorized by State Archivist 

Date 1'K>'H> 

Signature 

DGS 550-1 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

CORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. C130 3 

RE 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

CORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 2 of 5 

Agency Division/Unit 
County Commissioners of Calvert County, MD County Attorney 

Item 
No. 

Description Retention 

4 Freedom of Information Notices/Public Information Act 
Requests 

Retain S years after date of 
notice, then destroy. 

5 Legal Reviews 

a. By-Laws and charges to boards 
and commissions. 

Retain for life of board or 
commission, then destroy. 

b. Conflict of interest matters Retain 5 years after 
completion of any action, 
then destroy. 

c. Departmental matters Retain 3 years, then destroy. 

d. Legislative program or matters Retain 5 years after end of 
General Assembly session to 
which they relate, then 
destroy. 

e. Other reviews Retain 3 years, then destroy. 

6 Litigation Case Files 

a. Adjudicated Claims Retain 5 years after the final 
disposition of the case by the 
court and then for as long as 
administratively required, 
then destroy. 

DGS 550-1A 



I 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. C1303 

Page 3 of 5 

Agency 
County Commissioners of Calvert County, MD 

Division/Unit 
County Attorney 

Item 
No. 

Description Retention 

b. Nonadjudicated Claims 

c. Injunctive, declaratory or administrative 

d. Possible claims. 

Opinion Files 

Subject Files 

a. Documents sent for approval for legal sufficiency. 

b. Documents received, but have no involvement. 

c. Risk Management/Local Government Insurance Trust 
(LGIT) files. 

Retain 5 years after the out-
of-court settlement is reached, 
or the expiration of liability 
(as determined by the relevant 
statute of limitations), 
whichever is later, then 
destroy. 

Retain 5 years after 
termination of proceedings, 
then destroy. 

Retain until applicable statute 
of limitations expires, then 
destroy. 

Retain for SO years, then 
destroy. 

Retain for 1 year after 
approval given, then destroy. 

Retain for 6 months after 
received, then destroy. 

Referto#6a&bfor 
Retention Period for each 
case. 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

CORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. C1303 

RE 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

CORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 4 of 5 

Agency Division/Unit 
County Commissioners of Calvert County, MD County Attorney 

Item 
No. 

Description Retention 

9 Budget/Fiscal Records 

Documents the expenditure of funds, accounting for funds, routine 
purchases and other activities of an accounting or financial nature; 
records not otherwise listed on this schedule. This includes, but not 
limited to, yearly budgets, requisition requests, invoices and check 
request vouchers. 

Retain 3 years after end of 
fiscal year, then destroy.. 

10 Employee Personnel Files-Supervisor's Copy 

Copies of personnel records maintained by employee's supervisor. 
This includes Family Medical Leave Act documentation. 

Retain for 3 years after the 
departure of employee then 
destroy. 

11 Timesheets, Work Reports and Leave Records 

* This series documents the accrual of different types of absences 
from work or official leave and its subsequent use by an employee. 
It also includes timesheets and employee work reports. 

Retain 3 years, then destroy. 

12 Administrative Databases 

This series consists of paper or electronic databases used solely to 
track routine tasks done in the office. 

Continuous Record. Maintain 
as a perpetual file by updating 
when amended or revised and 
destroying obsolete material. 

13 Office Instructions or Procedures (internal use) 

This series consists of internal guidelines, policies, or instructions 
for the operation of the office or function. 

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

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. C1303 DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 5 of 5 

Agency Division/Unit 
County Commissioners of Calvert County, MD County Attorney 

Item 
No. 

Description Retention 

14 

15 

16 

17 

TRIM/Directives 

This series documents citizen complaints, general information 
(internal and external) preliminary investigations, findings, 
background material, and responses assigned to the County 
Attorney's office for response from the Board of County 
Commissioners 

Vacant-Series was merged with related material 

Vacant-Series was merged with related material 

E-mail 

Correspondence of personnel in the County Attorney's Office. 

Retain S years after end of 
fiscal year, then destroy.. 

Retain 1 year and destroy 
material that is no longer 
needed for current business 
with the following exception: 
Transfer to the Maryland 
State Archive for permanent 
retention any material that 
serves to document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal or 
historical value. 

DGS 550-1A 



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 

A G E N C Y R E C O R D S I N V E N T O R Y 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 

PAGE / OF ' I ^?€7-^ 

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

2. Division 
County Attorney 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a 
purposes. 

unit for reference as well as retention and disposition 

4. Record Series Title 

Bankruptcy files 

5. Earliest Year/Latest Year 

2002 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.) Bankruptcy notices to include but not limited to, for individual attorneys and bankruptcy court; correspondence from County bankruptcy 
counsel. Purpose is for payment of real property and water and sewer bills due and owing to the County. 

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume 

El Letter Size • Microfilm El Alphabetical Number 

l~l Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

l~l Bound Book • Video Tape 

• Numerical 

| ~ | Chronological 

• Geographical 

El File Drawer(s) 

• Microfilm Reel(s) 

f j Computer Tape(s) 

PI Other (soecifv) 

Other (saerihrt • Other (specify) 

10. Annual Accumulation 

500 

Number 

(~| File Drawees) 

| ~ | Microfilm Reel(s) -

|~1 Computer Tape(s) 

El Other (specify) Bankruptcy cases 

1 1 . File is Used 

• Daily g| Weekly • Monthly • Annually 

12. File Becomes Inactive After 

Depends upon type of bankruptcy filed 

Number • Month(s) • Year(s) 

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

County Attorney's office 

14.1s Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

E| None • State • Federal • Independent 

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

El Yes • No 

Access database-number index. Each case that the County Is owed an amount for real 

Property taxes or water and sewer, is assigned a number and recorded in the database 

18. Recommended Retention 

Retain 2 years after the final disposition of the case, then destroy. 

19. Name and Title of Preparer 

John B. Norris, III, County Attorney 

20. Telephone Number 

410-535-6323 

21. Date 

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 INVENTORY 

PAGE. 

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

2. Division 
County Attorney 

3. Unit 

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 
Bond Issue Files 

5. Earliest Year/Latest Year 
to 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 
series.) Currently we do not have any records in this Record Series. 

7. Record Series Formal(s) List all 

• Letter Size • Microfilm 

• Legal Size • Computer Tape 

n Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

l~l Numerical 

n Chronological 

l~l Geographical 

• Other (specify) 

9 . Volume 

• File Drawer(s) 

• Microfilm Roel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

l~l Computer Tape(s) 

• Other (specify) file 

1 1 . File is Used 

• Daily • Weekly f~l Monthly • Annually 

12. File Becomes Inactive After 

Number • M o n t h ( s ) • Y e a r ( s ) 

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes E| No 

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

• Yes • No 

16. Audit Requirements 

FJ3 None • State • Federal • Independent 

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

• Yes H No 
18. Recommended Retention 

Retain the approved bond J? years after the date of Bond Maturity, then 
destroy. Retain work papers until receipt of the approved bond issue, 
then destroy. 

19. Name and Title of Preparer 
John B. Norris, III, County Attorney 

20. Telephone Number 
410-535-6323 

21. Date 

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 INVENTORY 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 

™*'_3. OF 

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

2. Division 

County Attorney 
3. Unit 

purposes. 
4. Record Series Title 
Contract and Agreement Files 

5. Earliest Year/Latest Year 
1991 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.) Contracts and agreements between County and other entities. County Attorney's office is required to review all contracts and agreements 
entered into by the County for legal sufficiency. 

7. Record Series Format(s) List all 8. Record Series Sequence ' 9 . Volume 

El Letter Size • Microfilm El Alphabetical 
£ 

Number 

B3 Legal Size • Computer Tape 

f~l Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

B3 Numerical 

• Chronological 

• Geographical 

l~l File Drawer(s) 

• Microfilm Reel(s) 

l~l Computer Tape(s) 

El Other (specify) File cabinets 

r~| Other fsoeeifv) ("I Other feoedfv) 

10. Annual Accumulation 

Number 

PI File Drawer(s) 

• Microfilm Reel(s) 

l~l Computer Tape(s) 

B3 Other (specify) Varies from year to year 

1 1 . File is Used 

• Daily • W e e k l y • Monthly El Annually 

12. File Becomes Inactive After 

Once terms of contract are fulfilled or expired 

Number • M o n t h ( s ) • Y e a r ( s ) 

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

County Attorney's office 

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

• Yes El No 

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

• Yes E| No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

El Yes • No 

Access database-document log. Documents the items as they come in. Also documents when 

The documents have been returned and where they are filed. 

18. Recommended Retention 

Retain 5 years after terms of contract or agreement have been fulfilled, 
then destroy. 

19. Name and Title of Preparer 
John B. Norn's, III, County Attorney 

20. Telephone Number 
410-535-6323 

21. Date 

DGS 550-4 (Rev. 1/93) 



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

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY 

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 

PAGE OF t2&2 

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

2. Division 
County Attorney 

3. Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for ref 
purposes. 

erence as well as retention and disposition 

4. Record Series Title 
Freedom of Information Notices 

5. Earliest Year/Latest Year 
1998 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.) Requests received pursuant to Freedom of Information Act and documents that are sent in response to request. Maintain a record of types of 
Freedom of Information Act requests that the County receives. 

7. Record Series Formal(s) List all 

IS Letter Size • M i c r o f i l m 

l~l Legal Size • Computer Tape 

n Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other fsnerify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

E3 Chronological 

• Geographical 

• Other (specify) 

9 . Volume 

2 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

El Other (specify) file size boxes 

7. Record Series Formal(s) List all 

IS Letter Size • M i c r o f i l m 

l~l Legal Size • Computer Tape 

n Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other fsnerify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

E3 Chronological 

• Geographical 

• Other (specify) 

10. Annual Accumulation 

36 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

El Other (specify) Requests 

1 1 . File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 

Requests have been fulfilled 

Number • Monthf.s) • Y e a r ( s ) 

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

County Attorney's office 

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

• Yes B| No 

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

• Yes E| No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

El Yes • No 

Access database-document log. Documents the items as they come in. Also documents when 

The documents have been returned and where they are filed. 

18. Recommended Retention 

Retain 5 years after date of notice, then destroy. 

19. Name and Title of Preparer 
John B. Norris, III, County Attorney 

20. Telephone Number 
410-535-6323 

21. Date 

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 INVENTORY 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 

P A G E i ^ 5 _ O F J e ^ Z ^ 

1. Department/Agency 

County Commissioners for Calvert County, MD 

2. Division 

County Attorney 

3. Unit 

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 

Legal Reviews-By-Laws and charges to boards and commissions 

5. Earliest Year/Latest Year 

1990 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.) Records and correspondence concerning the various County boards and commissions. Maintain a record of duties and responsibilities of 

each board and/or commission. 

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume 

El Letter Size • Microfilm El Alphabetica Number 

• Legal Size • Computer Tape 

[~| Audio Tape • Floppy Disk 

• Numerical 

• Chronological 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

El Other (specify) file 

• Bound Book • Video Tape Q Geographical 10. Annual Accumulation 

L~) Other (specify) • Other (specify) 1 
Number 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

El Other (specify) file 

11. File is Used 

• Daily • W e e k l y • Monthly fj] Annually 

12. File Becomes Inactive After 

Board or commission desolves 

Number • Month(s) • Year(s) 

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

County Attorney's office 

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

• Yes El No " 

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

• Yes J3 No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 

18. Recommended Retention 

Retain for life of board or commission. 

19. Name and Title of Preparer 
John B. Norris, III, County Attorney 

20. Telephone Number 

410-535-6323 

21. Date 

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 INVENTORY 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 

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

2. Division 

County Attorney 
3. Unit 

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 
Legal Reviews-Conflict of interest matters 

5. Earliest Year/Latest Year 
to 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 
series.) Currently we do not have any records in this Record Series. 

7. Record Series Format(s) List all 

• Letter Size • Microfilm 

l~l Legal Size • Computer Tape 

(~| Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

l~l Alphabetical 

| ~ | Numerical 

|~) Chronological 

• Geographical 

• Other (specify) -

9 . Volume 

Number 

[~1 File Drawer(s) 

• Microfilm Reel(s) 

f~) Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) file 

1 1 . File is Used 

• Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

Number • Month(s) • Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes El No 

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

• Yes • No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

Retain 5 years after completion of any action, then destroy. 

19. Name and Title of Preparer 
John B. Norris, III, County Attorney 

20. Telephone Number 
410-535-6323 

21. Date 

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 INVENTORY 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 

PAGE ',7 OF '. Is** 

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

2. Division 

County Attorney 

3. Unit 

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 
Legal Reviews-Departmental matters 

5. Earliest Year/Latest Year 
1990 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.) 
Review County grant applications, contracts, agreements, letters and other miscellaneous correspondence from the County's various departments. County 
Departments submit these documents to the County Attorney's office to review for legal sufficiency. 

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume 

El Letter Size • Microfilm • Alphabetical Number 

|~ ) Legal Size • Computer Tape 

l~l Audio Tape • Floppy Disk 

• Numerical 

• Chronological 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

El Other (specify) File cabinet 

f~l Bound Book • Video Tape • Geographical 10. Annual Accumulation 

r~l Other (specify) El Other (specify) County 

Departments 

1 
Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) file 

1 1 . File is Used-

• Daily • w e e k l y • Monthly El Annually 

12. File Becomes Inactive After 

Board of County Commissioner's approval 

Number • M o n t h ( s ) • Y e a r f . s ) 

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

County Attorney's Office 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

El Yes • No 

Access database-document log. Documents the items as they come in. Also documents when 

the documents have been returned and where they are filed. 

18. Recommended Retention 

Retain 4^eafrthen destroy. 

19. Name and Title of Preparer 
John B. Norris, III, County Attorney 

20. Telephone Number 

410-535-6323 
21. Date 

DGS 550-4 (Rev. 1/93) 



INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW/REVISED 
ELECTRONIC RECORD SERIES. FORWARD 
WITH 
RECORDS RETENTION SCHEDULE (DGS 
550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD, P.O. BOX 275 
JESSUP, MARYLAND 20794 

(410)799-1930 

ELECTRONIC RECORDS INVENTORY INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW/REVISED 
ELECTRONIC RECORD SERIES. FORWARD 
WITH 
RECORDS RETENTION SCHEDULE (DGS 
550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD, P.O. BOX 275 
JESSUP, MARYLAND 20794 

(410)799-1930 Paae ft of $12*1, 

1 DEPARTMENT/AGENCY 
County Commissioners of Calvert 
County, MD 

2 DIVISION 
County Attorney's Office 

3 UNIT 

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 
Legal Reviews-Departmental matters 

5 EARLIEST YEAR/LATEST YEAR 

2009 TO Present 

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

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

Review County grant applications, contracts, agreements, letters and other miscellaneous correspondence. 

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

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING 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. 

Email accounts for John B. Norris, III and Pamela R. Lucas. 

12 RECOMMENDED RETENTION 
One (1) year. 3 yejw$ 

13 TYPED OR PRINTED NAME OF 
PREPARER 

John B. Norris, III 

14 TELEPHONE NUMBER 

410-535-6323 

15 DATE 

16 TITLE OF PREPARER 

County Attorney 

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 

410-799-1930 

AGENCY RECORDS INVENTORY 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 

PAGE. H OF vQIfo 

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

2. Division 

County Attorney 

3. Unit 

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 
Legal Reviews-Legislative program or matters 

5. Earliest Year/Latest Year 
1986 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.) Requests for items to be presented to our legislative representatives. Consideration for Board of County Commissioners to forward to 
legislative representatives for review and consideration. 

7. Record Series Format(s) List all 8. Record Series Sequence' 9 . Volume 

El Letter Size Q Microfilm • Alphabetic*) Number 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Numerical 

El Chronological 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tapo(s) 

El Other (specify) Files 

|~) Bound Book • Video Tape 

• Other (sDBClhrt 

r~l Geographical 

• Other (specify 

10. Annual Accumulation 

Varies depending on the number of legislative requests received each year. 

Number 

• File Orawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) file 

1 1 . File is Used 

• Daily • w e e k l y • Monthly El Annually 

12. File Becomes Inactive After 

End of General Assembly Session 

Number • Month(s) • Year(s) 

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

County Attorney's Office 

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

• Yes El N o 

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

• Yes El N o 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El N o 
18. Recommended Retention 

Retain 5 years after end of General Assembly session to which they 
relate, then destroy. 

19. Name and Title of Preparer 
John B. Norris, III, County Attorney 

20. Telephone Number 
410-535-6323 

21. Date 

DGS 550-4 (Rev. 1/93) 



Instructions —Type or Print e separate form for DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY 

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 

PAGESJLL OF 7J> 

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

2. Division 
County Attorney 

3. Unit 

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 
Legal Reviews-Other reviews 

5. Earliest Year/Latest Year 
2012 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.) Legal reviews. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

r~| Dinar (soec iM 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

El Chronological 

n Geographical 

• Other (specify 

9. Volume 

1 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

r~| Dinar (soec iM 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

El Chronological 

n Geographical 

• Other (specify 

10. Annual Accumulation 

Varies depending on the number of directives received each year 

Number 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) file 

1 1 . File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 

Directive has been fulfilled 

Number • Month(s) • Year(s) 

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

County Attorney's Office 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

Retain 1 yoaf, then destroy. 

19. Name and Title of Preparer 
John B. Norris, III, County Attorney 

20. Telephone Number 
410-535-6323 

21. Date 

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 INVENTORY 

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

2. Division 

County Attorney 
3. Unit 

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 
Litigation case files-Adjudicated claims 

5. Earliest Year/Latest Year 
1994 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.) 
Maintain a record of adjudicated cases and their outcome/status. Such cases may include, but are not limited to accounts for non-payment of substance 
abuse, treatment facility accounts and various collection cases including County tipping fees, non-payment of health insurance premiums and personal 
property tax collection. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

l~l Legal Size • Computer Tape 

l~l Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

El Alphabetical 

El Numerical 

• Chronological 

l~l Geographical 

• Other (specify 

9. Volume 

2 

Number 

• File Drawer(s) 

| ~ | Microfilm Reel(s) 

f~| Computer Tape(s) 

El Other (specify) File cabinets 

10. Annual Accumulation 

2 0 

Number 

l~l File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

El Other (specify) New cases 

1 1 . File is Used 

• Daily • Weekly Monthly • Annually 

12. File Becomes Inactive After 

Payment in full has been received by the County 

Number • Month(s) DYearts) 

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

County Attorney's Office 

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

• Yes El No 

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

• Yes El N o 

16. Audit Requirements 

El None • State • Federal • Independent 

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

El Yes • No 

Access database-number index and Substance Abuse-Treatment Facility (SA-TF) index. Each case 

is assigned either a file number or is recorded in the Substance Abuse-Treatment Facility (SA-TF) index. 

18. Recommended Retention 

Retain 5 years after the final disposition of the case by the court and 
then for as long as administratively required, then destroy. 

19. Name and Title of Preparer 
John B. Norris, III, County Attorney 

20. Telephone Number 
410-535-6323 

21. Date 

i)ao)\5 
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 

AGENCY RECORDS INVENTORY 

PAGE 1 ]%— OF <0&'2*(> 

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

2. Division 

County Attorney 

3. Unit 

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 
Litigation case files-Nonadjudicated claims 

5. Earliest Year/Latest Year 
1999 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.) Maintain a record of nonadjudicated cases and their outcome/status. Such cases may include, but are not limited to collection cases 
including, but not limited to, trailer park taxes and water and sewer liens. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

[~| Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

|~l Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

l~l Alphabetical 

E3 Numerical 

l~l Chronological 

l~l Geographical 

l~l Other (specify 

9. Volume 

1 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

15 

Number 

| ~ | File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

El Other (specify) New 

1 1 . File is Used 

• Daily • W e e k l y El Monthly • Annually 

12. File Becomes Inactive After 

All terms have been complied with. 

Number • Month(s) • Y e a r f s ) 

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

County Attorney's Office 

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

• Yes El N« 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

El Yes • No 

Access database-number index. Each new case is assigned a number and recorded into the 

database. 

18. Recommended Retention 

Retain 5 years after the out-of-court settlement is reached, or the 
expiration of liability(as determined by the relevant statute of limitations), 
and then for as long as administratively required, then destroy. 

19. Name and Title of Preparer 
John B. Norris, III, County Attorney 

20. Telephone Number 
410-535-6323 

21. Date 

DGS 5504 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY 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 

PAGE ft OF V 

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

2. Division 
County Attorney 

3. Unit 

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 
Litigation case files-lnjunctive, declaratory or administrative 

5. Earliest Year/Latest Year 
1990 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.) Maintain a record of injunctive, declaratory or administrative cases and their outcome/status of zoning violation cases. 

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume 

El Letter Size • Microfilm El Alphabetical 
1 

Number 

• Legal Size • Computer Tape 

n Audio Tape • Floppy Disk 

El Numerical 

• Chronological 

[~| File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

El Other (specify) File cabinet 

| ~ | Bound Book • Video Tape 

Other (specify) 

• Geographical 

• Other (specify 

10. Annual Accumulation 

Varies 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

El Other (specify) 

11. File is Used 

• Daily • Weekly El Monthly • Annually 

12. File Becomes Inactive After 

All terms have been complied with. 

Number • M o n t h ( s ) • Y e a r ( s ) 

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

County Attorney's Office 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State Q Federal Q Independent 

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

El Yes • No , 

Access database-number index. Each new case is assigned a number and recorded into the 

database. 

18. Recommended Retention 

Retain 5 years after termination of proceedings, then destroy. 

19. Name and Title of Preparer 
John B. Norn's, III, County Attorney 

20. Telephone Number 
410-535-6323 

21. Date 

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 INVENTORY 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 

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

2. Division 

County Attorney 
3. Unit 

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 
Litigation case files-Possible claims 

5. Earliest Year/Latest Year 
1994 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.) Notices of claims for possible monetary damages against the County. Retain record of notice of claims filed against the County. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

f~l Legal Size • Computer Tepe 

l~l Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

l~l Alphabetical 

l~l Numericel 

El Chronological 

• Geographical 

• Other (specify 

9. Volume 

1 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

l~l Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

10 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

El Other (specify) New claims 

1 1 . File is Used 

• Daily • Weekly El Monthly • Annually 

12. File Becomes Inactive After 

Claim has been dismissed or settled 

• Month(s) ' nYearts) 

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

County Attorney's Office 

14.1s Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes El N« 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

Retain until applicable statute of limitations expires, then destroy. 

19. Name and Title of Preparer 
John B. Norris, III, County Attorney 

20. Telephone Number 
410-535-6323 

21. Date 

$j2PJlO 

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 INVENTORY 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 

PAGE 15 OF Offi. Z>() 

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

2. Division 

County Attorney 
3. Unit 

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 
Opinion files 

5. Earliest Year/Latest Year 
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.) Legal opinions rendered to various County Departments. Maintain a record of advice and opinions rendered by the County Attorney's office. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

l~l Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

l~l Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

l~l Alphabetical 

B3 Numerical 

f~l Chronological 

l~l Geographical 

[~| Other (specify 

9. Volume 

.5 

Number 

El F i | e Drawees) 

• Microfilm Reel(s) 

l~l Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

.5 

Number 

El File Drawer's) 

• Microfilm Reel(s) 

f~l Computer Tape(s) 

• Other (specify) 

1 1 . File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 

Never 

Number • Month(s) • Year(s) 

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

County Attorney's Office 

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

• Yes El N ° 

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

• Yes El N o 

16. Audit Requirements 

El None • S t a t e • F e d e r a l • i n d e p e n d e n t 

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

• Yes El No 
18. Recommended Retention 

•Botoin p p r p a n o n l l y SO cL^Tffy 

19. Name and Title of Preparer 
John B. Norris, III, County Attorney 

20. Telephone Number 
410-535-6323 

21. Date 

DGS 5504 (Rev. 1/93) 



INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW/REVISED 
ELECTRONIC RECORD SERIES. FORWARD 
WITH 
RECORDS RETENTION SCHEDULE (DGS 
550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD, P.O. BOX 275 
JESSUP, MARYLAND 20794 

(410)799-1930 

ELECTRONIC RECORDS INVENTORY INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW/REVISED 
ELECTRONIC RECORD SERIES. FORWARD 
WITH 
RECORDS RETENTION SCHEDULE (DGS 
550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD, P.O. BOX 275 
JESSUP, MARYLAND 20794 

(410)799-1930 Paae ' of 2fr U 

1 DEPARTMENT/AGENCY 
County Commissioners of Calvert 
County, MD 

2 DIVISION 
County Attorney's Office 

3 UNIT 

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

4 ELECTRONIC RECORD SERIES TITLE 
Opinion Files 

5 EARLIEST YEAR/LATEST YEAR 

2009 TO Present 

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

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

Legal opinions rendered to various County Departments. 
contained in a series. Include purpose and function of the system. 

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

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING 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. 

Email accounts for John B. Norris, III and Pamela R. Lucas. 

12 RECOMMENDED RETENTION / 
Retain pormanontty. y^sj then tikffray 

13 TYPED OR PRINTED NAME OF 
PREPARER 

John B. Norris, III 

14 TELEPHONE NUMBER 

410-535-6323 

15 DATE 

16 TITLE OF PREPARER 

County Attorney 

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 

410-799-1930 

AGENCY RECORDS INVENTORY 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 

PAGE £7 OF; $6 2M •• 

1. Department/Agency 

County Commissioners for Calvert County, MD 
2. Division 
County Attorney 

3. Unit 

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 
Subject files-Documents sent for approval for legal sufficiency 

5. Earliest Year/Latest Year 

1992 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.) Contracts and agreements between County and other entities. County Attorney's office is required to review all contracts and agreements 
entered into by the County for legal sufficiency. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

l~l Legal Size • Computer Tape 

f~l Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

PI Other fsoecifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

El Other (specify) 

County Departments 

9. Volume 

1 
Number 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

l~l Legal Size • Computer Tape 

f~l Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

PI Other fsoecifv) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

El Other (specify) 

County Departments 

10. Annual Accumulation 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

El Other (specify) varies from year to year 

11. File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 

Approval for legal sufficiency has been obtained 

Number • Month(s) • Year(s) 

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

County Attorney's Office 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

El Yes • No 

Access database-document log. Document the items as they come in. Also document when 

the documents have been returned and where they are filed. 

18. Recommended Retention 

Retain for 1 year after approval given, then destroy. 

19. Name and Title of Preparer 
John B. Norris, III, County Attorney 

20. Telephone Number 
410-535-6323 

21. Date 

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 INVENTORY 

PAGE /ft , 26.16 

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

2. Division 

County Attorney 

3. Unit 

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 
Subject files-Documents received, but have no involvement 

5. Earliest Year/Latest Year 
2000 to Present 

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

series.) Documents County Attorney's Office is copied on from other departments or outside entities but are not directly involved. Maintain a record 

of correspondence received. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

[~| Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

f~) Other fsnaciM 

8. Record Series Sequence 

El Alphabetical 

[~| Numerical 

l~l Chronological 

• Geographical 

l~l Other (specify) 

9 . Volume 

1 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

l~l Computer Tape(s) 

• Other (specify) 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

[~| Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

f~) Other fsnaciM 

8. Record Series Sequence 

El Alphabetical 

[~| Numerical 

l~l Chronological 

• Geographical 

l~l Other (specify) 

10. Annual Accumulation 

1 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

| ~ | Computer Tape(s) 

• Other (specify) 

1 1 . File is Used 

• Daily • Weekly • Monthly El Annually 

12. File Becomes Inactive After 

6 

Number El Month(s) • Year(s) 

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

County Attorney's Office 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 

18. Recorr 

Retain for ( 

imended Retention 

5 months after received, then destroy. 

19. Name and Title of Preparer 
John B. Norris, III, County Attorney 

20. Telephone Number 
410-535-6323 

21. Date 

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 INVENTORY 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 

PAGE OF Z^ 

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

2. Division 

County Attorney 
3. Unit 

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 
Subject files-Risk Management/LGIT files 

5. Earliest Year/Latest Year 
1994 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.) Notices of claims for possible monetary damages against the County. Retain record of notice of claims filed against the County. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

l~l Legal Size • Computer Tape 

l~l Audio Tape • Floppy Disk 

l~l Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

|~ ) Numerical 

B3 Chronological 

l~l Geographical 

• Other (specify) 

9. Volume 

1 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

10 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

El Other (specify) New claims 

1 1 . File is Used 

• Daily • W e e k l y El Monthly • A n n u a l l y 

12. File Becomes Inactive After 

Claim has been dismissed or settled 

Number El Month(s) • Year(s) 

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

County Attorney's Office 

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

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

Refer to #6 a & b of County Attorney's schedule for Retention period for 
each case. 

19. Name and Title of Preparer 

John B. Norris, III, County Attorney 
20. Telephone Number 
410-535-6323 

21. Date 

DGS 5504 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY 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 

PAGE orLJ$s ZM 

1. Department/Agency 

County Commissioners of Calvert County, MD 

2. Division 

County Attorney 

3. Unit 

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 
Budget/Fiscal Records 

5. Earliest Year/Latest Year 
2011 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.) Documents the expenditure of funds, accounting for finds, routine purchases and other activities of an accounting or financial nature; records 
not otherwise listed on this schedule. This includes, but not limited to, yearly budgets, requisition requests, invoices and check request vouchers. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

f~l Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

f~| Other (specify) 

8. Record Series Sequence 

l~l Alphabetical 

El Numerical 

• Chronological 

f~l Geographical 

• Other (specify) 

9. Volume 

1/2 

Number 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

l~l Other ( s p e e i f y ) _ _ 

10. Annual Accumulation 

1 

Number 

• File Drawees) 

l~l Microfilm Reel(s) 

• Computer Tape(s) 

El Other (speci fy)_Fi le_ 

1 1 . File is Used 

• Daily El Weekly • Monthly • Annually 

12. File Becomes Inactive After 

End of fiscal year 

Number • Monlh(s) • Year(s) 

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

County Attorney's office 

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

El Yes • No Finance and Budget 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

Retain 3 year after end of fiscal year, the destroy. 

19. Name and Title of Preparer 
John B. Norris, III, County Attorney 

20. Telephone Number 

410-535-6323 
21. Date 

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 INVENTORY 

1. Department/Agency 

County Commissioners of Calvert County, MD 

2. Division 

County Attorney 

3. Unit 

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 

Employee Personnel Files-Supervisor's Copy 

5. Earliest Year/Latest Year 

1999 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.) Copies of personnel records maintained by employee's supervisor. This includes Family Medical Leave Act documentation. 

7. Record Series Format's) List all 

El Letter Size • Microfilm 

|~l Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

l~l Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

El Alphabetical 

l~l Numerical 

l~l Chronological 

PI Geographical 

l~l Other (specify) 

9. Volume 

1/2 

Number 

El File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other ( s p e d f y ) _ _ 

10. Annual Accumulation 

1 

Number 

• File Drawees) 

• Microfilm Reel(s) 

l~l Computer Tape(s) 

El Other (specify)_Fi le_ 

1 1 . File is Used 

• Daily • W e e k l y • Monthly El Annually 

12. File Becomes Inactive After 

Employee's departure 

Number • Month(s) • Year(s) 

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

County Attorney's office 

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

El Yes • No Personnel 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

KetairTurtt.il fleparlUi'e of myipioyne then desliuy in compliance wiltT-Mcv-

*6-on fiffhrrli ilo cover page. 

3 ye^rs a.£kr o/ij/or-hrt, 

19. Name and Title of Preparer 

John B. Norris, III, County Attorney 

20. Telephone Number 

410-535-6323 

21. Date 

OGS 550-4 (Rev. 1/93) 

http://KetairTurtt.il


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 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 

PAGE \&ol or Ijffl 2Jo 

1. Department/Agency 

County Commissioners of Calvert County, MD 

2. Division 

County Attorney 

3. Unit 

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 

Timesheets, Work Reports and Leave Records 
5. Earliest Year/Latest Year 

2012 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 the accrual of different types of absences from work or official leave and its subsequent use by an employee. It also 
includes timesheets and employee work reports. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

l~l Audio Tape • Floppy Disk 

l~l Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

l~l Numerical 

El Chronological 

PI Geographical 

• Other (specify) 

9 . Volume 

1/2 

Number 

El File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

1 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

El Other (specify)_Fi le_ 

1 1 . File is Used 

• Daily El Weekly • Monthly • Annually 

12. File Becomes Inactive After 

End of fiscal year 

Number • Month(s) • Year(s) 

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

County Attorney's office 

14.1s Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

El Yes • No Finance and Budget 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

Retain 3 years from the end of the fiscal year, then destroy. 

19. Name and Title of Preparer 
John B. Norris, III, County Attorney 

20. Telephone Number 
410-535-6323 

21. Date 

DGS 550-4 (Rev. 1/93) 



INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW/REVISED 
ELECTRONIC RECORD SERIES. FORWARD 
WITH 
RECORDS RETENTION SCHEDULE (DGS 
550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD, P.O. BOX 275 
JESSUP, MARYLAND 20794 

(410) 799-1930 

ELECTRONIC RECORDS INVENTORY INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW/REVISED 
ELECTRONIC RECORD SERIES. FORWARD 
WITH 
RECORDS RETENTION SCHEDULE (DGS 
550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD, P.O. BOX 275 
JESSUP, MARYLAND 20794 

(410) 799-1930 Paae 3$' of >£&U 

1 DEPARTMENT/AGENCY 
County Commissioners of Calvert County, 
MD 

2 DIVISION 
County Attorney 

3 UNIT 

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 
Administrative Databases 

5 EARLIEST YEAR/LATEST YEAR 

2011 TO Present 

6 INPUT - Identify source of information to be entered 
Access database 

7 OUTPUT - Identify the use/s of information generated by system 
Access database 

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

This series consists of paper or electronic databases used solely to track routine tasks done in the office. Access databases are 
created to maintain a log of incoming/outgoing work, judgments, water and sewer liens and substance abuse/treatment facility 
collection matters. 

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

These databases are only accessible by our office. 

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

Databases are updated as items come into/out of our office. 

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. 

Databases are located on our T drive. 

12 RECOMMENDED RETENTION 
Delete or destroy entire file or individual records when no longer administratively useful. 

13 TYPED OR PRINTED NAME OF 
PREPARER 

John B. Norris, III 

14 TELEPHONE NUMBER 

410-535-6323 

15 DATE 

16 TITLE OF PREPARER 
County Attorney 

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 

410-799-1930 

AGENCY RECORDS INVENTORY 

1. Department/Agency 

County Commissioners of Calvert County, MD 

2. Division 

County Attorney 

3. Unit 

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 
Office Instructions or Procedures (internal use) 

5. Earliest Year/Latest Year 
No records at this time. 

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 consists of internal guidelines, policies, or instructions for the operation of the office or function. 

7. Record Series Format(s) List all 

El Letter Size • Microfilm 

• Legal Size • Computer Tape 

I " ! Audio Tape • Floppy Disk 

• Bound Book • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

f~| Numerical 

f~l Chronological 

• Geographical 

• Other (specify) 

9. Volume 

0 

Number 

• File Drawees) 

• Microfilm Reel(s) 

f~l Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

1 

Number 

• File Drawer(s) 

• Microfilm Reel(s) 

f~l Computer Tape(s) 

• Other (specify) 

11.-File is Used 

• Daily • Weekly • Monthly • Annually 

12. File Becomes Inactive After 

• Month(s) • Year(s) 

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

County Attorney's office 

14.1s Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes El No 

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

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El N o 
18. Recommended Retention 

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

19. Name and Title of Preparer 
John B. Norris, III, County Attorney 

20. Telephone Number 
410-535-6323 

21. Date 

DGS 5504 (Rev. 1/93) 



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

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

AGENCY RECORDS INVENTORY 

1. Department/Agency 

County Commissioners of Calvert County, MD 

2. Division 

County Attorney 

3. Unit 

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 
TRIM/Directives 2012 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 consists of Trimmed Items and Directives assigned to the County Attorney's Office for response from the BOCC. 

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume 

El Letter Size • Microfilm • Alphabetical 
1 

Number 

l~l Legal Size • Computer Tape • Numerical l~l File Drawerfs) 

• Microfilm Reel(s) 

l~l Audio Tape • Floppy Disk El Chronological • Computer Tape(s) 

El Other (spedfy)_Legal size folder. 

f~l Bound Book • Video Tape • Geographical 

10. Annual Accumulation 

• Other (specify! • Other (specify) 1/2 

Number 

• File Drawerfs) 

• Microfilm Reel(s) 

l~l Computer Tape(s) 

El Other (specify) Legal size folder 

1 1 . File is Used 

• Daily • Weekly El Monthly • A n n u a l l y 

12. File Becomes Inactive After 

Number • Month(s) • Year(s) 

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

County Attorney's office 

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

El Yes • No BOCC & County Administrator 

15. Access Restrictions (If Yes, d i e Law(s) & Regulations) 

• Yes El No 

16. Audit Requirements 

El None • State • Federal • Independent 

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

• Yes El No 
18. Recommended Retention 

Retain 5 years from the end of the fiscal year, then destroy. 

19. Name and Title of Preparer 

John B. Norris, III, County Attorney 
20. Telephone Number 

410-535-6323 
21. Date 

DGS 550-4 (Rev. 1/93) 



INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW/REVISED 
ELECTRONIC RECORD SERIES. FORWARD 
WITH 
RECORDS RETENTION SCHEDULE (DGS 
550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD, P.O. BOX 275 
JESSUP, MARYLAND 20794 

(410)799-1930 

ELECTRONIC RECORDS INVENTORY INSTRUCTIONS - TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW/REVISED 
ELECTRONIC RECORD SERIES. FORWARD 
WITH 
RECORDS RETENTION SCHEDULE (DGS 
550-1) 
COMAR 14.18.04 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD, P.O. BOX 275 
JESSUP, MARYLAND 20794 

(410)799-1930 Paae OT^df \£%U 

1 DEPARTMENT/AGENCY 

County Commissioners of Calvert County, 
MD 

2 DIVISION 

County Attorney 

3 UNIT 

N/A 

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 
Electronic Records 

5 EARLIEST YEAR/LATEST YEAR 
2007 TO Present 

6 INPUT - Identify source of information to be entered 
e-mail of employees 

7 OUTPUT - Identify the use/s of information generated by system 
Electronic mail 

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briel 
cont 

Correspondence and non-records of personnel in the County 

fly describe the information/documents/forms 
ained in a series. Include purpose and function of the system. • 

Attorney's Office. 

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing. 
Only the owner of the e-mail account has access to the account, except for the County Attorney's email, Paralegal and Office 
Assistant III have access. 

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 
Maintain for 3 years unless administratively useful then delete. 

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, 

e-mail account 

12 RECOMMENDED RETENTION 

13 TYPED OR PRINTED NAME OF 
PREPARER 

John B. Norris, III 

14 TELEPHONE NUMBER 

410-535-6323 

15 DATE 

16 TITLE OF PREPARER 
County Attorney 

DGS 550-6 


