 RECORDS INVENTORY AND RETENTION SCHEDULE

INSTRUCTION SHEET

Here are instructions on completing the Records Inventory and Retention Schedule forms. For additional information on the scheduling process, please see our website at http://msa.maryland.gov/msa/intromsa/html/record_mgmt/toc.html.

Completing the Cover Sheet
Every schedule starts with a single cover sheet with key information about that Inventory and Retention Schedule. 

Schedule Number - Leave this section blank, as the Records Management Division will assign a schedule number. For future reference, you will need to cite this schedule number whenever you are transferring records or reporting the destruction of records. 

Agency Information - This information will ensure that schedules will be associated with the correct agency.

Department / Agency - This is the name of the department or agency that is being covered by this schedule. Be sure to include the full, official title of the agency as established in law.

Division / Unit - If this schedule is only covering specific divisions or units within the Department or Agency, specify the name of the Division or Unit here. Again, be sure to include the full, official title of the division or unit as established in law.

Mission Statement/Link to division/unit website - In this section, we are looking for information to identify the purpose of your agency. Understanding the purpose of your agency will help us identify which records that you create or receive are most related to your agency’s core mission.

Schedule Information - This information ensures that the most up-to-date schedule is associated with your agency.

Supersedes Schedule - If this schedule draft will replace an earlier approved schedule for your agency, cite the schedule number of the superseded schedule here. If this schedule is only superseding certain parts of the earlier schedule, be sure to specify exactly what is being superseded. 

Amends Schedule - If this schedule draft is only meant to amend or add to a previously approved schedule, cite the earlier schedule here. 

Preparer Information - This allows us to contact the person who completed the inventory in case we have questions.

Agency Approval - This section establishes that the agency director approves of the drafted schedule, per COMAR 14.18.02.07(C)(1). 

State Archivist Approval - When the State Archivist signs a schedule, it establishes the schedule as active and official. 

Completing the Body of the Document
Your schedule will have a new page for each record series. A record series is a group of related records, normally used and filed under a single filing system and kept together as a unit for reference as well as retention and disposition purposes. 

Schedule No - You can leave this section blank, as the Records Management Division will enter your assigned schedule number. 

Records Series Title - Identify the name or title given to this record series. Keep in mind that this should be the name by which people refer to the records when they are, for example, requesting access. 

Page Number - Use this field to track to page numbering for the schedule. For example, in a 10 page schedule, the first page would be Page 1 of 10, the next page would be Page 2 of 10, and so on.

Record Series Content - Provide a description of what the record series typically includes, such as the types of information, documents, or forms. In other words: What are these records? To prevent confusion, spell out any acronyms you use. 

Record Series Function - Explain the purpose and context of these records. Why are these records created? How are they used by your agency or by the public?

Organization / Arrangement - How are the records organized or filed by your agency. For example, are they alphabetical by name, numerical by case number, or in a relational database? 

Indexing System - If an indexing system is necessary to access these records, describe it here. For example, records arranged by case number typically need an index to link an individual’s name to a specific case number. Keep in mind that indexes are also record series and must be retained for at least as long as the record series to which they provide access, and are often considered to be of permanent value in and of themselves. 

Restrictions (Law or Regulation Citation) - Unless otherwise provided by law, Maryland government records are open to public inspection. If there are any laws or regulations that restrict access to these records, include a specific citation (such as “Restricted for confidentiality under Maryland Annotated Code General Provisions Section § 4-329”)

Formats - What is the physical form of this record? Be sure to include all the formats for the record series. For example, perhaps these records were first created as books, then were only created in microfilm, and now are only in an electronic formats.  Examples: loose paper, bound books, TIF images, microfilm, photographs

Volume - Give an estimate of how much of this type of record is currently in the custody of your agency. You can use whatever measure is useful, such as cubic feet or megabytes. This information is useful for your agency’s storage planning. If you have multiple formats for this record type be sure to include the volume of each format.

Annual Accumulation - Provide an estimate of how much of this type of record your agency creates or receives each year. This information is also useful for your agency’s storage planning. 

Current Location - Specify where the records are located, such as an address and room number. This information is valuable for disaster recovery planning. If you have multiple formats for this record type be sure to include the locations of each format.
Audit Requirements - Specify whether there are any audit requirements. When determining how long to retain records, it’s necessary to be aware of the presence of any audit requirements. 

Date Span - Specify what dates you have for this type of record in your agency’s custody. For example, you may have records from 1990-2016. Do not include the dates of records that have been destroyed or previously transferred to the State Archives. If you have multiple formats for this record type be sure to specify the date span of each format.

Completeness/gaps - Please note if there are any gaps in the records. For example, if records were lost in a flood or server crash or if they weren’t created during a certain time, note it here.

Schedule Item Number - Number each record series sequentially, starting with 1. This number will be useful for citing a schedule for transfer or disposal purposes. 

Retention - State how long the record will be retained before it is destroyed (in the case of non-permanent records) or transferred to the State Archives (for permanent records).

Justification for Permanent Retention - While we must ensure that all records with permanent value are transferred to the Archives, we cannot justify the costs of storing records that have no further value. If you believe a record series should be retained forever, provide your reasons in this field. 

Creating Additional Pages

It is probable that your agency schedule will have more than one page. To create a second page, select and copy all of the fields on the page and paste them onto the next page.  You may also just create a new document for each successive series and save each as a separate document.  
GoogleDocs User:  You may also create a new page by selecting Make a Copy… from the File button on the top left of the page. If you make a new copy for each page, be sure to include the page number in the file name. 
