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What is a “record”?
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Any documentary material created or received by a 
Baltimore County public school or office, or a 
school system official in connection with the 

transaction of  BCPS business.   

Written materials, e-mail, books, photographs, 
photocopies, publications, forms, microfilms tapes, 
computerized records, maps, drawings, and other 

materials in any format; and  

Data generated, stored, received, or communicated 
by electronic means for use by, or storage in, an 
information system or for transmission from one 

information system to another



Any documentary material created or received by a 
Baltimore County public school or office, or a 
school system official in connection with the 

transaction of  BCPS business.   

Written materials, e-mail, books, photographs, 
photocopies, publications, forms, microfilms tapes, 
computerized records, maps, drawings, and other 

materials in any format; and  

Data generated, stored, received, or communicated 
by electronic means for use by, or storage in, an 
information system or for transmission from one 

information system to another



Is It A Record?



Who cares about records?
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Personal Collection, Margaret-Ann F. Howie



Personal Collection, Margaret-Ann F. Howie



Personal Collection, Margaret-Ann F. Howie



“These are the people’s records.”  
Tim Baker

Maryland State Archivist



Maryland Public Information Act

“All persons are entitled to 

have access to information 

about the affairs of 

government and the official 

acts of public officials and 

employees.”
Md. General Provisions Article, §4-103



Bonny BCPS has left the building…



Bonny BCPS

1. Last week’s grocery shopping list

2. Husband’s army discharge documents

3. Tax Returns, 1988 - 1994

4. Auto Registration, 1963 Mustang 

5. End of year evaluations, 1985-2000

6. Christmas gift list, 2015 



BCPS has approved Records Retention 

Schedules (RRS) for retaining and disposing of 

records to enable offices to make informed 

decisions about their records. These 

Schedules are designed to ensure that BCPS 

records are retained for as long as they are 

needed for administrative, legal, fiscal, or audit 

purposes, and that they are properly disposed 

of once their value to the office and to the 

school system has passed.

Records Management Webpage



Bob BCPS 
(He took Bonny’s place)





Bob’s Saga: What Now? 

1. Bonny’s files marked “files” 

2. Phone and Mail Logs, 2010-2012

3. Bonny’s memoranda to staff, 2000-

2018

1. Bonny is the former chief. 

2. Bonny is the former chief’s admin



Bob’s Saga: What Now? 

1. Bonny’s Procure card statements 

from 2019

2. Bonny’s Procure  Card Statements 

from 2010

3. Bonny’s water damaged files 

marked “Files, 2000”





Maryland “Flavor” 
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What do you think?: Schedule A

• What would Logistics need to 

be able to retrieve your files?

• What information would you 

need to be able to give them to 

get the right files?



Archiving 

Records







Back to Bob’s Saga: How would 

you fill out the transfer form?

1.Bonny’s Procure card 

statements, 2017-2019

2.Copies of her division Chief’s 

memos to staff from 2015



Destroying Records   
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Purging 

Records





Your Next Steps

• Starting your own office’s 

schedule!  You can do this!

• Telling us what questions you 

have.

• Communicating with staff 

members in your office about 

records retention matters 





We are Team 
BCPS!
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