DEPARTMENT OF GENERAL SERVICES SCHEDULE L

M"'O" . NO.
‘ REV. 7/86 Records Monagement Division 491A-1
PAGE £1
RECORDS RETENTION AND DISPOSAL SCHEDULE MO ~of ¢
MDOT - :
STATE HIGHWAY ADMINISTRATION HAULING PERMIT SECTION
AGENCY Ol Vi SION
{tem Amendment to Schedule 491 '
No. Description _Retention
1. | Application for Special Hauling Permit (HP-3) A ;/ (ALL ITEMS)
2. | Special Hauling Permit (HP-1) Retain for three (30 'yeer
and until all audit requirgd-
3. | Blanket Hauling Permit (BHP) ments have been met, then
: destroy.

4. | Book Permit (BP)

5. | Accounting Journals

6. | Accounts Receivable Journals
7. | General Account Ledgers

8. | Deposit slips

Schedule Approved by Depertment, Schedule Authorized by
Agency, ot Division Bep :
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'/ Da!

State Archivist
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An'Acunzu'r' B

. SIRUCTICHS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES ' -

PARATE FORM FOR EACH NE¥W OR RECORDS MANAGEMENT DIVIS ION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD A o
VWITH RECORDS RETENTION SCHEDULE | . P.O. BOX 273 . 1 »y
{DGS $30-1) JESSUP, MARYLAND 20794 PACE o OF

| 1. DEFARTMENT/ACENCY - 2. PIVISION 1s. war
State Highway Administration Hauling Permit Section
DEF INITION-RECORD SERIES-? GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
- AEFERENCE AS WELL AS RETENTION AND DISPOPIYION PURPQSFR
{ . .. T . .. AR
i 4. RECORD SERIES TITLE . .o . .. | B. EARLIEST YEAR/LATEST™ YEAR
| Hauling Pemmits - - - - ~-1990 vo 1992
i ¢. RECORD SERIES DESCRIPTION "’”"'-V oEScRIsE THK TYPES OF _INFORMAT 1ON /ODOCUMENTS [PORMS FOUND
1 4N THE SERIES. INCLUDR THE PURPOSE OR FUNCTION OF THK szriEs)
! Application for Special Hauling Permit --- Attached to Pink Copy '
: Special Hauling Permit _ -—- White Copy —given to permJ.ttee -- non- record
' --- Pink copy - remains in office '
-—-Yellow copy - remains in office -- non record
Blanket Hauling Permit . -— Whlte copy -- given to permlttee -- non record
' -— Pink copy --.remains in office
--- Yellow copy --.remains in office -- non record
. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGLENCE ?. voLuMX
X LETTER SizE O MICROFILM. X ALPHAEETICAL : Hrue DRAWER(S)
. , - o : _ D MICROFILM REEL(S)
O LEGAL S1ZE 0O COMFUTER TAPE . X NUMERICAL - 20 O COMPUTER TAPE(S)
O BOUND BOOK 0O FLOPPY DISK O CHRONGLOGICAL "% 0 onmR(sPECIFY)
O AUDIO TAPK O VIDEO TAPE O cEocRAPMICAL . |1e. aeuaL accussmarion
O OTHER(SPECIFY) ‘ O oTHER(SPECIFY) ) XX FILE DRAVER(S)
: 2 O MICROFILM REEL(S) ,
RUNEENW O COMPUTER TAPE(S) )
Q mumzz:mm___’

1. piLE 1S USED 12. piix BECOMES INACTIVE AFTER - . |

o palLy " 0 wEBKLY O MONTHLY J!!!?’!![ . O MONTH(S) B YEAR(S]) i
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM) - 14. 1S RECORD SERIKS DUPL ICATED ELSEWHERE?

. ~ : tir ves, sexciry & orrice)
808 Guilford Ave 2nd Floor aves & no faENcy or orrick
13. ACCESS RESTRICTIONS O vyxs (fino | 1¢. AT RPRQUIRDETS

{ir vyes, ciTx cam{s). & rEauLaTiON(S) :
. R O NoNE XX STATE XU FEDERAL.. O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (j1r vyRs.ZXPLAIN

1s. a:cmm:b RETENTION
SRIEFLY ARD D..cl IBE ANY mnD-Angl Bo".ﬂ.‘ )

s ; NO ' Retain for three (3) years and until all
_ audit requirements have been met, then

‘ | g : _- destroy.

19. NAME AND TITLE OF PREPARER | 20, TELEFHONE NUMEER 7 ar. parg e TS e
C'\ R
Sandue. Knne > (410) 333-1597
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ATTACHMENT B

STRUCTIGHS--TYPE OR PRINT A
PARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 330-1)

DEFARTMENT OF GENERAL SERVICES:
RECORDS MAMAGEMENT DIVISION
72785 WATERLOO ROAD
P.O. DOX 273

JESSUP, MARYLAND

AGENCY RECURDS INVENTORY
-2 or 1..3

20794 PACE

! 1. DEFARTMENT/AGENCY
State Highway Administration

2. DIVISION

Hauling Permit Section

s$. WNIT

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT PFORN
REFERENCE AS WELL AS RETENTION AND DiSpos

4. RECORD SERIES TITLE
Hauling Pemmits

5. EARLIEST YEAR/LATES™ YEAR

=220 70 1000

-y e e -

BRIEYP oxgs ( .© 7
¢. RECORD SERIES DESCRIPTION ' n LY CRIBE THE TYPES .OF INPOMTION/DOCMT',”R‘QI PFoUND

N

Book Permit

THE SERIES.

IncLuoE THE PURPOSE OR FUNCTION OF THE SEFrIES )

---White Copy

-- Completed at time of haul and carriec¢
in vehicle.

-——Pink Copy -~ Campleted at time of haul and retained

by permittee.

———Green Copy —- remains in permits to be ccmpleted at

time of haul on information received by
phone. record copy for audit purposes

. RECORD SERIES FORMAT(S)

. X LETTER 81z O MICROFILM

D LEGAL S1ZE 0 COMFUTER TAPE
O pounD BooK DO FLOPPY DISK
0O AUDIO TAPE O VIDEO TAFE

O OTHER(SPECIFY)

.
} ALPHABETICAL A
R NUMERICAL
0 CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY}

RECORD SERIES Stm

9. voLuME

& FiLE DRAVER(S)

D MICROFILM REEL(S)
O COMPUTER TAFE(S)
0 OTHER(SPECIFY)

20

RUESER

. 10. ANNUAL ACCUMULATION
. XX FILE DRAVER(S)

2 D MICROFILM REEL(S)
KUMSER O COMPUTER TAPE(S)

O omFR(SPECIEY)
11. pioLE 1S USED 1Z. piLE BECOMES INACTIVE AFTER . |
RXDAILY . O wEBQLY O MONTHLY j!ém O MONTH(S) B YEAR(S] |

' 808 Guilford Ave.

13. CURRENT LOCATICN(S) (BLDG.,FLOOR,ROCM)

2nd floor

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

tir yxs, serrciry saency or orrick)
oves no

13. ACCESS RESTRICTIONS g ves a no.
{sr ven, ci1TE tAn(s). & nxautaTiONn(S)

16. ALDIT REQUIREMENTS

O NonNE & STATE IXXFEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r ves.EXPLAIN

Wies g v

SRIEFLY AND DESCRIRE ANY HARDBARE/SOFPTWARK)

1s. RECOMMENDED RETENT ION

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

19. NAME AND Tl'n.: OF PREPARER 20,

SM«:—-
buw:& %L-@-LW‘“\I

(410)

TELEPHONE Nlm . -

333- 1597

21. DATE

t‘:"llbwh— “‘ 184 2~

—




ATTACHMENT B

STRUCTIGHNS - -TYPE OR PRINT A DEFARTMENT OF CEHERAL.SERVICES
‘ PARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
¥ITH RECORDS RETENTION SCHEDULE - X P.O. BOX 273 : 3
(DGS s80-1) JESSUP, MARYLAND 20794 Pace 3__or 3 _
! -
1. DEFARTMENT /AGENCY 2. DIVISION s. WNIT
State Highway Administration Hauling Permits
DEFINITION-RECORD SERJES-A OROUP OF RELATED rfzccmp_s NORMALLY FILED AND USED AB A UNIT FOR
BEFERENCE AS BELL AS RETENTION AND DISPOS|YION PURPOSES
i o . .
; 4. RECORD SERIES TITLE - 5. EARLIEST YEAR/LATEST YEAR
| . .
. Accounting Records : - . J1988_ To 1992
1
! 6. 'ECORD SERIES DESCRIPTION lBRlIPLV DEGCRIDE THE TYrPES OF INFOMTION/DOCMNTI,PONB PFOUND
N THE SERIES INCLUDE THE PURPOSE OR FUNCTION OF THE SEPIES'

DAILY ACCOUNTING JOURNAL~-JOURNAL OF SPECIAL BLANKEI' AND BOOK PERMITS
: DEPOSIT SLIPS ~-COPY SHOWING DEPOSIT
! GENERAL ACCOUNTS LEDGERS ~~Financial reports on permlts issued and cash receipts for

' ACCOUNTS RECEIVABLE JOURNALS individuals and general ledger.

. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 5. VOLUME
‘ LETTER SI1ZE O MICROFILM O ALPHABETICAL . O FiLE DRAVWER(S]
. : ' D MICROFILM REEL(S)
0 LEGAL Si12zE O COMFUTER TAPE KnuMERICAL : 1-5 O COMPUTER TAPE(S)
NGMEER g g SPECIFY
O pounD BOOK O FLOPPY DISK O CHRONOLOGICAL THER(SPE }
. X Binders.
o o] o
AUDIO TAPE VIDEO TAPE GEOGRAPHICAL _ ro. ace -
X OTHER( SPECIFY) 0 oTHER(SPECIPFY) ) O FILE DRAWER(S)
O MICROF ILM REEL(S)
Camputor Sheets : ‘ KOWE2W O COMPUTER TAPE(S)
0 oryrp(ePrctEy) 00
- riLe 1S useD | '2° FiLE BECOMES INACTIVE AFTER |
tXpalLY . 0 ¥EEKLY O pMonTHLY 3 O MoNTH(S) B YEAR(S)
DAlL RONEEY '
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

808 Guilford Avenue 2nd Floor f1r vyes, sreciry soEncy on orrice)
) ) OvyeEs R NO

18, ACCESS RESTRICTIONSA O yeES no te. AUDIT REQUIREMENTS

(1r vymo, ciTE Law{S) & ArcutaTiON(S)
O NONE O STATE G: FEDERAL 0O INDEPENDENT

3Y. IS AN INDEX SYSTEM USED? (1yr vyES.EXPLAIN

18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIRE ANY HARORARE/SOFTWARE ) .

XyEs O .NO : (ay '
Retain for three (3) years and until all .

Binders are labeled audit requirements have been met, then
. Dates, alphabetical ledgers destroy.
Dates/Titles
1. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEER 21. DATE

- 410-333-1597 .
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