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DEPARTMENT OF GENERAL SERVICES
Records Management Division

REGOROS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.

936-29

PACE
NO.

DEPARTMENT OF. AGRICULTURE PUBLIC INFORMATION

AOENCV

Item
No.

1.

Description

Events .
Related information- (planning, price quotes,
invitation lists, news releases and articles,
etc.) on events done by department.

Fiscal. Information
Budget requests, invoices processed, purchase
orders issued. •

General Correspondence
Letters and memos received and sent by
Public Information Office (PIO) regarding
information requests and general information
on PIO. (A-Z)

Reports
Updates on Public Information Office
activities, annual report information.

Retention

Retain in office for
two (2) years, then
transfer to Records
Center - retain for
five (5) years, then
destroy.

Retain in office for
three (3) years, then
transfer to Records
Center — retain for
five (5) years, then
destroy.

Retain in office for
two (2) years, then
transfer to Records
Center - retain for
two (2) years.., then
destroy.

Retain in office for
three (3) years, then
transfer to Records
Center - retain for
two (2) years, then
destroy.

Sdi*dul* Apptovod by Dvportmant,

Agency, or Dlviilon Rapraitntotlv*

SdiaduU AuttierliwJWy
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1, Department

Agriculture

2. Division Executive Direct ion

3. Unit Public Information Office

k» Record Series and Title: (Def. & group of records filed ©o e unit, need as a unit, and whic:
saay be transferred or disposed of ee a isnit.)

Events

Periription: (Give a brief description of a typical f older; include content, purpose, and
Term name(s) and nuznberCs).

Related information (planning, price quotes, invitation lists, news
releases and articles, etc.) on events done by Maryland Department
of Agriculture.

6O

(Mole; TTaejBsejNjMaf
Present Volume on Hand

1/2
Estimated Acciasulation

1/8

»*» iuwmitnTir
(No. of f i le

(T«ariy)

drawers) 7» Audit Requirements
State f~^
Ftedsral £Z1 rlnternal d
Zadependant „, , 1

^External GX
o. £et tins ted Activity per File Drawarj (Activitr Quid©- HICffl (used daily) j MEDIUM (once/twice

aonthly)| IOV (loss than once Monthly). )
Gurnsnt Yaar H M ^
After 1. Tr, H M ̂ \ After «h«t y®ar So«0 actirity b®ooa» JJSV 1

9» Could Record Series bo stored in the State
Records Center.

Uheni After 2 years in o f f i ce .

11 • Inventory prepared fcy Mary E. Krok
(Print Heao)

10o Racomend©d Retentiont
Retain in off ice for 2 years ,

t r ans fe r to Records Center, r e t a in
for 5 years , then destroy.

TelsphoBt feuabsri
301/841-5882

Data* Adgust 16, 198^

DGS-550-4 1/81

Fig. 7
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1. Department

Agriculture

2, Division E x e c u t i v e Direction

3o Unit Public Information Office

Record Series end Title: (Def. A group of records filed &e a unit, tseed as a unit, and whicl
nay be transferred or disposed of es a tmit.)

Fiscal Information

Pertription: (Give a brief description of a topical folder; include content, purpose, and
form name(s) and number(s).

Budget requests, invoices processed, purchase orders issued.

6.

(Notes TJae_flL
Present Volume on Hand

1
Setdjaated Accumulation

1/2

(No. of f i le

(T«ar2y)

drawers)
SKI e h B«r»r»Tr1 5>AT»1afi)

7» Audit Requirements
State /""̂ T
ftedoral /~7 rlnternal £17
Zadependent ,.u , 1

^External CJ
8. Estimated Actirity p«r File Drawers (Activity Quid©- SIGH (used daily)} MEDIUM (once/tvice

^-. a>nthly)| LOW (less than once oonthly). )

After 1. Ir, H (Sr) 1 After «hst y®ar &oea activity b©coa» MH 2

>• Could Record Series ba stored in the State
Records Canter.

Whent After 3. years in office.

10o Racoasaended Retentiont
Retain in office for 3 years,

transfer to Records Center, retain
for 5 years, then destroy.

11. Inventory, prepared jy Mary K. KroK —
" (Print Usm)
301/841-5882

felsphom Kuabert

Batat August 16, 1989

DGS-550-4 1/81

Fig. 7
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1. Department

Agriculture

2» Division Executive Direction

3e Unit Public Information Office

u» Record Series end Title: (Def. A groî p of records filed &B a unit, used as a unit, and whicl
asay be transferred or disposed of 68 a tmit.)

General Correspondence A-Z

Peririptionj (Oive a brief description of a typical folder; include content, purpose, and
form naneCs) and mnnber(s).

Letters^and memos received and sent by Public Information Office (PIO)
regarding information requests and general information on PIO.

Preeent Volume on Hand

Setiraated Accumulation
1/8

(No. of file
1/2
CI«ar2y)

drapers) 7« Audit Requirements
State £ZT
^deral / I 2 .Internal 2 ^
Xsdependent 1

^External EX
8. JSatinated ActiTity p«r File Oravairt (Activity Ouida- EXQH (used daily) j MEDIUM (once/twlca

i»>nthly)} I0W (loss than once Bonthly). )
Gtirrent Toar H ® i
After 1. I r , H (M) t After uhat ysar Soos actiTity beooas MH 2

9. Ck>uld Record Series ba stored in the State
Recorde C«mter.

When: After 2 years in of f ice .

!•!• Iaventoiy prepared ly Mary E. Krok
~~ (Print Hsuso)

10. Rsc nd©d Retentiont

Retain in office for 2 years, transfer
to Records Center to retain for 2
years; then destroy.

Datot August 16, 198^

TalsphsM Kuaben 301/841-5882
DGS-550-4 1/81

Fig. 7
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1. Department

Agricul ture

Record Series end Title: (Def.
aay be transferred or

Reports

•

A group
disposed

of
of

2, Division Executive Direct ion

Unit Public Information Office

records filed as a unit, csed as a unit, and vhic
eg e unit.)

De-rcription: (Give a brief description of a typical folder} include content, purpose, and
form name(s) and number(s).

Updates on Public Information Office a c t i v i t i e s , annual report information

(Nc te ; Use a s e n a r s t e imventionr shsist. few aarh B»f»nTy< fi»T^^A^j^
5« Present Volume on Hand (No. of f i le drawers)

6O gstiiaated Accramulstdon (I«arly)

?• Audit Requirements
State
Federal tZLH;Internal CJ

•External
o, Eatimated Activity p«r File Drawarj (Activity Guide- HIGH (used daily)} MEDIUM (once/twico

asnthly)} IOW (loss than once aonthly). )
Charrent Tear H (^) i
After 1 . I r , H M <f) After lahat y®ar do«8 act ivity beoosa IOH 2

9» Could Record Series be stored in the State
Records Center.

ISS /"*7 BSD / ~ 7

Hheni After 3 years in office.

10e Recoissaended Retention t
Retain in office for 3 years, transfer
to Records Center, retain for 2 years,
then destroy.

Lie Inventory prepared tj

felvphora Kisaban

Mary E. Krok
(Print Hea®)

301/841-5882

Oat«f August 16, 1989

DGS-550-4 1/81

Fig. 7


