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No.’ Description - Retention
1. Events A S < S _
Related .information- (planning, price quotes, | Retain in office for
invitation lists, news releases and articles,| two (2) years, then
etc.) on events done by department. : transfer to Records
: C oo Center -~ retain for
~five (5) years, then

desfroy.

2. Fiscal,Information"b -

Budget requests, invoices processed, purchase| Retain in office for
orders issued. - - ' ' three (3) years, then
transfer to Records
) Center - retain for
five (5) years, then
‘ destroy. :
3. General .Correspondence '
Letters and memos received and sent by Retain in office for
) Public.Inforﬁation Office (PIO) regarding two (2) years, then-
information requests and general information | transfer to Records
on PIO. (A-Z) Center - retain for
: two (2) years, then
destroy. . -

4. | Reports 3 . : . :
Updates on Public Information Office Retain ‘in office for.
activities, annual report information. three (3) years, then

o o S . B transfer to Records
Center - retain for
two (2) years, then
destroy.
@ soewie Aormvedty Doporment, | schodule Authorized by

State Archivi
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DPEPARTMYNT OF GEWERAL SERVICES
Becords Honsgement Division

AGENCY RECORDS IBRVENTORY - Page No,
. : Y _4__
1. Department ; 2, Division Executive Direction
Agriculture 3. Unit Public Information Ofifice

k. Record Series and Title: (Def. A
: . group of rocords filed as & unit, used as a unit .
mey be transferred or disposed of &s & wnit,) _ ’ » and wnic

Events

Percriptions (Oive a brief description of a typicsl folder; include co.te L
form name(s) end mumber(s). 5 ntent, purpose, and

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

SODAYA T inraniory

Present v°1ume on”Hand (No. ot'file‘drauars)w T?. Audit Requirvmznts
6 1/2 1 State T . >
o Estimated Accumulation (Yearly) Fedoral /—/ Internal =7
1/8 - Xndependent
External LT
8. Estimated Activitg per File Drawers (Activity Cuide- HIGH (used dally); MEDIUM (once/twice
. ®on than
Carrent Yoor H M N thly)s 10W (less once mnthl;)
After 1. Yr, H M After what year does activity booome 1OV
S« Could Record Series be stored in the State ‘
Rocords Gantens e 10, Recozmended Retention: )
; mm w0 7 ‘Retaln in office for 2 years, .
. transfer to Records Center, retain
When: After 2 years in office. for 5 years, then destroy.
Lo Inventory prepered by _Mary E. Krok Dates _August 16, 1909
(Print Neme)

Telephone Kumboer: 301/841-5882

DGS-550-4 1/81
 Fig. 7
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Records Management Division

AQENCY RECORDS INVENTOKY Page No,
. , , : 2of A
l. Department
- 2 m?ision Executive Direction
Agriculture 3. Unit Public Information Office

bs Record Series and Title: (Def
s .« & grouw of records filed as & unit d
may be transferred or disposed of as @ unit,) » ueed 85 8 unit, snd whicl

Fiscal Information

Yesczription: (Give a2 brief dsscription of & ical folder; includ .
form name(s) and mumber(s). typ 3 include content, purpose, and

Budget requests, invoices processed, purchase orders issued.

,.z

Paesent Volume oannd(No.ot fﬂe drawers) Audit Raquimenta

i  Btate 7
6, Estimated Accmxulation T"I;arli) Federal 7—/ Internal =7
1/2 { Independent : -
: External
8a Estimated Activity per File Drawer: (Activity Ouide- HIGH (used daily)s; MEDIUM (once7tu1c.
. Current Year H L | monthly)s 10W (less than once mnthly)
After 1. Iry B @ L 'After what year does activity becoms IOV
9+ Could Record Seriss be stored in
Recorde Center, ' the State 10, RRacomended Ratfentio!;:
®S /X7 etain in office for 3 years
‘ A = transfer to Records Center, retain
When: After S.yea'rs in office. for 5 years, then destroy.
llc Inventory prepared dpy  Mary E. Krok Pates  August 16, 1089
(Print Heme ) A
DGS-550-4 1/81
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Records Mansgement Division

AQENCY RECORDS INVENIORY Page No,

"' ' , : S_of &
1. Department ' 2, Division Executive Direction
Agriculture 3. Unit Public Information Office

L. Record Series and Title: (Def. 4 grouwp of records filed @s & unit, ueed as a unit, and whic!
may be transferred or disposed of @s & wmnit,)

General Correspondence A-7Z-

Perzription: (Give & brief description of a typicsl folder; include content, purpose, and
form pame(s) and number(s),

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

T Frorent Tolu onaas (No.or £1le drawers) | 7. Audit Requirements

Btate (7 .
6, Batimated Accmulauofr Yoariy) Pedoral [— Internal 7
1/8 Independont ._{ ’
External LT

B, Estimated Activity per File Drawer: (Activity Cuide- HIGH (used daily); MEDIUM (once/twice
. monthly)s 10W (less than once monthly).
Current Year H 8%’1

After 1, Yr, B L . After what year does activity become LOW __ 2

Sv Could Record Series be etored in the State 10, Racommended Retention: .
Records Center, Retai . £51 ¢ N " p
YBS /X7 @ 7 etain in office for years, transfer
C to Records Center to retain for 2
Wheny After 2 years in office. : years; then destroy.
11, Iaventory prepared by Mary E. Krok Datos August 16, 1989
(Print Heme ) :

Telsphonse Kumbers 301/841-5882
' DGS-550-4 1/81

Fig. 7
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. Becords Banagement Ilvision .
AGENCY RECORDS INVENTORY Page No,
: ‘ : Ao &
1. Department ' _ 2, Division Executive Direction
Agriculture 3, Unit Public Information Office

L. Record Series and Title: (Def. A group of records f£iled @s & unit, uzed &s & unit, and whic
may be transferred or disposed of &s & umit,)

Reports

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

Updates on Public Information Office activities, annual repprt information.

<

' st lum n

Hand (No. of : 7o Audit Requirements
1/4 | state .7 :
6, Estimated Jiccumulation (Yearly) Foderal [—/ Internal 27
1/4 |  Independent
. ] External
8. Estimated Activity psr File Drawer: (Activity Cuide- HIGH (used daily); MEDIUM (once/twice

.  Your E @ L monthly)s 10W (less than once monthly). )

After 1. Yry E W @ A_ﬁermatywréooaactiﬁtybemmﬁ 2
S« Could Record Serias be stored in the State 10. Recommended Retention: .

Records Center, w9 w T Retain in office for 3 years, transfer

to Records Center, retain for 2 years,

When; After 3 years in office. then destroy.

Lle Inventory prepared by Mary ‘E. Krok Dates August 16, 1989
{(Print Hame) :
: DGS-550-4 1/81

Fig. 7



