DEPARTMENT OF GENERAL SERVICES

Records Management Division Schedule
DGS - 550 - 1 No. 1235
.zzv 7/86 RECORDS RETENTION AND DISPOSAL SCHEDULE Page
No. 1 of 3

Maryland Office on Aging

Management: Personnel/Purchasing/EEO

| ———

Schedule Approved by Department, Agency

Agency Division
Item
No. Description Retention
1 Employment History File
These files contain all necessary and required
information relative to each employee’s employ- Retzin or five (5) years,
ment with the agency. after-termination, then
) ) ) . . . destroy.
_ A. Active/Inactive History Files contains pertinent
- information on each employee who is currently
v or was previously employed on a permanent full-
time/part-time basis. Information in this file
may include:
MS 100 - application form
MS 22 - position description form
MS 310 - personnel transaction form
MSRS - retirement/beneficiary forms
MS 500 - probation/annual efficiency rating
PS 2739~ withhold certificate
Payroll deduction authorization form
Health benefits form .
Light duty statement
Savings bond form
Payroll address form
Report of Injury Form
I-9 Form
" B. Temporary History Files contains pertinent

information on each employee who is or has
been employed by the agency on a temporary
basis. These files may contain:
MS 310 - personnel transaction form
PS 2739 - employee withholding form
MS 100 - application for employment
Acknowldegement fo temporary employment
form

Personnal Service Contractual Flle
Files contain
pertinent information on each employee who
is or has been employed on a contractual basis.
These files may contain:
PS 2739 - employee withholding form
"MS 100 - application for employment
CPB 311 - Special Payment form

=CONTINUED-

or Division Representative

Theleo N\Wqnar QgD

Signature Title ate

Schedule Authorizé

Retain for three (3) years,
after termination, then
destroy.

Retain for three (3) years,
then destroy




Schedule
No. 1235
RECORDS RETENTION AND DISPOSAL SCHEDULE age
{Continuation Sheet) I No. 2 of 3
Item
No. Description Retention
2 Employvee Leave Card

Arranged alphabetically
These cards contain an accurate day-by-day
account of each employee’s use of earned and
used leave time for a one year period

Employee Time Sheets

These are bi-weekly records for each employee of
total hours worked, and of leave time used within
a given pay period.

The following information may be attached and
maintained with these records:
Certificate form a doctor excusing an
absence
Chronic condition certificate
Military leave orders
Request for leave form (SMF 16)
Jury Duty
State interview
Merit exam

Grievance/Discrimination Complaint Files

These files contain all information pertaining to
employee grievances and complaints of discrimi-
nation in the agency.

The following information is included:
Nature of the Complaint

Findings
Result/Decision

Cleared Eligible List File

Constains a record of all employees interviewed
and hired by the agency. It also contains :

Certification of eligible lists (list of
eligible employees in a given class)

Copy of Interview list - names of employees
interviewed for a position
resumes/applications of interivewed candidates

- CONTINUED -

Retain for four (4) years,
then destroy

Retain for four (4) years,
then destroy

Retain for five (5) years
after final decision, then

destroy

Retain for two (2) years,
then destroy




Schedule
No. 1235
RECORDS RETENTION AND DISPOSAL SCHEDULE Page
L (Continuation Sheet) No. 3 of 3
Item
No. Description Retention

”

Correspondence File

Contains letters, memorandums, resumes, and
various correspondence received or sent to current

and/or prospective state employees, state legis-
lators, and general public.

Miscellaneous Files

Contains reference documents necessary for day-to-
day operations. These include:

Class Histories

Abolitions

Personnel Policies

Affirmative Action Plans

Financial Disclosure Information

EEO Reports

MBE Reports

Schedule of Eaminations

Parking Permit Files
Consist of recrods of past and present parking
permit holders; work locations; automobile
(make, model, tag number)

Vv

Training Records

These files consist of:

A. Individual training records for each
active employee in the agency

B. Correspondence, contracts, and materials
pertaining to training seminars and
meetings sponsored by the agency

—~—Purchasing Records

Out-of-Schedule Requistion for supplies
Purchase Order *

Inventory Dispositons

Invoices/Expenditure Transfer Authorizations
and until audit requirements

Correspondence

*Non record copy of P.O. is held in Fiscal Unit

XXXXXXXXXXXKXXKKXKXLAST ITEMXXXXXXXXXXKXKXRRXXXXAXXXX

—_—

Retain for one (1) year,
then screen and destroy all
materials not needed for the
conduct of business

Retain until superceded,
then destroy

Retain for one (1) year after
new permit has been issued or
new system has been insti-
tuted, then destroy

Retain until termination,
then destroy

e
Retain, £or-threq\&30 years,
then, Qeatfby.§ At ]

o RAT \
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Retaln -for' three~(3) years
andiuntil-audit require-
ments are fulfilled, then
destroy '




.!ﬂS]RUCTlQI§--TY‘l"E OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES, FORWARD

$30-1)

\IITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF CGENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _ 1 OF 10

1. DEFARTMENT /AGENCY

Office on Aging

2. DIVIsSiIOnN

Management

3. UNIT
Personnel/Purchasing/EEQ

o
CEFINIT1ON -RECORD SER|E$°A GROUP OF RELATED RECORDS NORMALLY FILED
. REFERENCE AS WELL AS RETENTION AND DISpOS

AND USED AS A UNIT FOR
ITION PURPOSES

4. RECORD SERIES TITLE

Employment History

5. EARL1EST YEAR/LATEST YEAR
1966 TOo 1990

[ A STy

K
6. RECORD SERIES DESCRIFPT ION (BRI FLY DEECRIBE THE TYPES OF lNFORMATlON/DOCUHENTS/PORRB FrouUND

‘IN

THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE 8!’.’!!5)

These files contain information relative to each employee's employment

with the agency.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE $. VOLUME
Y LETTER SizE D MICROF ILM X ALPHAEETICAL R FILE DRA¥WER(S)
4 O MICROFILM REEL(S)
EGAL SI1ZE "D COMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
: NUMBER
0 pounD BOOK D FLOPPY DISK O cHRONOLOGICAL, . O OTHER(SPECIFY)
(] o fe) £ o 1
AUDIO TAFE vm:‘ TAPE GEOGRAPHICAL ‘0. Acc Tion
D OTHER{ SPECIFY) O OTHER|SPECIFY) 8 FILE DRAWER(S)
4 O MICROFILM REEL(S)
i RUNBER O COMPUTER TAPE(S)
O oTHER{SPECIFY)
1. FiLE 15 UsED 12. FILE BECOMES INACTIVE AFTER
R DAILY O ¥EEKLY O MONTHLY N‘U'D;S'EE' D MONTH(S) & YEAR(S) I

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

301 W. Preston St. RM 1004 tir yes, srecirFy saency or orrice)
O YEs Q NO
5. ACCESS RESTRICTIONS X YES O No 16. AUDIT REQUIREMENTS

(sr ves, ciTs Lawls) & recuLaTION(S)
Art. 64 A & Title XI (COMAR)

O NoE KX STATE O FEDERAL O |NDEPENDENT

17. IS AN INDEX SYSTEM USED? {1r YES.E)PLAIN

BEIEFLY AND DESCRIEBE ANY MARDRARE/SOFTWARE)

OYEs § nNo

18. RECCMMENDED RETENTION

[}
\

Retain for 5 yrs after employee's termina-
tion, then destroy

19. NAME AND TITLE OF PREPARER 20,

Judy Quamina, Personnel Officdr

TELEPHONE NUMEER
225-1079

21. DATE

April 23, 1990

DGS $50-4 (REVISED 2/87)




JE!SIF«UC.T!Q:I§--TY]5‘E OR PRINT A
. SEPARATE FORM FOR EACH NEWY OR

DEFARTMENT OF CENERAL SERVICES
RECORDS MANAGCEMENT DIVISION

AGENCY RECORDS INVENTORY

Office on Aging

Management

REVISED RECORD SERIES. FORWARD 7273% WATERLOO RQAD
¥WIiTH RECORDS RETENTION SCHEDULE P.O. BOX .275 2 10
- PAGE OF
350-1) JESSUP, MARYLAND 20794 —
1. DEFARTMENT /AGENCY 2. Dlvision s, wNIT

Personnel/Purchasing/EEO

CEF IN1T1ON-RECORD SERlEs.A GROUP OF RELATED RECORDS NORMALLY FILED
R REFERENCE A8 WELL AS RETENTION AND DISPrOS

AND USED AS A UNIT POR
ITION PURPOSES

I . .
4. RECORD SERIES TITLE

Employee Leave Card

5. EARLIEST YEAR/LATEST YEAR

1982 T0 1990

IN

THE SERIES.

6. RECORD SERIES DESCRIPTION (BRlIFLY DESCRIBE THE TYPES OF INFORNATION/DOCUH!NTSIFOR’{B FOUND
INCLUDE THE PURPOSE OR FUNCTION OF TNE SET.’IES)

Cards contain an accurate day-to-day account of

each employee's use of earned and used leave for
a one calendar year period

7. RECORD SERIES FORMAT(S)

® LETTER S1ZE O MICROFILM
EGAL SIZE 'O COMFUTER TAPE

§& BouND BOOK O FLOPPY DISK

0 AuD1O TAPE O VIDEO TAPE

0 OTHER[SPECIFY)

8. RECORD SERIES SEQUENCE
R ALPHAEETICAL
O NUMERICAL
O cHRONOLOGICAL,
0 GEOGRAPHI!CAL

O OTHER(SPECIFY)

$. VOLUME

[ FILE DRAYER(S)

O MICROFILM REEL(S)

0 COMPUTER TAPE(S)
NUMBER

B OTHER([SPECIFY)
: binders

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
1 O MICROFILM REEL(S)}

FUKBER O COMPUTER TAPE(S)

binde:

1. piLE 1S USED

{ DAILY B ¥EEKLY

12.

O MONTHLY

robeew

FILE BECOMES
O MONTH(S)

¥ omirp(speciEy)

INACTIVE AFTER
O YEAR(S)

13. CURRENT LOCATION(S) [BLDG.,FLOOR,ROOM)

301 W. Preston St.,RM 1004

14. 1S R.ECORD' SERIES DUPL ICATED ELSEWHERE?

tir ves, srpeciry saency or orrice)
0O YEs R NO

i
|
i
!
|

1S. ACCESS RESTRICTIONS R YES O No 16. AUDIT REGUIREMENTS
{tr ves, ciTE LAwW(B8) & REcuULATION(S) ox
o (o]
Art. 64 A NONE STATE FEDERAL 0O [INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (1pr vyES.E)PLAIN '8 l

BRIEFLY ARD DESCRIBE ANY H.ADDIARE/ SOFTWARE )

g YESs QXNO

RECCMMENDED RETENT.ION

Retain for four (4) years, then
destroy

NAME AND TITLE OF PREPARER
Judy Quamina, Personnel Offider

19. 20,

TELEPHONE NUMEER

225-1079

21. DATE
April 23, 1990

OGS 3350-4 (REVISED 2/a7)




INSTRUCTIGHS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
350-1)

DEFARTMENT OF CENERAL
RECORDS MANACEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

SERVICES

AGENCY RECORDS INVENTORY

PAGE _3 OF 10

1. DEFARTMENT /AGENCY
Office on Aging

2. DIvVISiIOnN

Management

3. wIT
Personnel/Purchasing/EEQ

A GROUP
CEFINITION-RECORD SERIES- R OF RELATED RECORDB NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPFOSFS

4. RECORD SERIES TITLE
Employee Time Sheets

5. EARLIEST YEAR/LATEST YEAR
1977 1o 1990

‘N THE SERIES,

6. RECORD SERIES DESCRIFTION (unlerY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

INCLUDE TME PURPOSE OR FUNCTION OF THE SER!ES)

These files contain bi-weekly records for
each employee of total hours worked, and
of leave time used within a given period.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

R LETTER S1zE O MICROFILM X ALPHAEETICAL & FILE DRA¥WER(S)
v : 0 MICROFILM REEL(S)
EGAL SIZE 'O COMFUTER TAPE 0O NUMERICAL 3

O oD BOOK O FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPE

0O OTHER(SPECIFY)

0O CHRONOLOGICAL
0 GEOCRAPHICAL

D OTHER(SPECIFY)

- . O COMPUTER TAPE(S)
NUMBER 0 orHER[SPECIFY)

* & 3 boxes
ANNUAL ACCUMULAT ION

O FILE DRAWER(S)
1 O MICROF ILM REEL(S)

RULBER O COMPUTER TAPE(S)

311 FiLE IS UsED

O pAlLY X $SEEKLY 0O MONTHLY

O OTHFR|SPECIFY)

INACTIVE AFTER i
O MONTH(S) O YEAR(S) pay period |

12. FILE BECOMES

RUREEE

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

301 W. Preston St., Rm 1004

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

t1r yes, sreciry saency or oFrFicE) '
0O YES Q@ No

15. ACCESS RESTRICTIONS &YEs O nNo 16. AUDIT REQUIREMENTS
{(1r ves, ci1Te LAw(8) & rREcuULATION(S) o . .
Art. 64 A NONE STATE O FEDERAL 0O [INDEPENDENT
17. IS AN INDEX SYSTEM USED? [1Fr YES.E)PLAIN

BrRIEFLY AND DESCRIEBER ANY HA"D!ARE/SOFTHARE)

0Oyes O No

18. RECCMMENDED RETENTION

1

Retain for four (4) years,
then destroy ‘

19. NAME AND TITLE OF PREPARER 20.

Personnel Officer, Judy Quamina 225-1079

TELEPHONE NUMEER

21. DATE

April 23, 1990

DCS 330-4 (REVISED 2/87)




 INSTRUCTIGHNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
S30-1)

DEFARTMENT OF CGENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO RQAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

4 10

——

PAGE OF

1. DEFARTMENT/AGENCY -

Office' on Aging

2. blvisionN

Management

wNIT
Personnel/Purchasing/EEOQ

3.

CEF INIT1ON - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DIspros

AND USED AB A UNIT FOR
ITION PURPOSES

4. RECORD SERIES TITLE

Grievance/Deecrimination Complaint-files

5. EARLIEST YEAR/LATEST YEAR
1985 To0 1990

g ey

1IN THE SERIES.

R
G. RECORD SERIES DESCRIPTION (B IKFLY DEECRIBE THE TYPES OF INFOR'MATION/DOCUNENTSIPORRB FOUND
JNCLUDE THE PURPOSE OR FUNCTION OF THE SET’IES)

These files contain all information pertaining to employee

grievances and complaints of discrimination within the agency.

7. RECORD SERIES FORMAT(S)
® LETTER SIzE O MICROFILM
’zm SI1ZE 'O COMFUTER TAPE
BOUND BOOK U FLOPPY DISK

0 AUDIO TAPE O VIDEO TAPE

O OTHER([SPECIFY)

8. RECORD SERIES SEQUENCE
R ALPHAFETICAL

0O NUMERICAL

0O cHRONOLOGICAL

0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

G; FILE DRA¥ER(S)

0 MICROFILM REEL(S)
__1_/_?___ O COMPUTER TAPE(S)
NUMEER 0 orHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
X FILE DRAWER(S)
1/2 O MICROFILM REEL(S)

RUNBER O COMPUTER TAPE(S)
O OTHER(SPECIEY )

1. piLE 1S USED 12. F|LE BECOMES INACTIVE AFTER
0 pAlLY 0 WEEKLY ] MONTHLY KOMETE O MONTH(S) 0 YEAR(S) !
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
. tir yes, sreciry sraEncy or orrice) '
301 W. Preston St., Rm 1004 O vEs }6 NO I
15. ACCESS RESTRICTIONS O yes 0O nNo 16. AUDIT REQUIREMENTS
(1r vyEs, ciTE LAN({8) & rREGuULATION(S] e
. O NonE O STATE O FEDERAL.~ B’lmagpe;ﬂﬁam
cat T e 28 48 0
RS ‘
17. IS AN INDEX SYSTEM USED? (1r vEg.m)r = g
{ EIPLAIN 18. RECCMMENDED RETENT ION :
BEIEFLY AND DESCRIEE AKY HARDUARE/SOFTWARE ) _ . i . 5
» LY
0 YEs NO . . 3
x Retain for five (5) years, then i
. L cp FEEW
5 destroy 5 S w«j

19. NAME AND TITLE OF PREPARER

Judy Quamina, Personnel Offi

20, TELEFHONE NUMEER

ter 225-1079

21. DATE

April 23, 1990

DCS 330-4 (REVISED 2/a7)




JNSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

-REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO RCAD

RECORDS RETENTION SCHEDULE

P.O. BOX 273

AGENCY RECORDS INVENTORY

550-1) JESSUP, MARYLAND 20794 Pace p____or __10
1. DEFARTMENT/AGENCY 2. DIVISION s. wuT
Office on Aging Management Personnel/Purchasing/EEQ

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS9 RETENTION AND DISProOS

AND USED AB A UNIT FOR
ITION PURPOSES

4.

RECORD SERIES TITLE

Cleared Eligible lists file

5. EARLIEST YEAR/LATEST YEAR

1985 To ___1990

e B

4R THE SERIES.

BRIKFLY DEBCRIBE THE TYPES OF INFORMA UNE. FOUN
6. RECORD SERIES DESCRIPTION | TION/DOCUMENTS [ FORNS ©
INCLUDE THNHE PURPOSE QR FUNCTION OF THE SBEFNIES l

These files contain records of all employees interviewed

and/or hired by the agency

7. RECORD SERIES FORMAT{S)

% LETTER S1ZE O MICROFILM
‘Ec.{u_ SIZE 'O COMFUTER TAPE
O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE 0O VIDEO TAPE

O OTHER({SPECIFY)

8. RECORD SERIES SEQUENCE
B ALPHABETICAL
D NUMERICAL

0O CHRONOLOGICAL,

VOLUME

L FILE DRA¥ER(S)

O MICROFILM REEL(S)

1 O COMPUTER TAPE(S)
NUMBER B oTHER(SPECIFY)

0O GEOGRAPHICAL

O OTHER(SPECIFY)

10

« ANNUAL ACCUMULAT ION

B FILE DRAWER(S)

O MICROFILM REEL(S)
RUKSER O COMPUTER TAPE(S)

O OTHER(SPECIFY)

FILE 1S USED 12. FILE BECOMES INACTIVE AFTER @
0 palLY 0 $EEKLY B MoNTHLY romEer | D MONTH(S) R YEAR(S) |
13. CURRENT LOCATION(S) ({BELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE1 !
t1» yes, srzciry soexcy or orrice) '
301 W. Preston St. Rm. 1004 O yes 0 No |
15. ACCESS RESTRICTIONS P YES O nNo 16. AUDIT REGUIREMENTS
{1r ves, ciTe LAwW(8) & rRecutaTiON(S) .
- X NoNE O STATE O FEDERAL 0O [INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (1r vES.E)PLAIN

BRIEFLY AND DESCRIEBE ANY HA“DIARE/ SOFTYWARE ’

0vyes X no

. RECCMMENDED RETENT ION

Retain for two (2) years,
X . then destroy

Judy Quamina, Personnel Officer

NAME. AND TITLE OF PREPARER

20, TELEPHONE NUMEER

225-1079

21.

DATE

1990

April 23,

DGS 330-4 (REVISED 2/87)




JNSTRUCTIGHS -

-TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF CENERAL SERVICES
RECORDS MANACEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 7275 WATERLOO RGAD

RECORDS RETENTION SCHEDULE P.O. BOX 273

$50-1) JESSUP, MARYLAND 20794 Pace _6 __oF 10
1. DEFARTMENT/AGENCY 2. piIvisSion S. WNIT

Office on ‘Aging’

Management

Personnel/Purchasing/EEQ

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPFrOS

AND USED A8 A UNIT PFOR
1TION PURPFOSES

4. RECORD SERIES TITLE

Correspondence File

5. EARLIEST YEAR/LATEST YEAR
1287 T 1990

e e - ey

BRIXKFLY DESCRIBE 8 o©
6. RECQRD SERIES DESCRIPTION ( 3 THE TYPE " INFORMATION/DOCUNENTSIFORRS FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEPIZS)

N THE SERIES.

These files contain

general correspondence
produced and/or received by the agency.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
K LETTER SiZE O MICROFILM O ALPHAEETICAL O FILE DRA¥ER(S)
. O MICROFILM REEL(S)
..EGJ_u. S1zE 'O COMFUTER TAPE D NUMERICAL O COMPUTER TAPE(S)
. . ' . NUMBER
0 BOouND BOOK 0O FLOPPY DISK X CHRONOLOG I CAL, @ OTHER(SPECIFY)
. shelf
o o o £ o] 1
AUDIO TAPE VIDEO TAPE GEOCRAPHI CAL ‘0. Acc .
0 OTHER(SPECIFY) O OTHER|SPECIFY) O FILE DRAYER(S)
O MICROFILM REEL(S)
KRUksER O COMPUTER TAPE(S) )
& omrp(sprciFyy
1. FiLE IS UsED 12. FILE BECOMES INACTIVE AFTER |
R DAILY O ¥EEKLY O MONTHLY moiers | X MONTH(S) O YEAR(S) |
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
' tir yes, srzciry raEncy or OFFicE) !
301 W. Preston St. Rm 1004 0 YEsS O NO
1S. ACCESS RESTRICTIONS O YES OkNoO 16. AUDIT REQUIREMENTS
(1r vyEs, cive LAR{3) & rEcuLATION(S)
- O NONE G STATE O FEDERAL O |INDEPENDENT
7. IS AN INDEX SYSTEM USED? B
' {17 ves.exriasn 18. RECCMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HADD!ARE,SOPTHARE) R ' .
0yvEs & no Retain for one (1) year then
screen and destroy all materials not
RS needed for the conduct of business .
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Judy Quamina, Personnel Officer 225-1079 April 23, 1990

DGS 3350-4 (REVISED 2/87)




R \
INSTRUCTIGCNS - -TYPE OR PRINT A
. SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

- 7273 WATERLOO RQAD

v RECORDS RETENTION SCHEDULE P.O. BOX 275 7 10
550-1) JESSUP, MARYLAND 20794 PACE OF
i . DEFARTMENT /AGENCY 2. DlVISION 3_'m|-r
Office on Aging Management Personnel/Purchasing/EEQ

CEFINITION-RECORD SERIES-

A GROUP
REFERENCE AS WELL AS RETENTION AND DISPOS

OF RELATED RECORDS NOFRMALLY FILED

AND USED AB A UNIT POR
JON_ PURPOSES

4. RECORD SERIES TITLE

Miscellaneous Files

5. EARLIEST YEAR/LATEST YEAR
1982 1o 1990

for

N THE SERIES.

BRIXPF DESCR!IBE
6. RECORD SERIES DESCRIPTION ( ! LY CRIBE THE TYPES OF INFORNATION/DOCUH!NTS/FORMB FouUND
INCLUDE TME PURPOSE OR FUNCTION OF THE SEWIES)

These files contain reference documents necessary
day-to-day operations. :

7. RECORD SERIES FORMAT(S)

X LETTER SizE O MICROF ILM
‘chu. S1ZE 'O COMFUTER TAPE
0 pouND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

0 OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
0 ALPHAEETICAL
0 NUMERICAL

¥ cHronoLOGICAL

9. VOLUME

R FILE DRAYER(S)
O MICROFILM REEL(S)
———-. O COMPUTER TAPE(S)
NUMBER o orrER(sPECIFY)

1

O GEOGCRAPHICAL

O OTHER(SPECIFY)

10, ANNUAL ACCUMULAT ION
B FiLE DRAYER(S)
1 O MICROFILM REEL(S)

RUNBER O COMPUTER TAPE(S)

1. piLE IS USED

X palLY 0 wEEKLY

12.

O MONTHLY 1

FILE BECOMES
0O MONTH(S)

O OYHER|SPECIFY)

INACTIVE AFTER
B YEAR(S)

13. CURRENT LOCATION(S) ({BLDG., FLOOR,ROOM)

301 W. Preston St., Rm 1004

0O YES B NO

14, 1S R.ECORD' SERIES DUPL ICATED ELSEYHERE?
tsr vyes, speciry raency or orrice)

15. ACCESS RESTRICTIONS

0 YES
{17 veo, ciTs Law{s) & rRecuLaTION(S)

R NO 16.

AUDIT REQUIREMENTS

.
) SRS

17.

Cyes 8 No

: ‘

IS AN INDEX SYSTEM USED? (1@ yes,.E>PLAIN
BRIEFLY AND DESCRIEBE ANY HARDUARE/ SOFTWARE)

1
]

Retain

18. RECCMMENDED RETENT ION

then destroy:

o R T
P NonE O STATE O FEDERAL ; p;mfzpﬂfpéﬁer

g = S
%
1

.
%

g ¢
;

one (1) year,

o e

for

T A e VA

i
¢
»
)
.
- et

a

.

19. NAME AND TITLE OF PREPARER

Judy Quamina, Personnel Office

20, TELEPHONE NUMEER

225-1079

21. DATE

April 23, 1990

DGS 350-4 (REVISED 2/87)




INSTRUCT ICRIS -

-TYPE OR PRINT A
. SEPARATE FORM FOR EACH NEW OR

A\
DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES., FORWARD

7278 WATERLOO RQAD

) RECORDS RETENT ION SCHEDULE P.O. BOX 275 8 10
550-1) JESSUP, MARYLAND 20794 - Pace OF
$1 . DEFARTMENT/AGENCY 2. plvision 3. WNIT

Office on Aging- Management

Personnel/Purchasing/EEO

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDB NORMALLY FILED
REFERENCE AS RELL AS RETENTION AND DISPOS|TION PURPOSES

AND USED AB A UNI!T FOR

4. RECORD SERIES TITLE
Parking Permit Files

S. EARLIEST YEAR/LATEST YEAR
1980 T0 1990

. —— g . -y

6. RECORD SERIES DESCRIPTION (BRIKFLY DESCRIBE THE YYPES OF INFORMATION/DOCUMENTS|FORMSE FOUND

‘IN THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE BEPIZS)

These files contain records of past and present
parking permit holders

7. RECORD SERIES FORMAT(S) 8.
& LETTER SI1ZE O MICROFILM
‘Ec;u. SI1ZE 'O COMFUTER TAPE
X BouND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
B ALPHARETICAL
0 NUMERICAL
O CHRONOLOGICAL,
0 GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME
O FILE DRAWER(S)

O COMPUTER TAPE(S)
B OTHER({SPECIFY)
Book

NUMBER

1 0 MICROFILM REEL(S}

ANNUAL ACCUMULAT JON
0 FILE DRAWER(S)

10.

KRUReeR 0 COMPUTER TAPE(S)

1 O MICROFILM REEL(S)

Book:

8 orirp(speciEy)

1. FiLE 1S UsED 12. FILE BECOMES INACTIVE AFTER i
o .
X palLY D wEEKLY O MONTHLY RUR%E‘E‘ MONTH({ S) 8 YEAR(S) i
13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
) t1ir yes, BPECIFY s0ENCY OR OFFicE) !
301 W.Preston St. Rm 1004 O veEs @ No
15. ACCESS RESTRICTIONS DyEs BNo 16. AUDIT REGUIREMENTS
{(1r vyes, ciTe LAw(B) & rREGuULATION(S)

-

Q@ NONE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r YyES.E>PLAIN

BRIEPLY AND DESCRIBE ANY HAHDBARE/SOFTHARE)‘

0yes ¥ no

18. RECCMMENDED RETENTION

Retain for one (1) year after new
permit has been issued or new
system has been instituted, then

‘ destroy.
$19. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEER 21. DATE
Judy Quamina, Personnel Officer 225-1079 April 23, 1990

DGS 330-4 {FREVISED 1/87)




JNSTRUCTIGNS - - TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES
»SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
| REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 273
Pace _9 or _10
#llo-l) JESSUP, MARYLAND 20794 — —
DEFARTMENT / AGENCY 2. DIVISION 3. wIT
Office on ‘Aging Management Personnel/Purchasing/EEQ

'! DEF INI'T1ON - RECORD SERIESOA GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOBENR

/ . . . .
4. RECORD SERIES TITLE 8. EARLIEST YEAR/LATEST YEAR
1990
! Training Record Files 330 TO
i
.| 6. RECORD SERIES DESCRIFT ION ‘nnllruv DESCRIBE THE TYPKS OF INFORMATION/DOCUMENTS/FORMS FOUND
‘N THE SERIES. . UNCLUDE THE PURPOSE OR FUNCTION OF THE SERIES )

These files contain training records for each
active employee and other materials pertaining
to training sponsored by the agency

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X LETTER S1ZE O MICROFILM X ALPHABET ICAL ' 1 FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL S1ZE O COMFUTER TAPE O NUMERICAL 1 O COMPUTER TAPE(S)
NOMBER & orvrr SPECIFY)
‘soum BOOK O FLOPPY DISK O CHRONOLOGICAL . ¥ gTHER{SPEC
O AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)

0 MICROFILM REEL(S)
RGMBER 0 COMPUTER TAPE(S)

N . . . ¥ omer(speciey) foldex)
|11, pie 1s useD 12. FILE BECOMES INACTIVE AFTER
; O pAILY BEEKLY O MONTHLY O MONTH(S) R YEAR(S)
- L 1214
| 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
‘ 301 W. Preston St., Rm 1004 tir vyes, srEciFy raency or orrice)
. ) 0 veEs & No
15. ACCESS RESTRICTIONS O YES XnNo ' 16. AUDIT REQUIREMENTS

(1" vyes, ciTe LAw(S) & rREGULATION(S)
B NONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r YRS.EOPLAIN

: 18. RECOMMENDED RETENTION
BREIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

Ovyes 8 no Retain for three (3) years after
training for each employee, then
destroy

’. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE N
Judy Quamina, Personnel Officef 225-1079 April 23, 1990

[

DGS 350-4 (REVISED 2/87)




REVISED RECORD SERIES. FORWARD

=-TYPE OR PRINT A
PARATE FORM FOR EACH NEW OR

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

10 10

WITH RECORDS RETENTION SCHEDULE P.O. BQX 273 PAGE or
(DGS 380-1) JESSUP, MARYLAND 20794
'ARTMENT / AGENCY 2. DIVISION 3. UNIT
fice on Aging Management Personnpl[Pnrrh:;ing/FFn
AND USED AS A UNIT FOR

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY WILED
REFERENCK AS WELL AS RETENT!

4. RECORD SERIES TITLE

Purchasing Record Files

W_&‘__EL_E_ﬁD BPOSITION PURPOOER :
8. EARLIEST YEAR/LATEST YEAR

984 TO 1090

‘1N 'THE SERIES.

for the agency

6. RECORD SERIES DESCRIPTION ‘.RIIPLY DESCRIBE THK TYPES OF IN'OMT'ON/DOCU!BNTUIPOM FOUND
INCLUDR THE PURPOSE OR FUNCTION OF THE SEFRtES)

These files contain purchasxng materials

@ BOUND BOOK O FLOPPY DISK
. AUDIO TAPE O VIDEO TAPE

O OTHER(|SPECIFY)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
Q LETTER S1ZE O MICROFILM D ALPHAEETICAL O FILE DRAWER(S)
1/2 O MICROFILM REEL(S)
0O LEGAL sS1ZE O COMFUTER TAPE & NUMERICAL 0 COMPUTER TAPE(S)
UMBER p) OTHER(SPECIFY) ¢\ 1 ¢

0 CHRONOLOGICAL
O GEOGRAPHICAL
0 OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

1/2 o MicrROFILM REEL(S)

ROWBPE O COMPUTER TAPE(S)

% orirr(speciey) Shelf)

| $1- piLe 1s useD 12. FILE BECOMES INACTIVE AFTER
' DAILY 0 WEEKLY O MONTHLY O MoNTH(S) 8 YEAR(S)
- X NUHEER:
14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROCM)

301 W. Preston St., Rm 1004

tir yes, sPeciry raEncy or orrice)
O0vYEsS 8 NoO

15. ACCESS RESTRICTIONS OYES QnNo

{1r ves, ci1vx Lanls) & reauraTions)

16. AUDIT REQUIREMENTS

O NONE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM 'L&D? (sr vRB.2PLAIN

BREIEFLY AND DESCRIBE ANY MARDWARE/SOFTWARE )

RECOMMENDED RETENT ION

0 yes X no
Retain for three ‘(3) “year §-—,;-.t~hen .
¢ R > - v Yaopy 3
destroy ; RIS B SO )~'3}R i
g . e ¢ ]
¥ i
9. NAME AND TITLE OF PREPARER 20. TYELEPHONE NUMEER 21. m;rlz {
i 4
Judy Quamina, Personnel Officer 225-1079 Apéil 23, 1990  toe.e. 5 '
e RCRC e

DGS 330-4 (REVISED 2/87)




