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Item
No. Description Retention

/

i/

\S

Employment History File

These files contain all necessary and required
information relative to each employee's employ-
ment with the agency.

A. Active/Inactive History Files contains pertinent
information on each employee who is currently
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
1-9 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

C. Personnal Service Contractual File
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-

Retsin or five (5) years,

after termination, tnen
destroy.

Retain £o.r three (3) years,

after termination, then
destroy.

Retain for three (3) years;
then destroy

Schedule Approved by Department, Agency
or Division Representative

Date S i g n a t u r e \ TiTitle

Schedule Authori
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3
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Description

Employee 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

Emplovee 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 Eliaible List File

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

Certification of eligible Ii3ts (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 -

Retention

Retain for four
then destroy

Retain for four
then destroy

(4)

(4)

years,

years,

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

Retain for two
then destroy

(2)

•

years,
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Item
No. Description Retention

4/S

10

•

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)

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

xxxxxxxxxxxxxxxxxxLAST ITEMxxxxxxxxxxxxxxxxxxxxxxx

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

Retain tor-three'•(tf')7 years,
then., deat ifoy.' \J A-'* \

,...,,..4
Retain''for three" (3)'years
and '<.until' audit require-
ments are fulfilled, then
destroy



s

VJSTF.-UCTICMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WMTH RECORDS RETENTION SCHEDULE
^ ^ 5 350-1 )

| I. DEFARTMENT/AGENCY

1 Office OTI Aging

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 7 8 WATERLOO ROAD
P.O. BOX 27 3

JESSUP, MARYLAND 20794

Z. DIVISION

Management

AGENCY RECORDS INVENTORY

PACE __] OF in

3. UNIT

Personnel/Purchasing/EEO

DEFINITION-RECORD SERIES-* OROU'' O r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
HErgRENCE AS WELL. Afl BETtNTrON AND QISrOglTION PUWrOSga

4. RECORD SERIES TITLE
Employment History

S. EARLIEST YEAR/LATEST YEAR

1966 TO 1990

6. RECORD SERIES DESCRIPTION (BR' rri-Y DESCRIBE THE TYPES Or IHFORHATION/OOCUWENTS/FOmta TOVND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION Or THE SCrrlCSl

These files contain information relative to each employee's employment
with the agency.

7. RECORD SERIES FORMAT(S)

Cfc LETTER SIZE D MICROFILM

^fc-ECAL SIZE O COMPUTER TAPE

O BOUND BOOK D FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

C ALPHABETICAL

O NUMERICAL

D CHRONOLOGICAL

D CEOCRAPHICAL

D OTHER(SPECIFY)

8. VOLUME

£ FILE DRAWER(S)
4 O MICROFILM REEL(S)

D COMPUTER TAPE(S)
NUMBER Q O T H E B ( Sp E C, F Y,

1 0 . ANNUAL ACCUMULATION

ft FILE DRAWER(S)
4 O MICROFILM REEL(S)

RTJTSBZR" D COMPUTER TAPE(S)
: D OTHFRlgPFrlFY)

II. FILE IS USED

£ DAILY B WEEKLY D MONTHLY

12• FILE BECOMES INACTIVE AFTER

5 D MONTH(S) GtYEAR(S)

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

301 W. Preston St. RM 1004

1 4 . I S RECORD SERIES DUPLICATED ELSEWHERET

t " ' YES, SPECIFY AGENCY OR O f M C t )
a YES »£ NO

15. ACCESS RESTRICTIONS X3 YES D NO
(ir YES, CITE LAB(S) & REGULATION!S)

Art. 64 A & Title XI (COMAR)

16. AUDIT REQUIREMENTS

O NONE tX. STATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT {|r YES.EXPLAIN
Br.'lEFLY AKD DESCRIBE ANY HAnDtARc/SOFTWARE )

D YES $ NO

18. RECOMMENDED RETENTION

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

I 9. NAME AND TITLE OF PREPAKER

Judy Quamina, Personnel Office

2 0 . TELEPHONE NUMBER

r 225-1079

2 I . DATE

April 23, 1990

DCS S50-4 (REVISED 2/87)



. INSTRUCTIONS- -TYPE OR PHINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

V O H RECORDS RETENTION SCHEDULE

^ K 350-1 )

| 1. DEFARTMENT/AGENCY

Office on Aging

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 27 3

JESSUP. MARYLAND 207 94

2. DIVISION

Management

AGENCY RECORDS INVENTORY

PACE 2 OF 1 0

3 . UNIT

Personnel/Purchasing/EEO

DEFINITION-RECORD SERIES-A O R O U P O F RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AB RETENTION AND DISPOSITION PURrOSH

( •
j 4. RECORD SERIES TITLE
i Employee Leave Card
1

5. EARLIEST YEAR/LATEST YEAR

1982 _ TO 1990

6. RECORD SERIES DESCRIPTION {BR"Crl-Y DESCRIBE THE TYPES OF" IN FORMAT I ON/DOCUMENTS/FOR«B FOOND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEFTIESI

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)

«R LETTER SIZE D MICROFILM

LEGAL SIZE D COMFUTER TAPE

R BOUND BOOK O FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

Q OTHER(SPECIFY)

6. RECORD SERIES SEQUENCE

H ALPHABETICAL

O NUMERICAL

D CHRONOLOGICAL

D CEOCRAPHICAL

D OTHER(SPECIFY)

II . FILE IS USED

I DAILY %J WEEKLY D MONTHLY

9. VOLUME

I* FILE DRAWER(S)

Q MICROFILM REEL(S)

D COMPUTER TAPE(S)
NUMBER £ O T H E R ( s p £ . C I F Y ,

binders

I 0. ANNUAL ACCUMULATION

D FILE DRAWER(S)

j O MICROFILM REEL(S)

NUMacV D COMPUTER TAPE(S)
• & OTHFP[c ;pFr iFV) b inde?

1 2 . FILE BECOMES INACTIVE AFTER

1 D MONTH{S) D YEAR(S)
NUMBER

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

301 W. Preston St.,RM 1004

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
t I f YTS, SPECIFY /.OENCY OR OFFICE)
D YES P NO

I S . ACCESS RESTRICTIONS % YES O NO

( I F YES, CITS LAV(S) A REGULATION! s)

Ar t . 64 A-

1 6 . AUDIT REQUIREMENTS

D NONE INSTATE D FEDERAL O INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED? ( | r V E S . E > ^ L A I N

BRIEFLY AND DE3CR I EE ANY HAflDB ARE/SOFTnARE )

O YES NO

18. RECOMMENDED RETENTION

Retain for four (4) years, then

destroy

I 9. NAME AND TITLE OF PREPAKER

Judy Quamina, Personnel Offic

2 0 . TELEPHONE NUMBER
er 225-1079

2 t . DATE
April 23, 1990

D C S 3 3 0 - 4 ( R E V I S E D 2 / 8 7 )



INSTRUCT ICTIg- -TYPE OR PHINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WJTH RECORDS RETENTION SCHEDULE

530-1)

j I. DEFARTMENT/AGENCY

I Office on Aging

DEPARTMENT OF CENERAL SERVICES
RECORDS MANACEMENT DIVISION

727S WATERLOO ROAD
P . O . BOX 27 3

JESSUP, MARYLAND 20794

2 . DIVISION
Management

AGENCY RECORDS INVENTORY

PACE OF 10

3. UNIT
Personnel/Purchasing/EEO

DEFINITION-RECORD SERIES-A O R O U P O F RELATED RECORDS NORMALLV FILED AND USED AS A UNIT rOR
REFERENCE AS WELL AS BETENTIOH AND DISPOSITION PURPOSES •__

4. RECORD SERIES TITLE
Employee Time Sheets

5. EARLIEST YEAR/LATEST YEAR
1977 TO 1990

/FORMS POUND! «. RECORD SERIES DESCRIPTION J*""*1'^ DESCRIBE THE TYPES OF INFORMATION/DOCUVCNTS/I
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SErriES)

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)

B LETTER SIZE O MICROFILM

LEGAL SIZE D COMPUTER TAPE

D" BOUND BOOK O FLOPPY D I SK

D AUDIO TAPE D VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

XI ALPHABETICAL

D NUMERICAL

D CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

tj FILE DRAWER(S)
• MICROFILM REEL(S)

3 a COMPUTER TAPE(S)
NUMBER D O T H E R ( S p E C I F YJ

• & 3 boxes

t 0. ANNUAL ACCUMULATI ON

D FILE DRAWER(S)
1 O MICROFILM REEL(S)

KuUBER ° COMPUTER TAPE ( S )
O nmrp( «;prn rv)

It . FILE IS USED

D DAILY « WEEKLY ° MONTHLY

12. FILE BECOMES INACTIVE AFTER i

J g t i D HONTH(S) a YEAR(S) pay period j
NUMBER

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

301 W. Preston St., Rm 1004

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES, SPECIFY AOENCY OR OFFICE)
O YES qfc NO

I

IS. ACCESS RESTRICTIONS O^ YES • NO

(IF YEO, CITE LA«[S) A> REGULATION! S)

Art. 64 A -

16. AUDIT REQUIREMENTS

D NONE * STATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN
BRIEFLY AKO DESCRIBE ANY HAPDBARe/SOFTWARE)

a YES a NO

18. RECOMMENDED RETENTION

Retain for four (4) years,
then destroy

19. NAME AND TITLE O F PREPARER

Personnel Officer, Judy Quamina

20. TELEPHONE NUMBER

225-1079

2 I. DATE

April 23, 1990

D C S 3 3 0 - 4 ( R E V I S E D 2 / 8 7 )



INSTRUCT ICMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

330-1 }

1. DEFARTMENT/AGENCY

Office1 on Aging

DEPARTMENT OF CENERAL SERVICES

RECORDS MANACEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX*273

JESSUP, MARYLAND 20794

2. DIVISION

Management

AGENCY RECORDS INVENTORY

PACE OF 10

3. UNIT

Personnel/Purchasing/EEO

! DEFINITION-RECORD SERIES-* O R O U r O F RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
I REFERENCE AS WEU. A8 RETENTION AMD DISPOSITION PURPOSED •

5. EARLIEST YEAR/LATEST YEAR

1985 TO 1990

! 6. RECORD SERIES DESCRIPTION { ar"Kri-r DESCRIBE THE TYPES Or INFORMATI ON/DOCUMENTS/FORWS rOCND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEfrlES]

These files contain all information pertaining to employee
grievances and complaints of discrimination within the agency.

7. RECORD SERIES FORMAT(S)

B LETTER SIZE O MICROFILM

-EGAL SIZE O COMPUTER TAPE

BOUMD BOOK O FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

P ALPHABETICAL

D NUMERICAL

O CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

9 . VOLUME

1/2

ffcFILE DRAWER(S)

D MICROFILM REEL(S)

. D COMPUTER TAPE(S)
NUMBER Q O T H E . R ( s p E : c | F Y j

J 0 . ANNUAL ACCUMULATI ON

Xl FILE DRAWER(S)

1/2 D MICROFILM REEL(S)

RUSTBER" D COMPUTER TAPE(S)
O rm-trpf <?PF r t r v )

It . FILE IS USED

D DAILY O WEEKLY 5? MONTHLY

l 2' FILE BECOMES INACTIVE AFTER

D MONTH(S) a YEAR(S)

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

301 W. Preston St., Rm 1004

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES SPECIFY AOENCY OR OFFICE)
a YES %3 NO

IS. ACCESS RESTRICTIONS • YES • NO

(IF YEB, CITE LABT(S) & RECULATION(S)

16. AUDIT REQUIREMENTS

O NONE XJ STATE OI FEDERAL— O-^ifSeP&NlSENT

17. IS AN INDEX SYSTEM USEDT ( I F YEB.EXPLAIN

BRIEFLY AKD DESCRIES ANY HAPDBARE./SOFTnARE )

a YES q( NO

IS. RECOMMENDED RETENTION

i

Retain for five (5) years, then

destroy I

19. NAME AND TITLE OF PREPAKER

Judy Quamina, Personnel Offi

20. TELEPHONE NUMBER

.er 225-1079

2 I. DATE

April 23, 1990

DCS 33 0-4 (REVISED 2/87)



, INSTRUCT ICMS--TYPE OR PKINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

RECORDS RETENTION SCHEDULE
980-1 )

DEPARTMENT OF CENERAL SERVICES

RECORDS MANACEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 27 3

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE OF 10

I. DEFARTMENT/AGENCY

Office on Aeine

Z. DIVISION 3. UNIT

PoT-cnnno 1 /Pnrflncinf. /FFO

DEFINITION-RECORD S E R I E S - * O R O U P O | P M I -*TEO RECORDS NORMALLY FILED AND USED AS A UNIT rOR
. WEFERgNCE AS WELL AS RETENTION AMD PISrOSITICN fUWrOata •

4. RECORD SERIES TITLE
Cleared Eligible lists file

8. EARLIEST YEAR/LATEST YEAR

1985 TO 1990

6. RECORD SERIES DESCRIPTION / B R I r r U Y "ESCRIBE THE TYPES OF" 1NPORMATI ON/DOCUMENTS/rORW8 FOVND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BErrlEGI

These files contain records of all employees interviewed'
and/or hired by the agency

7. RECORD SERIES FORMAT{SJ

tf LETTER SIZE O MICROFILM

|.EGAL SIZE D COMFUTER TAPE

D BOUND BOOK D FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

D OTKER{SPECIFY)

8. RECORD SERIES SEQUENCE

H ALPHABETICAL

O NUMERICAL

D CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER{SPECIFY)

9 . VOLUME

£ FILE DRAWER(S)
• MICROFILM REEL(S)

D COMPUTER TAPE(S)
NUMBER Q oTHERjspECFYj

I 0. ANNUAL ACCUMULAT1ON

B FILE DRAWER(S)
j D MICROFILM REEL(S]

NOt/BEfe D COMPUTER TAPE(S)
• O OTVIFP(c;PFrlirv)

11. FILE IS USED

a DAILY O BEEKLY B MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

, 1 ° HONTH(S) J? YEAR(S)
WBE«

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

301 W. Preston St. Rm. 1004 . .

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET

( I F Y E S , S P E C I F Y AOENCY OR O F F I C E )
O YES )fl NO

IS. ACCESS RESTRICTIONS % YES D NO

(lr YEO, CITS LAv(s) A REGULATION(S)

16. AUDIT REQUIREMENTS

fi NONE • STATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (lF YE8.E)^LAIN

BRIEFLY AKD DESCRIBE- ANY HAnOB ARE./SOFTWARE )

• YES & NO

18. RECOMMENDED RETENTION

Retain for two (2) years,
then destroy

19. NAME AND TITLE OF PREPARER

Judy Quamina, Personnel Officer

20. TELEPHONE NUMBER

225-1079

21. DATE

April 23, 1990

DCS 3 S 0 - 4 (REVISED 2 / 8 7 )



INSTRUCTIQNS--TYPE OR PH1NT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
}WTH RECORDS RETENTION SCHEDULE
flp 350-1J

1. DEFARTMENT/AGENCY

| Office on -Aging

DEPARTMENT OF CENERA1- SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 273

JESSUP, MARYLAND 20794

2. DIVISION

Management

AGENCY RECORDS INVENTORY

PACE fi OF LQ

3. UNIT

Personnel/Purchasing/EEO

DEF IN IT ION -RECORD SERIES-* O R O U F O F R B L A T E D R e c O R D " NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AMD DISPOSITION fURPOSgj •

4. RECORD SERIES TITLE

Correspondence File

3. EARLIEST YEAR/LATEST YEAR

1987 TO 1990

0. RECORD SERIES DESCRIPTION (""' *FI-Y D B B C I " B e T H C TYPES OF" INFORMATION/DOCUMCNTS/FORMS FOC-ND
•IN THE SERIES. INCLUDK THE fURFOSE OR rUNCTION Or THE SCrrlCEj

These files contain general correspondence
produced and/or received by the agency

7. RECORD SERIES FORMAT(SJ

Q(LETTER SIZE O MICROFILM

-EGAL SIZE D COMPUTER TAPE

V BOUND BOOK D FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY}

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

O NUMERICAL

O[ CHRONOLOGICAL

Q CEOCRAPHICAL

D OTKER(SPECIFY)

9. VOLUME

a FILE DRAWER(S)
O MICROFILM REEL(S)
. D COMPUTER TAPE(S )

NUMBER S O T H E R ( S P E C I F Y ,

chpl f

I 0 . ANNUAL ACCUMULATI ON

O FILE DRA«-ER(S)
O MICROFILM REEL(S)

NukiBeV D COMPUTER TAPE ( S }
• # QfTHFB( tirvr I r v )

II. FILE IS USED

R DAILY Q WEEKLY D MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

, , 6 C[ MONTH{SJ • YEAR(S)
NUMBER

13. CURRENT LOCATION(Sj (BLDG.,FLOOR,ROOMJ

301 W. Preston St. Rm 1004

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

t i r Y E S , S « C I F Y / .OEKCY OR o p r i c e )
° YES K NO

1 5 . ACCESS RESTRICTIONS O YES °<NO

( i r Y E S , C I T S L A B ( S ) A R C C U U A T I O N ( S )

16. AUDIT REQUIREMENTS

D NONE CJ STATE O FEDERAL D INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED? ( I F YES.EXPLAIN

Bf.-|EPl.Y AND DESCRIBE ANY KAnOBARE,/SOPTHARE )

D YES 0C NO

1 8 . RECOMMENDED RETENTION

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

19. NAME AND TITLE OF PREPARE*

Judy Quamina, Personnel Officer

20. TELEPHONE NUMBER

225-1079

2 I. DATE

April 23, 1990

DCS 330-4 (REVISED 2/B7)



\
INSTFflJCTICMS--TYPE OR PRINT A

. SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
^ A SSO-I)

| 1. DEPARTMENT/AGENCY

1 Office on Aging

DEPARTMENT OF CCNERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 27S

JESSUP, MARYLAND 20794

2. DIVISION

Management

AGENCY RECORDS INVENTORY

PACE,7 OF 1 0 ,

3. UNIT

Personnel/Purchasing/EEO

DEFINITION-RECORD SERIES-* O R O U P O F R*«-ATED RECORDS NORMALLY FILED AND USED AS A UNIT rOfl
RCFCRENCE AS WELL AO RETENTION AND DISPOSITION PURPOSES

1 .
[ 4. RECORD SERIES TITLE
1

1 Miscellaneous Files

5. EARLIEST YEAR/LATEST YEAR
1982 TO 1990

0. RECORD SERIES DESCRIPTION fBRIICri-Y DESCRIBE THE TYPES OF" IH FORMAT I ON/DOCUVENTS/rORUB FO4JND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES ]

These files contain reference documents
for day-to-day operations.

necessary

7 . RECORD SERIES FORMAT(S)

# LETTER SIZE O MICROFILM

^fc-EGAL SIZE G COMPUTER TAPE

D BOUND BOOK D FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

a OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

D ALPHABETICAL

O NUMERICAL

B CHRONOLOGICAL

Cl GEOCRAPH1CAL

D OTHER(SPECIFY)

B. VOLUME

NUMBER

P FILE DRAWER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)
D OTHER( SPECIFY)

1 0 . ANNUAL ACCUMULATION

& FILE DRAWER(S)
I O MICROFILM REEL(S)

NCM'BE'R D COMPUTER TAPE(S)

II FILE IS USED

* DAILY D WEEKLY O MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

, 1 D MONTH(S) a YEAR(s;

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

301 W. Preston St., Rm 1004 . .

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlP VES, SPECIFY /.OCNCT OR OFFICE )
D YES ff NO

IS. ACCESS RESTRICTIONS O YES R NO

(IF YED, CITS LAB(S) A RECULATION(S)

16. AUDIT REQUIREMENTS

f NONE • STATE Q. FEDERAL V P- I NbEP£NDESjr
17, IS AN INDEX SYSTEM USED? ( I F YES.EXPLAIN

BF.'IEFLY AND DESCRIBE ANY HAPDBARE/ SOFTWARE)

Q YES 3̂ NO

18. RECOMMENDED RETENTION

Retain for ojie (1) year,
then destroy

- ' -1 *• '.\i '•

IS. NAME AND TITLE OF PREPARE*

Judy Quamina, Personnel Office

2 0 . TELEPHONE NUMBER

225-1079

2 I . DATE

Apri l 23, 1990

D C S 3 3 0 - 4 ( R E V I S E D 2 / 8 7 )



\
INSTRUCT 1CMS--TYPE OR PRINT A

. SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WUM RECORDS RETENTION SCHEDULE
( ^ 590-1)

I t. DEPARTMENT/AGENCY

Office on Aging

DEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727 8 WATERLOO ROAD
P.O. BOX*27S

JESSUP, MARYLAND 207 94

2. DIVISION

Management

AGENCY RECORDS INVENTORY

FACE 8 OF 1 0

3. UNIT
Personnel/Purchasing/EEO

DEFINITION-RECORD SERIES-* °RCUI" °" RSt-^riiO "=«>«°«> NORMALLY FILED AND USED A8 A UNIT FOR
REFERENCE AS BEU. A9 RETENTION AND DI3PO3ITIQN PURPOSEa

4. RECORD SERIES TITLE

I
Parking Permit Files

5. EARLIEST YEAR/LATEST YEAR
1980 TO 1990

J ,_ .BRIirLY DESCRIBE THE TVPE3 Or INFORUATI ON/DOCUMENTS/FORMS FOVND
1 6. RECORD SERIES DESCRIPTION ( ' '

•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION Or THE BEFTIES)

These files contain records of past and present
parking permit holders

7. RECORD SERIES FORMAT(S)

IX LETTER SIZE O MICROFILM

|EGAL SIZE D COMPUTER TAPE

OC BOUND BOOK D FLOPPY DISK

D AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

B ALPHABETICAL

O NUMERICAL

O CHRONOLOOICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

II. FILE IS USED

IX DAILY D WEEKLY D MONTHLY

». VOLUME

O FILE DRAWER(S)
Q MICROFILM REEL(S)
D COMPUTER TAPE(S)

NUMBER p OTHER(SPECIFY)
_J RnnW

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)

I O MICROFILM REEL(S)
NUUBER ° COMPUTER TAPE(S)

. B rrn-nrR(f;pFri rv) Book;
12 • FILE BECOMES INACTIVE AFTER

1 D MONTH(S) H YEAR(S)
NUMBER

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

' 301 W.Preston St. Rm 1004

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YCS, SPECIFY /.OENCY OR OFFICE)
O YES H NO

IS. ACCESS RESTRICTIONS • YES ^ NO
(IF YES, CITS LAB(B) a RECUUATION(s)

16. AUDIT REGUIREMENTS

g NONE O STATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? [|p VEB.E>J>LAIN
BKIEPLY AND DESCRIBE ANY HAPDBARE./ SOFTWARE )

O YES B NO

IS. RECOMMENDED RETENTION

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

IS. NAME AND TITLE OF PREPAftCR

Judy Quamina, Personnel Officer

20. TELEPHONE NUMBER

225-1079

2 I. DATE

April 23, 1990

DCS 33 0-4 (REVISED 2/87)



IMSTRUCTIQMS••TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
^ G S 5B0-I )

^•T DEF/DEPARTMENT/AGENCY

Office on Aging

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727> WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

2. DIVISION

Management

AGENCY RECORDS INVENTORY

PACE 9 or 10

S. UNIT

Personnel/Purchasing/EEO

i DEFINITION-RECORD SERIES-* O R O U F O r "KLATBD RECORDS NORMALLY PILED AND USED AS A UNIT rOR
! REFERENCE AS IKU AS RETENTION AND DISPOSITION PURPOSES •

!
4. RECORD SERIES TITLE

Training Record Files

5. EARLIEST YEAR/LATEST YEAR
iqan TO 1990

0. RECORD SERIES DESCRIPTION (BRiK>'1-V DKSCRIBK THE TYPES OP IN FORMAT I ON/ DOCUMENTS / K M M POUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OP 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)

0( LETTER SIZE • MICROFILM

• LEGAL SIZE • COMPUTER TAPE

I BOUND BOOK • FLOPPY DISK

• AUDIO TAPE B VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

(X ALPHABETICAL

D NUMERICAL

O CHRONOLOGICAL

° GEOGRAPHICAL

D OTHER(SPECIFY)

VOLUME

NUMBER

.1 FILE DRAWER(S)
D MICROFILM REEL(S)
D COMPUTER TAPE(S)

* f OTHER!SPECIFY)
file folder

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)

1 D MICROFILM REEL(S)
huMblgR D COMPUTER TAPE(S)

. B QTHFRiRPFriFYi folder
I t t .FILE IS USED

O DAILY WEEKLY D MONTHLY

l2# FILE BECOMES INACTIVE AFTER
• MONTH(S) R YEAR(S)jni'MPEjR

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

301 W. Preston St., Rm 1004

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP YES. SPECIFY AOEKCY OR OFFICE)
D YES & N O

IS. ACCESS RESTRICTIONS O YES CKNO

(IF YES, CITE LAB(S) a RBOULATION(S)

16. AUDIT REQUIREMENTS

R NONE O STATE • FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE)

Q YES B NO

18. RECOMMENDED RETENTION

Retain for three (3) years after
training for each employee, then
destroy

. NAME AND TITLE OF PREPARER

Judy Quamina, Personnel Office

20. TELEPHONE NUMBER

225-1079

2 I. DATE

April 23, 1990

DGS 550-4 (REVISED 2/87)



i • / S 1STRUCT 1QMS.-TVPT OR PRINT A
SEPARATE FORM FOR EACH NEW OR
/REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION
(DOS SSQ>I)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOX X7I

JESSUP, MARYLAND Z0794

AGENCY RECORDS INVENTORY

PAGE
10

OF
10

^ f i c

'ARTMENT/A6ENCY

fice on Aging

X. DIVISION

Management

S. UNIT

Pprgnnnpi /Pnrrhac -i T^n/wn

DEFINITION-RECORD SERIESmA OROUP OF RELATED RECORDS NORMALLY FILED AND UtKO AB A UNIT FOR
REFERENCE AS WOJ. AS RETENTION AND DIBPOBITI ON Mmwie« •__

4. RECORD SERIES TITLE
Purchasing Record Files

8. EARLIEST YEAR/LATEST YEAR

1Qfy!i TO IQQn

• . KECOHU SERIES DESCRIPTION l B R i K r U V DIICIIIM THE TYPES Or INFORMATION/DOCUMCNTS/PORMB FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

These files contain purchasing materials
for the agency

7. RECORD SERIES FORMAT(S)

^ LETTER SIZE ° MICROFILM

D LEGAL SIZE D COMFVTER TAPE

H BOUND BOOK ° FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

H NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

O OTHERlSPECIFY)

9. VOLUME

a FILE DRAWER(S)
. ,„ • MICROFILM REEL(S)

D COMPUTER TAPE(S J
NUMBE* ̂  OTHER( SPECIFY) s h g l f

tO. ANNUAL ACCUMULATION
• FILE DRAWER(S)

1/2 a MICROFILM REEL(S)
NuMbBTt D COMPUTER TAPE(S)

• & OTHFBIRPFrlFYl Shelf4-
II. FILE IS USED

«£ DAILY a WEEKLY O MONTHLY

I2> FILE BECOMES INACTIVE AFTER

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

301 W. Preston St., Rm 1004

14. IS RECORD SERIES DUPLICATED ELSEWHEREt
tlF YEB<r SPECIFY AOENCY OR OFF! CE)
D YES O NO

IS. ACCESS RESTRICTIONS • YES O NO
(IF YES, CITE LAV(B) A RBOUUATION(B)

16. AUDIT REQUIREMENTS

O NONE 0C STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDt (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBAKE./SOFTWARE)

D YES dC NO

18. RECOMMENDED RETENTION

Retain for three ,-('3")Jyears-r>-t-he.n ...,w--(!.i
destroy . ' 1 i.>]'/&: ) ^ | |

j ti
f

1». NAME AND TITLE OF PREPARER

Judy Quamina, Personnel Officer

Z 0 . TELEPHONE NUMBER

225-1079

21 . DATE

April 23, 1990

DGS S30-4 (REVISED 2 / 8 7 )


