DEPARTMENT OF GENERAL SERVICES
Records Management Division Schedule
DGS - 550 - 1 No.
1237
‘REV. 1/86 RECORDS RETENTION AND DISPOSAL SCHEDULE Page
No. 1 of 2
Maryland Office on Aging Planning & Evaluation Division
Agency Division
Item
No. Description Retention
1 Administrative File Retain for 3 years then
destroy
These files contain information relating to the
planning & evaluation of elder services:
Research data
L National, state and local general program infor-
mation, general correspondence, etc.
2 AIMS/APDS Files Retain for 3 years or until
: obsolete, then destroy
The following is included:
. Original copy of AIM-APD program instructions
3 Area Plan Files Retain for 5 years then
destroy
The following is included:
Area Plans, instructions, correspondence, etc.
4 Census Data File Retain 10 years or until next
: census, then destroy
The following is included:
Charts, booklets, etc. containing
demographic information (State-Natiomnal)
5 Correspondence Files Retain for 3 years then
destroy
The following is included:
Area Plan Correspondence
Correspondence - General Printing Requisitions
- CONTINUED - '

Schedule Approved by Department, Agency
or Division Representative.
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Schedule
No.
1237
RECORDS RETENTION AND DISPOSAL SCHEDULE Page2
(Continuation Sheet) No. of 2
Item
No. Description Retention
6 Data Management Retain for 3 years then
destroy
The following is included:
OoA report formats
Local agency computer systems 1nfo
Senior Initiative Funds Expenditure
Routine Correspondence
7 Legislative Files A. Retain for 5 years then

10

The following is included:
A. Enacted bills .
B. Reference material - proposed bills, bill
analyses, testimony, related research &
correspondence, etc.

Project Files

The following is included:
Correspondence, Notes, Reports, Research data
on medicare, service needs of elderly
Speeches made by Director
Info on United Senior of MD.

Senior Health Insurance Counseling Advocacy Program

The following is included:
Fiscal-Programmatic Reports
Correspondence from Public/Private staff
Program Publicity
Long Term Care Insurance - HMO Policies
Medigap Plans

State Plans

Includes State Plans, related correspondence,
associated information and data, etc.

destroy

B. Destroy when no longer
needed to accomplish
office mission

Retain for 3 years then

destroy

Retain for 3 years then
destroy

Retain for 5 years thereafter
destroy




. JNSTRUCTIGNS- -TY.E OR PRINT A
| SEPARATE FORM FOR EACH NE¥ OR

" REVISED RECORD SERIES. FORWARD
| WITH RECORDS RETENTION SCHEDULE
‘' (DGS B80-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO RGAD

BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace ! o 10

’ DEFARTMENT / AGENCY 2. DIVISION

"@ffice on Aging

Planning & Evaluation

3. wmNIT

DEFINITION-RECORD SERIES-

| 4. RECORD SERIES TITLE

Administrative Files

A GROUPFP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

AEFERENCE AS WELL AS RETENTION AND DISPOBITION PURPORES

5. EARLIEST YEAR/LATEST YEAR
1988 7o 1990

6. RECORD SERIES DESCRIPTION (IRIRFLY DESCRIBE THME TYPES OF lN”MT'Oﬂ/DOCM',nm FOUND

4N THE SERIES.

INCLUDE TNE PURPOSE OR FUNCTION OF THE SEFIES |

These files contain information relating to the planning and evaluation

! of elder services.
}
|

i
i

| 7. rEcoRD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM
E BXLEGAL SIZE O COMPUTER TAPE
' BOUND BOOK O FLOPPY DISK
‘iLuno‘nu: O VIDEO TAPE

O OTHER(SPECIFY)

C MUMERICAL

8. RECORD SERIES SEQUENCE 9.
X ALPHABETICAL

O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME
R FILE DRAWER(S)
0 MICROFILM REEL(S)
O COMPUTER TAPE(S )

NUMBER 0 omEr(sPECIFY)

10. ANNUAL ACCUMULAT ION
8 FILE DRAWER(S)

1/2 O MICROFILM REEL(S)

RUWEER O COMPUTER TAPE(S)

O OTHER(SPECIFY)

I 11. piLE 1S USED

RBXDAILY O MONTHLY

0 vEEKLY

12. FiLE BECOMES INACTIVE AFTER

Ndhﬂ! O MONTH(S) 0 YEAR(S)

13. CURRENT LOCATION(S) (BELDG.,FLOOR,ROCM)

301 W. Preston St., Room 1004

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE ?

t1r ves, spEciFry sraEncy or orrice)
QO yYEsS & NO

ACCESS RESTRICTIONS QO YesS O no
{1r ye8, ciTE LAW(S) & rREGULATION(S)

16. AUDIT REQUIREMENTS

H¥XNONE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (i1r vyES.E)XPLAIN
BRIEFLY AKD DESCRIBE ANY HA"D.AR‘/‘O"'AR“

0Oves OX nNO

18. RECOMMENDED RETENTION

Retain 3 years then destroy-«

AND TITLE OF PREPARER 20.

Janice Brzezinskl v
Management Info. Officer

TELEPHONE NUMEER

225-1270

21. DATE ‘
5/10/90

DGS 5350-4 (REVISED 2/87)




- LSTRUCTIGNS - - TYE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

-REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULK
(DGS 380-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72783 WATERLOO RQAD

BX 278
JESSUP, MARYLAND 20794

e

RECORDS INVEN TORY

AGENCY

10

DEFARTMENT | AGENCY 2. DIVISION

ffice on Aging

Planning & Evaluation

3. uNIT

CEFINITION-RECORD SERIES.

4. RECORD SERIES TITLE
AIMS/APDS Files

A GROUP OF RELATED RECORDS NORMALLY FILED
ARFERENCE AS UELL A® RETENTION AND DISPOSITION PURPOSES

AND USED AS A UNIT POR

8. EARLIEST YEAR/LATEST YEAR
1990 7o 1990

¢. RECORD SERIES DESCRIPTION ("t!EFLY DESCRIBR Tk
‘tN THE SERIES.

These files contain original copies of all AIM and APDS (program

instructions) 1lssued to local aging agencies.

TYPES OF mromrlon/oocm,nm FOUND
INCLUDE TME PURPOSE QR FUNCTION OF THNEK SEMESs|

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES
0 LETTER S1ZE O MICROFILM

O LEGAL SI1ZE O COMFUTER TAPE T NUMERICAL
BOUND BOOIK FLOPPY DISK
AUDIO TAPE O VIDEO TAPE

X OTHER( SPECIFY)

ring binders

0 ALPHAEETICAL

O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

SEQUENCE 9. VOLLME

O FILE DRAWER(S)
5 0 MICROFILM REEL(S)
a
noweeh COMPUTER TAPE(S)

*® 0 orHER(SPECIFY)
" ring binders

10. ANNUAL ACCLMULAT ION
O FILE DRAWER(S)

O MICROFILM REEL(S)

KRUNEER C COMPUTER TAPE(S)

.30 orurp(spreiry) binde

13. piLE 1S USED

Q pailLY Xevema.y O MONTHLY

12. FILE BECOMES INACTIVE AFTER .

O MoNTH(S) B YEAR(SB)

13. CURRENT LOCATICN(S) (BRL.DG.,FLOOR,ROCM)

301 W. Preston St., Room 1004

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?Y

t1r vyrs, specirvy sraexcy on orrice)
X YES O No Each division within OoA
maintains a3 copy

ACCESS RESTRICTIONS Q YES O no
{1r YRB, cI1TE LAR(S) & REGULATION(S)

16. AUDIT REQUIREMENTS

@ NONE O STATE O FEDERAL O INDEPENDENT

1S AN INDEX SYSTEM USED?T (I1r vyRES.KXPLAIN
BRIEFLY AKD DESCRIBE ANY mnn-ﬂnI'OmA“‘

17.

18. RECOMMENDED RETENTION

. i 3 yrs or until obsolete, then
CYEs & NO destroy ‘
o e e S A e
PPN S S
R S RGN I S
3 micxa ave et .
H :
i .
v
NAME AND TITLE OF PREPARER 20. TELEPHONK NUMEER 21.! DATE
H 5/10/90

Janice Brzezinski

Management Info. Officer” 225-1270

DGS 330-4 (REVISED 2/87)




| ILSTRUCTIGNS - TY.E OR PRINT A
SEPARATE FORM FOR EACH NEW OR

.REVISED RECCORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTURY

7273 WATERLOC ROAD
P.O. BQX 273
JESSUP, MARYLAND 20794

PAGE 3 or 10

DEFARTMENT [ AGENCY

ffice on Aging

2. DIVISION

Planning & Evaluation

3. UNIT

A GROUP OF RELATED RECORDS NORMALLY FILED

DEFINITION -RECORD SERIES-

REFERENCE AS UELL AS RETENTION AND DISPOS

RECORD SERIES TITLE
Area Plan Flles

AND USED AS A UNIT POR

LTICON PURFPOSESR

5. EARLIEST YEAR/LATEST YEAR
1986 o 1990

6. RECORD SERIES DESCRIPTION (

BRIEKFLY DESCRIBE THME TYPRES OF INNM?INIMMINM FOUND
INCLUDE TME PURPOSE OR FUNCTION OF THK SEFIES |

Files contain copies of yearly Area Plans submitted by local

aging agencles.

7. RECORD SERIES FORMAT(S)

O LETTER S1ZE O MICROFILM

O LEGAL SIZE O COMPFUTER TAPK
BoOK O FLOPPY DISK

BOUND
10 TAPE 0O VIDEO TAPE

BXOTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
X ALPHAEET I CAL
O NUMERICAL
0 GHRONOLOGICAL

9. VOLLME

O FILE DRAWER(S)
4 O MICROFILM REEL(S)
shelvesa cosruteEr TAPE(S)

NUMBER 2 onERr(sPECIFY)
book case

0 .GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCLMULAT ION

1 O FILE DRAWER(S)

. shelf 0O MICROFILM REEL(S)
—-Ring binders ROUNEN @ COMPUTER TAPE(S
Dcﬂﬁnunznunufiffﬂi
1. piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
a x s] Y 1 O MONTH(S X YEAR(S
DAILY VEEKLY MONTHL. I 0.8 (8) (8)

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

301 W. Preston St.,

Room 1004

B YES O nNO

14. 1S n:com SERIES DUPLICATED ELSEWHERE?
(1P ves, speciry raency on orFrice)

Each OoA Division has

current vear's nlan

15. ACCESS RESTRICTIONS
{17 vms,

Q YES
c1TE LAN(S) & rREGULATION(S)

xX NO 16,

T NONK

AUDIT REQUIREMENTS

O STATE O FERERAL O INDEPENDENT

17.

OyYyEs ® NO

IS AN INDEX SYSTEM USEDT (I1r YRES.EXPLAIN
BRIEFLY AKD OEKSCRIRR ANY MARDEARK/SOFTWARE )

5 years,

RECCMMENDED RETENT ION

then destroy

NAME AND TITLE OF PREPARER

anice Brzezinski

Management Info. Officer”

TELEPHONE NUMEER

225-1270

20.

21. DATE

5/10/90

DGS 530-4 (REVISED 2/87)



T INSTRUCTIGNS - -TY.”E OR PRINT A DEFARTMENT OF GENERAL SERVICES o MAy A - .
SEPARATE FORM FOR EACH NEW OR RECCRDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY

. REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD .
¥ITH RECCRDS RETENTION SCHEDULE P.O. BOX 273
PAGE 4 or 10
(DGS 580-1) JESSUP, MARYLAND 20794 —_—
DEFARTMENT / AGENCY 2. DIVISION S. UNIT
ffice on Aging Planning & Evaluation
DEFINITION-RECORD SERILS.” SNOUP OF RELATED RECURDS NORMALLY FILED AND USED AS A UNIT FOR
ARFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSER
4. RECORD SERIES TITLE ) 5. EARLIEST YEAR/LATEST YEAR
' Census Data Filles 1980 v 1990

SRIZFLY DESCRIBR THE TYPES OF lunmrlcu/oocm,nm PFOUND

6. RECCRD SERIES DESCRIPTION (
‘IN ‘THE SERIES. . INCLUDE THE PURPOSE OR PUNCTION OF TNE SEFIES)

This flles contains census data for demographic information on

the elderly population

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLLME
O LETTER S1ZE O MICROFILM XX ALPHAEETICAL T FILE DRAWER(S)
1 O MICROFILM REEL(S)
KILEGAL SIZE O COMPUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
NUIIIE o
0 pounD BOOK O FLOPPY DISK 0 CHRONOLOG I CAL ) OTHER(SPECIFY)
‘"-D APE 0O VIDEO TAPE O GEOGRAPHICAL
lo T v 10. ANNUAL ACCLMULAT ION

O OTHER(SPECIFY) 0 OTHER(SPECIFY) B FILE DRAWER(S)
Partia]l O MICROFILM REEL(S)
RUKBER C COMPUTER TAPE(S )
O OTHER(SPECIFY)

11- piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
O DAILY X WEELY O MONTHLY m!bﬂll' O MONTH(S) 3 YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir vyes, sPEciFY sraEnNcy or OFrFice)

‘ a o
301 W. Preston St., Room 1004 YES No

13. ACCESS RESTRICTIONS CYES OnNo 16. AUDIT REQUIREMENTS
(1 yEs, ci1Tx LAm(s) & rREGULATION(S)

XENONE O STATE O FEDERAL O |NDEPENDENT

17. IS AN INDEX SYSTEM USED? (1P YES.EXPLAIN

18. RECOMMENDED RETENTION
BRIEFLY AKD DESCRIAE ANY HARDEARK/SOFTWARK )

10 years or until next

O vyes X no
census, then destroy

NAME AND TITLE ©F PREPARER 20. TELEPHONKE NUMEER 21. DATE

i i : 5/10/90
anice Brzezinski 225-1270 /10/

Management Info. Officer”

DGS 550-4 (REVISED 2/87)




T ALSTRUCTIGNS - -TY.’E OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECCRD SERIES. FORWARD
"¥ITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES .
RECORDS MANAGEMENT DIVISION

7273 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20734

AGENCY REZORDS INVENTORY

PAGE 5 or 10

. DEFARTMENT /AGENCY
ffice on Aging

2. DIVISION

Planning & Evaluation

3. UINIT

CEFINITION -RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

ARFERENCE AS EELL AS RETENTION AND DISPOSITION PURPORER

4. RECORD SERIES TITLE
Correspondence Filles

5. EARLIEST YEAR/LATEST YEAR
1988 o 1990

$. RECCRD SERIES DESCRIPTION (IIIIPI.Y DESCRIBE THE TYPES OF mromvlou/oocm,n... rOUND

‘IN THE SERIES.

Flles contain
activities.

INCLUDE THE PURPOSE OR FUNCTION OF THNE SKFIES)

general correspondence/information on Division

7. RECORD SERIES FORMAT(S)

OXLETTER SIZE O MICROFILM

0 LEGAL. SIZE O COMPUTER TAPE 0 maERICAL

0 BouND BOOK O FLOPPY DISK
10 TAPE 0O VIDEO TAPE

O OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE 8.
XX ALPHAEETICAL

O CHRONOLOGICAL
C GEOGRAPHICAL
O OTHER(SPECIFY)

VoL
X% FILE DRAWKR(S)
Q MICROFILM REEL(S)
O COMPUTER TAPE(S)
NGRS 0 ommR(sPECIFY)

10. ANNUAL ACCLMULAT ION

@ FILE DRAWER(S)

1/2 O MICROFILM REEL({S)
mﬁhrr*lcamumm'nut(S)

S onER(SPECIFYY

11 piLE 1S USED

& ALY C MONTHLY

C vEEKLY

12. FILE BECOMES INACTIVE AFTER

3 0 MONTH(S) X0 YEAR(S)

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

301 W. Preston St., Room 1004

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

f{ir vyes, seeciry raency or orrice)
OYES X NO

ACCESS RESTRICTIONS OYES Owno
(1@ vyeu, c17TX LAW(S) & rREGULATION(S)

16. AUDIT REQUIREMENTS

XKNONE O STATE O FEDERAL O INDEPENDENT

IS AN INDEX SYSTEM USED? (1 YRES.EXPLAIN
SBRIEFLY AKRD DESCRIABE ANY M.D.ml'omk“‘

17.

Cyes IX NO

18. RECOMMENDED RETENT ION

3 years, then destroy

NAME AND TITLE OF PREPARER 20.

vanice Brzezinski

Management Info. Officer”

TELEPHONE NUMEER
225-1270

21. DATE

5/10/90

DGS 550-4 (REVISED 2/87)




" LSTEVCTIGNS - - TY.E OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECCRD SERIES. FORWARD
'¥ITH RECORDS RETENTION SCOHEDULE
{DGS 380-1)

DEFARTMENT OF GENERAL CSERVICES
RECORDS MANAGEMENT DIVISION

AGENCY REZORDS INVENTORY

7273 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 207%4

10

PAGE 6 ___ or

. DEFARTMENT /| AGENCY

fice on Aging

2, DIVISION
Planning & Evaluation

3. INIT

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS UELL AS RETENTION AND DISPFOS

DEFINITION-RECORD SKERIES-

4. RECORD SERIES TITLE

Data Management

AND USED AS A UNIT FOR

LIICN FURPOSER

5. EARLIEST YEAR/LATEST YEAR
1990 o 1990

¢. RECORD SERIES DESCRIPTION ‘llll'I.' DESCRIBE THMK TYPES OF INNMTIN/MW’I”“ PFOUND

INCLUDE THE PURPOSE OR FUNCTION OF TNE SEFIES )

These files contain Iinformation relating to the data

management activities of the OoA.

7. RECORD SERIES FORMAT(S)

O LETTER slzﬁ O MICROFILM

XX LEGAL SIZE O COMFUTER TAPE

0 BouND BoOK O FLOPPY DISK
10 TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

8. FECORD SERIES SEQUENCE
O ALPHABETICAL
O NMUAMERICAL
O CHRONOLOGICAL,

VOLUME

2 FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPEC1FY)

NUMBER

0 GEOGRAPHICAL
0 OTHER(SPEC!IFY)

10. ANNUAL ACCLAMLAT ION
0 FILE DRAWER(S)

1/2 O MICROFILM REEL(S)

RUHEENW C COMPUTER TAPE(S)

c OIHER(SPECIFY )

11. piLE 1S USED 12. FiLE BECOMES INACTIVE AFTER
aXpAl C wEBmQY O MONTHLY 1 O MONTH(S X YEAR(S
DAILY RO (s) (8)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?.
tsr ves, sepEciry raEncy or orrice)
. Xvyes O no Report format malntained
301 W. Preston St., Room 1004 by each division
13. ACCESS RESTRICTIONS Qg YES R No 16. AUDIT REQUIREMENTS
(sr y®8, ci1Te LAW(S) & rREauULATION(S)

X0 NONE O STATE O FEDERAL OJ INDEPENDENT

17.

QyEs X NO

IS AN INDEX SYSTEM USED? (1F YRS.EXPLAIN
BRIEFLY AKD DESCRIAE ANY HARDIMI/ SOPFTHWARK }

3 years,

RETENTION

then destroy

1 AND TITLE OF PREPARER

nice Brzezinski
Management Info.

Officer”®

TELEPHONE NUMEER
225-1270

20,

21. DATE

5/10/90

DGS 550-4 (REVISED 2/87)



" LSTRUCTIGNS - - TY.E OR PRINT A
SEPARATE FORM FOR EACH NEW OR

_REVISED RECORD SERIES. FORWARD

¥ITH RECORDS RETENTION SCHEDULE

{DGS 880-1)

DEFARTMENT OF GENEHRAL SERVICES

RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 2783
JESSUP, MARYLAND 207%4

AGENCY RECORDS INVENTORY

Pace 7 or _10

{. DEFARTMENT/AGENCY
ffice on Aging

2. DIVISION

Planning & Evaluation

3. UINIT

A GROUP OF RELATED RECORDS NORMALLY FILED

REFERENCE AS TELL AS RETENTION AND DISPOg

DEFINITION -RECORD SERILS-

4. RECORD SERIES TITLE

Legislative Filles '

AND USED AS A UNIT PFOR

LTIION PURPORKSE

8. EARLIEST YEAR/LATEST YEAR

1988 10 1990

¢. RECORD SERIES DESCRIPTION (

SRIKFLY DESCRIBE THE TYPRS OF mnm-rlou/aoc\n-rn,nm POUND
INCLUDE THE PURPOSE OR FUNCTION OF TNE SKFIES)

These f1les contain information on state legislation proposed

enacted which has an impact on the elderly.

7. RECORD SERIES FORMAT(S)

O LETTER SI1ZE O MICROFILM

MK LEGAL SI1ZE O COMPUTER TAPE
O BoUND BOOK O FLOPPY DISK

‘I-DIO TAPE 0O VIDEO TAPE

O OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABKTICAL
R NUMERICAL
0 CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VoLLME
8 FILE DRAWER(S)
. O MICROFILM REEL(S)
O COMPUTER TAPE(S)
""'"""‘ D OTHER(SPECIFY)

10. ANNUAL ACCLORILATION
AU FILE DRAWER(S)

O MICROFILM REEL(S)

RUUEER C COMPUTER TAPE(S)

0 onHER(SPECIFY )

1. piLE 1S USED

X DAILY C wEmQLY

O MONTHLY

AO

12. F|LE BECOMES INACTIVE AFTER
O MONTH(S)

X YEAR(S)

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

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE Y

ti® ves, sepeciry raEncy on
XXYES O NO 81_:2er QoA D vj.s ons

rrice)
E has official file

301 W. Prestecn St., Room 1004
13, ACCESS RESTRICTIONS CYES OnNo - 16. AUDIT REQUIREMENTS
{17 vy®S, CITE LAN{S) & REGULATION(S)
INONE O STATE O FEDERAL O INDEPENDENT
17. IS AN INDEX SYSTEM USED? (I1F vES.EXPLAIN ‘8. 1o

BRIEFLY ANKD DESCRIBE ANY HARDEARK/ BOFTWARK }

Qg vyES XX NO

3 vrs (data on significant,
on-going issues is
retained indefinitely)

then destroy

NAME AND TITLE OF PREPARER

anice Brzezinsk:i

Management Info. Officer®

20. TELEPHONE NUMEER
225-1270

- TE
21. BA 5/10/90

DGS 550-4 (REVISED 2/87)




" AMSTRYCTICONS - - TY.E OR PRINT A
SEPARATE FORM FOR EACH NEW OR

' REVISED RECORD SERIES. FORWARD
. ¥ITH RECORDS RETENTION SCQHEDULE
* (DGS 3801

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

BOX 2738
JESSUP. MARYLAND 20794

AGENCY RECORDS IWVENTORY

PAGE 8 or 10

DEFARTMENT / AGENCY 2. DIVISION

ffice on Aging

Planning & Evaluation

3. UNIT

CEFINITION -RECCRD SERIES-

4. RECORD SKRIES TITLE
Project Flles

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT POR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSER

5. EARLIEST YEAR/LATEST YEAR
1988 4 1990

¢. RECORD SERIES DESCRIPTION (
4N THE SERIES.

BRIEKFLY DESCRIBE THE m. or mnm'non/oocm,nm rouUND

INCLUDE TME PURPOSE OR FUNCTION OF THE SEFIES )

These flles contain information on Division projects.

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

0 LETTER S1ZE O MICROFILM
8 LEGAL S1ZE U COMPUTER TAPE
0 BoUND BoOK O FLOPPY DISK

‘l.h:uo TAPE O VIDEO TAPE

0 OTHER( SPECIFY)

B ALPHAEETICAL
C NAMERICAL

O CHRONOLOGICAL
C GEOGRAPHICAL
C OTHER(SPECIFY)

VOLLUME

& FILE DRAWER(S)
O MICROFILM REEL(S)
5 O COMPUTER TAPE(S)

,""""_‘ O OTHER(SPEC!FY)

10. ANNUAL ACCLMULAT ION
X0 FILE DRAWER(S)
2 O MICROFILM REEL(S)
KRGUEER O COMPUTER TAPE(S)

O OTHER(SPECIFYY

1. piLE 1S USED

X paAlLY C vEEXLY C MONTHLY

12. FILE BECOMES INACTIVE AFTER
3 O MONTH(S) X YEAR(S)

13. CURRENT LOCATION(S) (BELDG.,FLOOR,ROCM)

301 W. Preston St., Room 1004

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vxs, srEciFry saency or orricE)
0O vyes XnNo

13. ACCESS RESTRICTIONS QO YES 0 Nno
(1@ yEB, CI1TE LAN(S) & REGULATION(S)

~16. AUDIT REQUIREMENTS

B NONE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED?T (i1r YRS.EXPLAIN
SRIKFLY AKD DESCRIAR ANY mﬂﬂ.‘l‘/’om‘"‘

Ovyes 3 NO

g
o,
O,

18. RECOMMENDED RETENTION e,

S,

3 years , thea destroy.

NAME AND TITLE OF PREPARER 20.

anice B2rzezinski )
Management Info. Officer®

TELEPHONE NUMEER

225-1270

21. DATE 5/10/90

0GS 550-4 (REVISED 2/87)




U INSTRUCT IGRIS - - TY.”E OR PRINT A DEFARTMENT CF GENERAL SERVICES | . ner -
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