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Maryland Office on Aging

Nutrition & Community Services Division

Agency

Division

Item
No.

Description

Retention

1l Senior Employment & Training

Arranged alphabetically
These files contain information relating to 135

seniors eligible to participate in the federal JTPA
program.

The following are included:
Application forms, Participant Activity/
Support form, Termination/Placement form on
each of 135 seniors trained each year. Also,
a folder on each of 6-8 grantees funded each
year containging proposals, N.G.A.’s and
correspondenc. .

2 Senior Employment & Training

Arranged alphabetically
These files contain information relating to 235
seniors employed by the Agency.

The following are included:
Client Intake Forms, Time sheets, Insurance
forms, correspondence and termination forms.

3 Senior Information & Assistance

Schedule Approved by Department, Agency

Arranged alphabetically
These files contain information on 19 Area Agencies

on Aging’s operations in the administration of the
progranm.

The following are included:
Monitoring Reports, Quarterly Program Reports
Gatekeeper Materials & Reports, and
Information Resource files

-Continuation-

or Division Representative

" Date
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Schedule Authofiz

Retain for 3 years, then

destroy.

Retain for three years, then

destroy.

Retain for three years, then

destroy.
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Signature
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Schedule
No. .,29
RECORDS RETENTION AND DISPOSAL SCHEDULE Page
{Continuation Sheet) No. 2 of 2
Item
0. Description Retention
4 Pre-Retirement Education
Arranged chronologically
These files contain information relative to pre-
retirement seminars provided for persons who are
preparing for retirement.

The following are included: '
Registration forms for attendance of pre- Retain for 1 year, then
retirement series and clerical documentation | destroy
of arrangements for speakers. Data for
budget book on participation and evaluation.

5 Senior Olympics

These files contain information relative to the

Maryland Senior Olympics Registration. The purpose
is to document participation, to register

competitors and to verify proof of age eligibility.

The following are included:
Annual registration for participation in the
Maryland Senior Olympics, which consists of

an 8 1/2" X 11" registration form and a copy
a birth certificate as proof of age.

$0.0.0.0.0.0.0.0.90.¢ LAST ITEM ) 0.0.0.0.0.0.0.6.0.0.0.¢

Retain for 3 years
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JLSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEDPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERJES. FORWARD 727% WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULK P.O. BOX 273 pacx ! or /
_’s $80-1) JESSUP, MARYLAND 20794 . —
e DEFARTMENT / AGENCY 2. PlvIsSIOoN 3. UNIT
Maryland Office on Aging N I\f_qtr-iniog;& _Community .-Serviced Senior Information & Assistance
} DEF IN1T 10N -RECORD ERIES'A GROUP OF RELATEZD (LCORDS NORMALLY FILED AND USED AS A UNIT FOR
: REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES :
4. RECORD SERIES TITLE ) S. EARLIEST YEAR/LATEST YEAR
' Senior Information and Assistance Files’ —1282 1o 1990

|
DESCRIBE K8 © NFORMATION
6. REC SERIES DESCRIPTION (.RII'LY THE TYP Lo | Ty /DOCM?S/POM FOUND
SN THE _SERIES. . INCLUDKE THE PURPOSE OR FUNCTION OF THK SEFIES )

These files contain information on 19 Area Agencies on Aging operations in the administration
of the program. — ‘

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O FILE DRAWER(S )
5 O MICROFILM REEL(S)
O LEGAL 'SIZE] O COMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
NUMBER

0 OTHER(SPECIFY)

O LETTER S1ZE} 0 MICROF ILM O ALPHABETICALF

BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL,

O AUDIO TAPE 0'VIDEO TAPE 0 GEOGRAPHICAL] To o T 1OoN

O OTHER(SPECIFY] 0 OTHER(SPECIFY) : O FiLE DRAWER(S]

O MICROFILM REEL(S)
- RUWERE O COMPUTER TAPE(S)

- . O Q’llEB‘ S&Lﬁ)—

I 1. piLe 1s usep 12. FILE BECOMES INACTIVE AFTER
. O pAILY, O WEEKLY O MONTHLY gnﬁn!r O MONTH(S) O YEAR(S}
L
F:. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
‘ t1r vye8, sreciFy soEncY OR OFFicE)
i 301 West Preston Street, Room 1004 Ovyes Onod
183. ACCESS RESTRICTIONS DyEs ONoO} 16. AUDIT REQUIREMENTS

{ir ve8, cI1TK LAW(S) & RxauLATIONIS) .
O NONE O STATE U FEDERAL O INDEPENDENT

[ 4
17. 1S AN INDEX SYSTEM USED? (1F YRS.KXPLAIN 5. RE _—
SRIEFLY AND DESCRIRBE ANY HARDIAR!/BO"IARR) 5 P [ I I T Ty

; _r;f L i' 2 a &
Retain for three Year's; en"d ét

Tt v v

OYES O NO j

-2 - me

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE. .. .

Helene S. Seaman 225-1035 May 16, 1990

DGS 330-4 (REVISED 2/87)




. LUSTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE

580-1)

S EeomoS AR eoevicES | AGENCY RECORDS INVENTORY
7278% YATERLOO ROAD

P.O. BOX 273
JESSUP, MARYLAND 20794 PAGE 2 __or 2.

1. DEFARTMENT /AGENCY

Maryland Office on Aging

2. DIVISION 3. WNIT

Nuprition & Comminity Services—l.Senior Fmplovent & Training

' DEFINITION-RECORD SERIES-

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

4. RECORD SERIES TITLE
? Senior Aides Program Files

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOAES

3. EARLIEST YEAR/LATEST YEAR
1986  TO _1990

6. RECORD SERIES DESCRIPTION (

agency

' BRIKFLY DESCRIBK THE TYPES OF INFORMAT]ON/DOCUMENTS/FORMS FOUND
sN .'FTHE SERIES. . INCLUDE THX PURPOSE OR FUNCTION OF THE axstwg)

These files contain information relative to each Senior Aides' employment with the

7. RECORD SERIES FORMAT(S)
O LETTER S1Z5 O MICROFILM
LEGAL S1ZE 0O COMFUTER TAPEJ;

BOUND BOOK O FLGPPY DISK
O AUDIO TAPE O VIDEC TAPE

O OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME
O ALPHABETICALY J O FICKCBRAYER[S )] ,
O MICROFILM REEL(S)
0O NUMERICAL 8 C COMPUTER TAPE(S)
NU‘IB!* )
O CHRONOLOGICAL, _ OTHER{ SPECLFY)

a OGRAPH I CAL
ce ! 10. ANNUAL ACCUMULAT ION

O OTHER(SPECIFY) " O FiLE DRAMER(S)?/
O MICROFILM REEL(S)

RUNBER 0 COMPUTER TAPE(S)
0 OMFR(SPECIEY)

I 81. piLe 1s useD

12. FiLE BECOMES INACTIVE AFTER

! O 0 vEBKLY O MorTHLY 3 O MoNTH(S O YEAR(S]) : :

] DAILY) & EKL RUNEEE (s) ()9 5 A

o ; '
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM]} 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

' 301 West Przston Street, Room 1004

ti1r ves, sPrEciry raency or orrice)
Oves OFfSWI

15. ACCESS RESTRICTIONS Oyxrsg; Ono 16. AUDIT REQUIREMENTS
{17 vyes, ci1TE LAW(S) & rRzauLATIONIS)

Department of Iabor Reaquiistions

O nonE O JFATRy O PEDERAJ O INDEPENDENT

CJ
17. 1S AN INDEX SYSTEM USED? (1r YRS.RXPLAIN
BRIEFLY AND DESCRIRR ANY MARDBARE/SOFTWARK )

Osﬁﬁm

L

18. RECOMMENDED RETENT ION

Retain for three years, then destroy.

19. NAME AND TITLE OF PREPARER

Beatrice Kendall

20. TELEPHONE NUMEBER 21. DATE

225-1095 May 16, 1990

DGS 350-4 (REVISED 2/87)

.




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

REV ISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

PAGE _]__oOF _2

‘EPARTMENT /AGENCY

Marvland Office on Aging

2. DIVISION

Nutrition & Community Services

3. UNIT

Senior Employment & Training

DEFINITION-RECORD SERIES-

A GROUP OF RELATED
REFERENCE AS WELL AS RETENTION AND DISPOS

RECORDS NORMALLY FILED

4. RECORD SERIES TITLE

AND USED AS A UNIT FOR
ITION PURFPOSES

5. EARLIEST YEAR/LATEST YEAR

Job Training Partnership Act Program Files.

—+886— TO 1990

6. RECORD SERIES DESCRIPTION {(

‘N THE SERIES.

These files contain information péfiaining to 135 seniors eligible to participate
in the federal JTPA program.

BRIEFLY DESCRIBE THE TYPES OF INFORMAT! ON/DOCWT!/ FORMS FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFTES |

7. RECORD SERIES FORMAT(S)
O LETTER SI1ZE} O MICROFILM
O LEGAL SIZE 0O COMFUTER TAPE
BOOK O FLOPPY DISK
AUDIO TAPE U VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL §
0 NUMERICAL
0 cHRONOLOGICAL

9. VOLUME

O FILE DRAWER(S))
O MICROFILM REEL(S)
3 0 COMPUTER TAPE(S)

"""B‘F O OTHER(SPECIFY)

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)
O MICROF ILM REEL(S)
O COMPUTER TAPE(S)

O OYHER(SPECLIEY) |

1. FILE 1S USED

O DAILY 0 WEEKLY

12.

O MONTHLY

i

FILE BECOMES INACTIVE AFTER
O MONTH(S)

U YEAR(S)}

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

301 West Preston Street, Room 1004

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

t1r vyes, spEciFY raEncy or orrice)
0O YES O Noj

15. ACCESS RESTRICTIONS

0 YES] O NO
(1@ vyEs, ci17E LAW(S) & rREGULATION(S)

Department of Labor Regulations

AUDIT REQUIREMENTS

O NoNE O STATE § D FEDERALj O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (i1 vYES.EXPLAIN
' BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

O vyES; O NO

Retain for

RECCMMENDED RETENT ION

three years, then destroy.

—‘NAIE AND TITLE OF PREPARER

Beatrice Kendall

20. TELEPHONE NUMBER

225-1095

21. DATE

May 16, 1990

DGS 350-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDILE
DGS $80-1)

Pr.O.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD

BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

rpac 1l or 1

> DEPARTMENT /AGENCY 2. DIVISION

Maryland Offj

_nutrition & Commmnity Serviced— Pre-Retirement
i DEFINITION-RECORD ERIES-“ GROUP OF RELATIH xXCORDS NORMALLY FILED AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

! _Retirement Education

AEFERENCE AS WELL AS RETENTION AND DISPOSITION PURPORES

3. UNIT

$. EARLIEST YEAR/LATEST YEAR
1987 1o 1990

THE SERIJES.

i —

”L.Y D | 14 TYP © »O ONM / DOCUMEN FORMS POUN
¢. RECORD SERIES DESCRIPTION ("7/EFLY DESCRIAE THK TYPES OF INFORMATION/ s/ L
. INCLUDE THE PURPOSE OR FUNCTION OF THE sSEries )

These files contain information rrelative to Pre-retirement seminars,

series & clerical.

7. RECORD SERIES FORMAT(S)

0 LETTER SI1ZE] O MICROFILM

0 LEGAL SIZE 0 COMFUTER TAPE O NUMERICAL
‘D BOUND BOOK 0O FLOPPY DISK
0 AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
0O ALPHAEETICAL

O CHRONOLOGICAL
D GEOGRAPHICAL
O OTHER(SPECIFY)

9. VoLuME
O FILE DRAWER(S)
O MICROFILM REEL(S)
1 __ o compureEr TAPE(S)

NUMBER q OTHER({ SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
1/4 O MICROFILM REEL(S)
RUWBER O COMPUTER TAPE(S)
O omsFR(SPECIEY)

|11 riLe 1s useD

O pAILY O WEEKLY O MONTHLY 7

12.

s

FILE BECOMES INACTIVE AFTER
O MONTH(S)

O YyEAR(S) ¥

-]

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

14. 18 ROECOI'E SERIES DUPL ICATED ELSEYHERE?
tsr vyrs, sreciry sraEncy or orrice)

O YES O NoOj

301 West Preston Street . Bm. 1004

ACCESS RESTRICTIONS a YESY O NO
(1r vy, ciTx LAN{S) & REOULATION(S)

CONFIDENTIALITY, PRIVACY ACT

O NONE O STATEY D FEDERAL D INDEPENDENT

AUDIT REQUIREMENTS

[ J
17. 1S AN INDEX SYSTEM USED? (1r vxs.m)PLAIN
BRIEFPLY AKD DESCRIBRE ANY MRDIAR&IIO'TIAR‘)

0 vyESi O NO

Department of Retirement computerized records
of this information

18. RECOMMENDED

Retain for one year, then detroy

RETENT 10N

.

'u. NAME AND TITLE OF PREPARER 20.

Joanne Keiser,' Unit Manager 225-1094

TELEPHONE NUMEER

21.

DATE

_June 6, 1990

DGS 330-4 (REVISED 2/87)




.

JUSTRUCTIGNS - - TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES

. . .

4. RECORD SERIES TITLE

Maryland Senior Olympics Reqistration.

SEPARATE FORM FOR KACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULK P.O. BOX 273 1 .
DGS $50-1) JESSUP, MARYLAND 20794 PACK or
DEPARTMENT / AGENCY 2. DIviSIon 3. wuT
Maryland Qffj ' Nutrition & Commmnity Servicese _Senior Olympics.
i DEF IN1T 10N -RECORD ml:s" anour oF llll.a'.?‘ “ECORDSE NORMALLY FILED AND USED AS A UNIT FOR
H REFERENCE AS WELL AS RETENTION AND DISPOBITION PURPOSES

3. EARLIEST YEAR/LATEST YEAR

4283 __ 1o 1989

]

¢. RECORD SERIES DESCRIPTION ('RIIPI.Y DESCRIBK THK TYPES OF mromnou/nocmrs/nm FoOuUND

‘sN 'FHE SERIJES.

INCLUDK THK PURPOSE OR FPUNCTION OF THK SEFTES)

These files contain information on participation in the Senior Olympics.

7. RECORD SERIES fOR!IAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

O LETTER S1ZE O MICROFILM O ALPHABETICAL} 0 FILE DRAWER(S))
O MICROFILM REEL(S)
O LEGAL S1ZE 0O COMFUTER TAPE O NUMERICAL _ 3 __ O COMPUTER TAPE(S)
huMs “ O OTHER(SPECIFY)
BOUND BOOK 0O FLOPPY DISK O CHRONOLOGICAL (
o]
D Aupio TAPE O VIDEO TAPE GEOGRAPH | CAL s0. AcC TION
0 OTHER({SPECIFY) O OTHER({SPECIFY) O FILE DRAWER(S)’

G MICROFILM REEL(S)

:Hézwﬂ COMPUTER TAPE(S)
O omwFR(SPECIFY)

i

-

1. rFiLe 15 USED - fFron Aug. - Nov.
O paiLY § 0 WEEKLY O MONTHLY

12. p|LE BECOMES INACTIVE AFTER
D MoNTH( S) O YEAR(B)
_RUNBYR _

-

- -——

—

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

301 W. Preston Street, Room 1004

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

tir ves, srEciry raency or orrice)
O vyes O NOJ

13. ACCESS RESTRICTIONS O YEs ONO/
{tr vms, ci1Tx tAaw|s) & rEauLATION|S)

16. AUDIT REQUIREMENTS

0O NONE O STATE; O FEDERAL 0O INDEPENDENT

tn. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE . ... it e e

*
17. 15 AN INDEX SYSTEM USED? [sp ves.xxPLAIN
BRIEFLY ARD DESCRIBE ANY ’MRD.ARRIIO"'ARI)

0 yesl O nNo

Maryland Senior Olympics Commission, TLD main-
tains computerized list of participants

S
1
!
; i
: i
!

Joanne Deiser, "Manager
e, Sr oanag 225-1095

June 6, 1990

DGS 330-4 (REVISED 2/87)




