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Maryland Office on Aging Management: Public Affairs

Agency Division

Item
No. Description Retention

*

Printed Publications

These files consist of pamphlets, brochures,
newsletters, fliers, and annual reports that
provide general information about the agency and
its programs.

*Record copy for pamphlets/brochures are also
held by applicable divisions

Television Scripts and Speeches

These files contain television scripts/speeches
developed /written by the agency

General Correspondence

These files contain:

General informational correspondence
regarding agency matters/services
from elderly population or their repren-
satatives

xxxxxxxxxxxxxx LAST ITEM xxxxxxxxxxxxxxxxxxxxx

Retain for three (3) years,
then destroy

Retain for three
then destroy

(3) years,

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

Schedule Approved by Department, Agency
or Division Representative

^ ^
&Ltai

Signature » TifcliTitle



INSTRUCT IONS--TYPE OR PRINT A
: SEPARATE FORM FOR EACH NEW OR

^REVISED RECORD SERIES. FORWARD
» I T M BFconns R E T E M T I O M RCMron K

(DCS SSO-I )

^ ^ DEPARTMENT/AGENCY

^ B ^ Office on Aging

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2 . DIVISION

Management

y
AGENCY RECORDS INVENTORY

PACE 1 OF ?

». UNIT

Public Affairs

DEFINITION-RECORD SERIES A OROUP OP RELATED MCCORDS NORMALLY PI LSD AND USED AS A UNIT POR

ICE AS SELL AS RETENTION AND DISPOSITION reWMmi

4 . RECORD SERIES TITLE

Printed Publications
B . EARLIEST YEAR/LATEST YEAR

986 TO 1990

«. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THJt TYPES OP INPORIIATI ON/ DOCUMENTS /FORMS POUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF TNE SERIES)

These files contain pamphlets, brochures, newsletters, etc.
which provides general information about the agency and its
programs.

7. RECORD SERIES FORMAT(S)

£ LETTER SIZE ° MICROFILM

° LEGAL SIZE ° COMPUTER TAPE

O BOUND BOOK • FLOPPY DISK

) AUDIO TAPE G VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL.

B CHRONOLOGICAL

• GEOGRAPHICAL

* OTHER(SPECIFY)

subject order

9. VOLUME

& FILE DRAWER(S)
Q MICROFILM REEL(S)

2 ° COMPUTER TAPE(S)
N U M B K* O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

H FILE DRAWER(S)
D MICROFILM REEL(S)

NbUbni1 D COMPUTER TAPE( S )
D OTHrp(«:pcrirYl

1 1 . FILE IS USED
H DAILY O WEEKLY • MONTHLY

l 2 ' FILE BECOMES INACTIVE AFTER

3 D MONTH(S) * YEAR(S)

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

301 W. Preston St. , RM 1004
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlP YCS, SPECIFY AOEKCY OR OFFICE)

a YES 8 NO

IS. ACCESS RESTRICTIONS • YES C^NO
(IF YES, CITE UAS(S) * RBOUUATION(S)

16. AUDIT REQUIREMENTS

& NONE Q STATE O FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN
BRIEFLY AKD DESCRIBE: ANY HARDBARS/SOFTWARE)

Q YES <3( NO

18. RECOMMENDED RETENTION

Retain for three (3) years, then
destroy.

NAME AND TITLE OF PREPARER

Helen Dale, Public Affairs
Officer

21 . DATE
4/30/90

DGS 5S0-4 (REVISED 2/87)



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITVI PFPQpriR MmTfrtCN FCHFPUI E
(DCS 8 8 0 * 1 )

^Bx DEPARTMENT/AGENCY

^^)ff ice on' Aging

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P . O . BOX 278

JESSUP. MARYLAND 20794

2 . DIVISION

Management

AGENCY RECORDS INVENTORY

PACE Z OF _ J

J . UNIT

Public Affairs

DEFINITION-RECORD SERIES' OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
WHCT AS BELL AB M11HTIOH AND DISPOSITION PUWPOIg*

4 . RECORD SERIES TITLE

Television Scripts, and Speeches
8 . EARLIEST YEAR/LATEST YEAR

1986 TO 1990

C. RECORD SERIES DESCRIPTION ( • " • • F U r D M C T I " ™ * TYPES Or INrORUATION/DOCUMBNTS/PORMS POUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR PONCTION OP THE SERIES)

These files contain agency television scripts/speeches

7. RECORD SERIES FORMAT(S)

B LETTER SIZE • MICROFILM

• LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

^ P A U D I O TAPE & VIDEO TAPE

O CTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

O{ CHRONOLOGICAL

• GEOGRAPHICAL

• OTHER(SPECIFY)

9. VOLUME

1 H FILE DRAWER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)

HVMaKn O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
& FILE DRAWER(S)

1 O MICROFILM REEL(S)
kbUbKH ° COMPUTER TAPE(S)

D OTHFPIfiPTrlFYl
11. FILE IS USED

• DAILY D WEEKLY * MONTHLY

1 Z * FILE BECOMES INACTIVE AFTER

mmfiW O " » ™ ( S ) STEARtS)

1 3 . CURRENT LOCATICN(S) ( BLDC. .FLOOR,ROOM)
301 W. Preston St., Rm 1004
Balto., MD 21201

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
ttP YES, SPECIFY AOEKCT OR o m c s )
B YES C^NO

IS. ACCESS RESTRICTIONS • YES t^NO
(IP YES, CITE LAV(s) ft RBOULATI ON ( S)

16. AUDIT REQUIREMENTS

« NONE • STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|F YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARS/SOFTWARE)

• YES I? NO

IS. RECOMMENDED RETENTION

Retain for three (3) years, then destroy

NAME AND TITLE OF PREPARER

'Helen Dale, Public Affairs

nffirpr

21 . DATE

4/30/90

DCS 330-4 (REVISED 2/87)



.INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
V'lTH RECORDS RETENTION SCHEDULE
(DGS 880-1 )

^^DEFARTMENT /AGENCY

"Office on Aging

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

2. DIVISION

Management

AGENCY RECORDS INVENTORY

PAGE _3 OF 3

3. UNIT

Public Affairs

DEFINITION-RECORD SERIES-* OIIOU* OW "«LATSD RECORDS NORMAU.Y FIUD AND USED AS A UNIT FOR
REFERENCE A» WEt-L. AS nmWTIOH AMD DISPOSITION PUKPnggg

4. RECORD SERIES TITLE

General Correspondence
5. EARLIEST YEAR/LATEST YEAR

7 TO l_99O

• • RECORD SERIES DESCRIPTION ( " I I ' « F U r M l a " « THB TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUDE TMB PURPOSE Oil FUNCTION OF THE SERIES)

These files contain general informational correspondence

7. RECORD SERIES FORMAT(S)

DXLETTER SIZE ° MICROFILM

Q^EGAL SIZE • COMPUTER TAPE

BOOK Q FLOPPY DISK

•AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

P CHRONOLOGICAL

O GEOGRAPHICAL

CK(OTHER( SPECIFY)

Subject order

9. VOLUME

1
NUMBER*

£> FILE DRAWER(S)
0 MICROFILM REEL(S]
Q COMPUTER TAPE(S)
Q OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

0 FILE DRAWER(S)
• MICROFILM REEL(S)

KTJBWir0 COMPUTER TAPE(S)
• QTHFP/fiPFrlFYl

II . FILE IS USED
& DAILY O WEEKLY O MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER
1 ° MONTH(S) & YEAR(S)

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

301 W. Preston St., Rm 1004

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, SPECIFY AOEKCY OR OFFICE)
a YES ft NO

1 5 . ACCESS RESTRICTIONS O YES QXNO
(IF YKS, CITS LAS(S) a RKOUUATION(S)

16. AUDIT REQUIREMENTS', ? '/}.[•$ .Jl 't/< {

•̂  NONE O STATE D FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/ SOFTWARE )

• YES OL NO

18. RECOMMENDED RETENTION

retain for one (1) year,_then

destroy

NAME AND TITLE OF PREPARER

Helen Dale, Public Affairs Of

20. TELEPHONE NUMBER

icer 225-1273

21. DATE

April 30, 1990

DGS 5S0-4 (REVISED 2/87)


