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DEPARTMENT OF GENERAL SERVICES
Records Management Division

Supersedes 272,513,546,906,736

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
N°- 1244

PACE
MO. 1 of 23

Comptroller of the Treasury General Accounting Division

AOCNCV

Item
No.

1.

i
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i
1

•

2.

3.

Description

Pre-Audits and Document Control
(Comptroller Reference Number Series)

Operating Budget Records
N-Series, P-Series

Maintain STARS forms and agency supporting
documents separately by Comptroller's Reference
Number Series, contain invoices and vouchers
STARS 100, 101, 102

Capital Budget Records (Construction Loan)
N-Series, P-Series

Maintain STARS forms and agency supporting
documents separately by Comptroller's Reference
Number Series, contain invoices and vouchers
STARS 100, 101, 102

University of Maryland Expense Accounts
GAD X-5 State of Maryland Expense Accounts

DIVISION

Retention

File copy and posting
copy.
Retain in agency
three (3) months.
Both copies will be
transferred to State
Records Center for
remainder of current
fiscal year and three (3)
additional fiscal years
and until audited, which-
ever is later, then
destroy.

File copy and posting
copy.
Retain in agency six (6)
months.
Both copies will be
transferred to State
Records Center for
remainder of current
fiscal year and
fourteen (14) additional
fiscal years, then
destroy.

Retain in agency
three (3) months, then
transfer to State Records
Center for remainder of
fiscal year and three (3)
additional fiscal years,
whichever is later, then
destroy.

Schadul* Approved W Pepetlwifr
Agancy, or Olvlden RapratMlatlv*

njnj</o rrt&Lujf '/&*#$»
i o«<* Sianatwr* Tlri*

SdiaAil* AulhoriiadVr

JJU/<
Slat* Ardirvl*

Fig. 8



DGS^bO-lA RECORDS RETENTION AND DISPOSAL SCHEDULE
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•

4.

5.

6.

7.

*

9.

10

U

Description

Pre-Audit Transaction File Report
STARS A30310 Report
Daily Report of Disbursement Transactions prior
to maintenance or audit. (Created to microfiche
weekly.)

Pre-Audit Extract
STARS A30320 Report
Accounting transactions held for audit and
transactions which have been released.

Pre-Audit Log Report
STARS A30330 Report
Reflects maintenance activity on the production
pre-audit file. (Created to microfiche weekly).

Warrant Payable Log
STARS A30493 Report
This report lists all modifications made on
line to warrant payable file.

Warrant Payable Summary
STARS A30492 Report
This report is a summary of all transactions
on the warrant payable file by due date and
submitting agency.

Warrant Payable Activity
STARS A30610 Report
A daily activity report of all transactions
placed on the warrants payable file.

Warrant Payable Release
STARS A30620 Report
This report reflects warrants payable release
records when the due date is less than three
days from the current date.

Warrants Payable Parameter
PS-3308
Override system date - select parameter by
batch ID#, sub agency vendor #, TIN #, with
include or exclude option.

*See Microfiche Retention Procedures

\ ' .

SCHEDULE

FACE
NO. 2 of 23

Retention

Retain in agency one (1)
month, or until receive
microfiche, then destroy
original report.*

Retain in agency three (3)
fiscal years and until audit,
then destroy.

Retain in agency one (1)
month, or until receive
microfiche, then destroy
original report.*

Retain in agency three (3)
fiscal years and until audit,
then destroy.

Retain in agency three (3)
months, then destroy.

Retain in agency three (3)
months, then destroy.

Retain in agency three (3)
fiscal years and until audit,
then destroy.

Retain in agency three (3)
fiscal years and until audit,
then destroy. .
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P+ Description Retention

12.

13.

Warrant Payable Maintenance
PS-3311
In house maintenance form for pre-audit to
record on line changes to warrants payable
file. Requested by agencies to change
due date, invoice #, special handling code.

Copies of Minutes of Board of Public Works
Meetings and Agenda

Retain in agency three (3)
fiscal years and until audit,
then destroy

L4. All Other Records
Logs, Audit Programs, A30490 Delayed Payment
Reports, A30100 Detail Transaction Listing,
A30110 Input Edit Detail Transaction Listing,
Batch Control Sheets, etc.

r

Retain in agency current
fiscal year and three (3)
additional fiscal years and
until audited, whichever
is later, then destroy.

Retain in agency current
fiscal year and three (3)
additional fiscal years and
until audited, whichever
is later, then destroy.
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L6.

r
17.

18.

19.

19a

•

(CONTINUATION SHEET)

Description

financial Reporting and Operations

femorandum of Encumbrance
X-Series STARS 104

Encumbrance Transmittal
X-Series STARS 105

Certificate of Deposit/Allocation of Receipts
L-Series STARS 110

Adjustment for Disbursement & Receipt Allocation
M-Series STARS 120

Journal Entry J-Series Non-Cash Journal Entries

Return of Investment Purhcase
U-Series STARS 130 Investment Redemption

SCHCDUU
M a 1244
PAGE . , _»
NO. 4 O f 2 3

Retention

File copy and posting copy
retain in agency one (1)
fiscal year. Both copies
will be transferred to State
Records Center for remainder
of current fiscal year and
additional three (3) fiscal
years and until audited,
whichever is later, then
destroy.

File copy and posting copy
retain in agency one (1)
fiscal year. Both copies
will be transferred to State
Records Center for remainder
of current fiscal year and
additional three (3) fiscal
years and until audited,
whichever is later, then
destroy.

Posting copy retain in agency
three (3) months, then
transferred to State Records
Center for three (3) addi-
tional fiscal years and
until audited, whichever is
later, then destroy.

File copy retain in agency
one (1) fiscal year, then
transferred to State Records
Center for three (3) addi-
tional fiscal years and
until audited, whichever is
later, then destroy.

Posting copy retain in agency
one (1) fiscal year, then
transferred to State Records
Center for three (3) addi-
tional fiscal years and
until audited, whichever is
later, then destroy.
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1
19b

19c

20.

Description

Corrections
C Series STARS 130

Capital Authorizations
W-Series STARS 130

Disbursement of Investment Charges
P-Series STARS 150

i
i

21. Report of Collector of State Taxes
G-Series STARS 170

•1
22

23

24

Annual Report of Fixed Assets
F-Series STARS 175

Allocation of Accrued Revenues/Accrued Expenditures
or Encumbrances
H-Series STARS 191

Receivable Payable Schedule
Y-Series STARS 192

1

SCHEDULE

HO. 1244

PACE
NO. 5 of 23

Retention ...

File copy and posting copy
retain in agency three (3)
months. Original STARS 150
form remains in Financial
Operations. Both copies
(file and posting)
transferred to State Records
Center for three (3) addi-
tional fiscal years and until
audited, whichever is later,
then destroy.

Posting copy retain in agency
one (1) fiscal year, then
transferred to State Records
Center for three (3) addi-
tional fiscal years and
until audited, whichever is
later, then destroy.

Forms are retained in agency
for five (5) fiscal years,
then destroy.

Forms are retained in agency
for six (6) months, then
transferred to State Records
Center for three (3) addi-
tional fiscal years and
until audited, whichever is
later, then destroy.

Forms are retained in agency
for six (6) months, then
transferred to State Records
Center for three (3) addi-
tional fiscal years and
until audited, whichever is
later, then destroy.
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•

25.

I
.

26.

27.

28.

•
29.

30.

31.

[

•

(CONTINUATION SHEET)

Description

Allocation of Encumbrances
Y-Series STARS 193

Closing Statements (year-end)
A30431 Report

GAAPARS
Maintain GAAP fiscal year-end closing forms,

• reports and agency supporting documentation
in agency code number sequence.

GAAPARS Computer Reports
File maintenance reports, misc. GAAPARS
Reports

State Audit Reports By Independent Auditors

All Other Records
STARS Input Control and Batch Control
Logs, etc.

Annual Report
Comptroller Annual Financial Report
CAFR

*See Microfiche Retention Procedures

SCHEDULE
No- 1244

PAGf
MO. 6 of 23

Retention

Forms are retained in agency
for six (6) months, then
transferred to State Records
Center for three (3) addi-
tional fiscal years and
until audited, whichever is
later, then destroy.

Retain permanently in agency.
for eventual transfer to
to State Archives.

Retain in agency three (3)
fiscal years or until audited,
whichever is later, then
destroy.

Retain in agency one (1)
fiscal year or until
microfiche is received.*
Original reports are
then destroyed.

Retain in agency permanently
for eventual transfer to
State Archives.

Retain in agency current
fiscal year and three (3)
additional fiscal years
and until audited, whichever
is later, then destroy.

CAFR Book 1 - (Dec.)
Book 2 - (Feb.)

These books are retained in
agency for three (3) fiscal
years. Then all but thirty
(30) books are disposed.
Remainder are kept
permanently for eventual
transfer to State
Archives. Two copies will
always be transferred to
State Archives.
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32.

33.

34.

•

35.

: 36.
I

37.

•

(CONTINUATION SHEET)

Description

System Control

Certificate of Deposit/Allocation of Receipts
L-Series STARS 110

Adjustment for Disbursement and Receipt Allocation
M-Series STARS 120

:
;

Journal entry
V-Series STARS 130
Charge Backs
Dishonored or Uncollectable Deposits

Return of Unused State Checks
R-Series STARS 140

•

Budget Amendments
Z Series STARS 130
Operation Budget Appropriations

Certification of Special Funds, Federal Funds
and/or Nonbudgeted Fund Cash Balances
G-8

SCHEDULE

H0' 1244

NO. 7 O f 2 3

Retention

File copy retain in agency
one (1) fiscal year, then
transfer to State Records
Center three (3) addi-
tional fiscal years and until
audited, whichever is later,
then destroy.

Posting copy retain in
agency one (1) fiscal year.
then transfer to State Records
Center for three (3) addi-
tional fiscal years and
until audited, whichever
is later, then destroy.

Posting copy retain in agency
one (1) fiscal year, then
transfer to State Records
Center for three (3) addi-
tional fiscal years and
until audited, whichever
is later, then destroy.

Posting copy retain in agency
one (1) fiscal year, then
transfer to State Records
Center for three (3) addi-
tional fiscal years and
until audited, whichever
is later, then destroy.

Retain in agency two (2)
fiscal years, then transfer to
State Records Center for addi-
tional three (3) fiscal years
and until audited, whichever
is later, then destroy.

Retain in agency current
fiscal year and three (3)
additional fiscal years and
until audited, whichever
is later, then destroy.
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m
38.

1

40.

i

41.

•

43.

44.

i
i

!

45.

i

(CONTINUATION SHEET)

Description

Daily Cash Statement
R-8

Descriptor Table Source Documents
STARS 900.1, 900.2, 900.3
Used to record account codes for
entry into STARS system

Pseudo Code Table Source Documents
STARS 920.1, 920.2
Used to record pseudo codes entered
into STARS system.

i

Vendor Edit Table Source Documents
STARS 930.1
Used to record vendor and mailing
information into STARS system.

Cash Summary
STARS A30404 Report

Daily Cash Reconciliation
(cash totals)

Daily Computer Processing Reconciliation
(batch totals)

Transaction Code Table
STARS 910.1
Source document for collecting transaction
code data entered into STARS, including
attachments.

STARS System Control Reports/Logs
Table Updates, etc.

All Other Records
Daily STARS Reports, A30710, A3800, etc.
Reports which are generated by processing
selected computer job to reflect transactions
which have been posted to STARS financial
files.

SCHEDULE
H0- 1?44
PAGE R , _,
NO. 8 O f 2 3

Retention

Retain in agency current
fiscal year and three (3)
additional fiscal years
and until audited, which-
ever is later, then destroy.

Retain in agency current
fiscal year and three (3)
additional fiscal years
and until audited, which-
ever is later, then destroy.

Retain in agency current
fiscal year and three (3)
additional fiscal years
and until audited, which-
ever is later, then destroy.

Retain in agency current
fiscal year and three (3)
additional fiscal years
and until audited, which-
ever is later, then destroy.

Retain in agency permanently
for eventual transfer to
State Archives.

Retain in agency current
fiscal year, then transfer
to State Records Center for
additional three (3) years
and until audited, which-
ever is later, then destroy.

Retain in agency current
fiscal year, then transfer
to State Record Center for
additional three (3) years
and until audited, which-
ever is later, then destroy.

Retain in agency:current .
fiscal year and three (3)
additional fiscal years and
until audited, whichever is.
later, then destroy.

Retain in agency three months,
then transfer to State Record
Center for current fiscal year
and additional three (3) fisca
years and until audited, then
destroy.
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47.

18.

19.

6 0 \

5 1 .

52.

53.

Post Audit and Check Distribution

Disbursing and Receiving Warrants
STARS 200 STARS 300
STARS 200 - Receiving warrant, total of all

cash received in one processing
day.

STARS 300 - Disbursing warrant, total of
checks and monies paid to
vendors in one processing day.

Payroll Warrants
STARS 300 - Received from Central Payroll

which indicates payroll
warrant number, dollar amount
warranted, and pay period ending
date.

Warrant Cash Disbursement
STARS A30510
Hard copy of checkwriting information, from
which the Treasurer's Office issues checks
to vendors.

Zip Code Summary Report
Used by the Mailroom to mail vendor checks.

PS-2697
Undeliverable Checks

PS-409
Certification of Dissolution

1099 File Maintenance Report
STARS A30192
Performs maintenance on 1099 file, such as
adds, deletes, changes, modifies, replaces,
voids.

Retain in agency current
fiscal year and three (3)
additional fiscal years and
until audited, whichever is
later, then destroy.

Retain in agency eight (8)
fiscal years and until
audited, whichever is
later, then destroy.

Retain in agency one (1)
month until microfiche is
received, then destroy
original report.*

Retain in agency daily,
then deliver to Alcohol &
Tobacco Tax Division
(Mailroom)

Retain in agency three (3)
months, transfer to log,
logs are retained an addi-
tional three (3) months,
then destroy (cancelled
checks are retained by STO)

Retain in agency six (6)
months, then destroy.

Periodic file maintenance and
supporting doc. are retained
in agency one (1) year until
final run, then destroy.
Final file maintenance and
supporting doc. are retained
in agency ten (10) years,
then destroy.

*See Microfiche Retention Procedures
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Description Retention

54.

55.

56.

1099 File Maintenance Update Form
STARS 950

All Other Records
Copies of 1099 Statements, 1099 correspondence,
IRS updates, etc.

GAD X10
Signature Card
To match against transmittal,

Retain in agency one (1)
year, then destroy.

Retain in agency current
fiscal year and three (3)
additional fiscal years and
until audited, whichever
is later, then destroy.

When outdated and replaced
retain in agency three (3)
fiscal years and until
audited, then destroy.
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57.

J58.

59.

60.

61.

•

62.

63.

i
!
64.

f

•

iM)-lA RECORDS RETENTION AND 0 IS POX A L SCHEDULE
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Description

Administrative Services

Agency Bank Account Request
GAD X-l

Advance Records
(Advance requests, processing errors, notice
for overdue or outstanding advances, extension
for overdue advances) :

Escrow Records

STARS Reports
(Daily, weekly, monthly, yearly)
A30401,402,403,405,406,408,414,415,416,417,
451,463,464,465,472,475,482,483,485,488,499

Budget and Fiscal Planning Records
Budget Estimates, Budget Schedule Amendments,
Materials and Supplies, Physical Inventory,
Report of Fixed Assets, Report of Materials
and Supplies, Request for Position Action.

Payroll Accounting Records
Employee Roster Card File, Payroll and Check
Register, Payroll Exception Time Report,
Payroll Transmittals

Miscellaneous Accounting Records
Budget Papers and Worksheets
Periodic financial reports to local State agencies
Reconciliation and trial balance sheets
Stock records cards, time sheets

Purchasing Records
Actual emergency and repair report
Copy of contract awarded
Credit Memorandum
Notice of Award of Contract
Out-of-Schedule Requisition
Purchase Order, Report of Partial Delivery
Requisition for Supplies

All Other Records
Reconciliation Reports
Housekeeping and Safety Reports
Misc. Letters and memos, etc.

SCHEDULE

[£CK 11 of 23

Rotention

Retain in agency permanently
for eventual transfer to
State Archives

Retain in agency permanently
for eventual transfer to
State Archives.

Retain in agency
fifteen (15) years,
then destroy.

Retain in agency two (2)
fiscal years, then transfer
to State Records Center for
additional five (5) years,
then destroy.

Retain in agency current
fiscal year and three (3)
additional fiscal years
and until audited, which-
ever is later, then destroy.

Retain in agency current
fiscal year and three (3)
additional fiscal years and
until audited, whichever
is later, then destroy.

Retain in agency current
fiscal year and three (3)
additional fiscal years and
until audited, whichever
is later, then destroy.

Retain in agency current
fiscal year and until
audited, whichever is
later, then destroy, i

Retain in agency current
fiscal year and three (3)
additional fiscal years and
until audited, whichever
is later, then destroy.
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emn Description Retention

57.

Office of the Division Director

Personnel Records (Active)
Personnel Records (Inactive)

Includes copies of employment applications,
changes in classifications, sick leave
reports, letters of commendations, copies
of MS-22's.

Payroll Records
Bi-weekly time cards, leave cards
exception time reports, etc.

Retain until inactive.
Retain in agency ten (10)
years, then destroy.

68.

f
69.

70.

General Correspondence
Policy and Program Records
Correspondence regarding procedural developments
Annual, statistical, or ad hoc reports,
organizational charts, circular and directive
papers, etc.

X-3
Individual Request for Out-of-State Travel

All Other Records
General facilitative and housekeeping records.

Time cards - leave cards two
years and until audited,
then destroy.

Retain in agency permanently
May be transferred period-
ically to State Archives.

Retain in agency current
fiscal year and three (3)
additional fiscal years and
until audited, whichever is
later, then destroy.

Retain in agency current
fiscal year and three (3)
additional fiscal years and
until audited, whichever is
later, then destroy.
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Description

12.

Office of the Assistant Director

Special Bank Account Records

Affidavits, certificates

*73.

f
74.

Correspondence Files
Project Files
Subject Files

General Correspondence Files
Consisting of original incoming and copies
of outgoing letters, memos, reports, and
related papers concerning the overall or
general routine administration of the
general accounting activities of all State
agencies including the General Accounting
Division.

Retention

Retain in Agency
permanently, for eventual
transfer to State Archives

Retain for current fiscal
year and three (3) addi-
tional fiscal years and
until audited, whichever
is later, then destroy.

Screen annually. Destroy
all material not needed
for current business,
except directives and
other material relating
to planning and policy
that illustrate the
development of the agency
which will be retained
permanently. For eventual
transfer to State Archives.

Screen annually. Destroy
all materials not needed
for current business,
except directives and
other material relating
to planning and policy
that illustrate the
development of the agency
which will be retained
permanently. For eventual
transfer to State Archives.
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NO.

« Description Retention

75.

76.

77.
< i

78.

Audits

Agency Audit Files
Containing Legislative Auditor's Reports
of audits conducted at all State agencies.
Files contain the findings and replies from
State agencies concerning the action taken
to correct the findings.

Internal Audit Files
Reports of audits and/or studies conducted
by internal auditors.

Reports of audits conducted by independent
auditors.

Other Records

Retain in agency for
five (5) years, then
transfer to State Records
Center for ten (10) years,
then destroy.

Retain in agency for
ten (10) years, then
destroy.

Permanent, transfer period-
ically to State Archives.

Retain in agency current
fiscal year and additional
three (3) fiscal years and
until audit, whichever is
later, then destroy.
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# Description Retention

79.

80.

81.

System Support

Computer Security Forms, Authorizations,
Reports, etc.

Work Authorization Forms
(SRT's, BB-4's)

ACF 2 Reports
System Security Report

82.

83.

System Tests
Includes test data, reports, etc.

Other Records
(Program changes, listing, etc.)

Retain in agency
permanently, for eventual
transfer to State Archives.

Retain in agency
permanently, for eventual
transfer to State Archives.

Retain in agency three (3)
months, then transfer to
State Records Center for
current fiscal year and
three (3) additional fiscal
years and until audit,
whichever is later, then
destroy.

Retain in agency one (1)
fiscal year, then transfer
to State Records Center
three (3) additional
fiscal years and until
audited, whichever is
later, then destroy.

Retain in agency three (3)
months, then transfer to
State Records Center
for current fiscal year
and three (3) additional
fiscal years and until
audited, whichever is
later, then destroy.
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Description Retention

84.

Data Operations

STARS A30986
System Management File Listing
(Master File Record Counts)

85.

86.
! i

87.

Microfilm Order Invoice

Various Work Logs
Work sheets, forms or logs used
specifically by Data Operations to
request and record data input and
back-up files.
i.e, back-up logs, job request
transmittals, special request
transmittals, data entry JCL logs,
BIPS, etc.

Computer Run Jobs (listings)
Daily, monthly, yearly, budget

Retain in agency one (1)
current fiscal year, then
transfer to State Records
Center for three (3)
additional fiscal years and
until audited, whichever is
later, then destroy.

Retain in agency six (6)
months, then destroy.

Retain in agency six (6)
months, then destroy.

Daily, monthly retain in
agency one (1) month, then
destroy.
Yearly, budget retain in
agency one (1) year, then
destroy.
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•

I1

88.

89.

90.

92.

93.

94.

•

(CONTINUATION SHEET)

Description

Microfiche Records

Originating source is computerized
records converted to microfiche.

Section - Pre-Audit

STARS A30310 - Pre-Audit Transaction File Report
Listing of all disbursement transactions
prior to maintenance and audit.

October 1986 -

STARS A30330 - Pre-Audit Log Report
Report shows maintenance activity
on the production pre-audit file.

October 1986 -

STARS A30490 - Agency Processing Days Report
December 1987 -

STARS A30486 - STARS Vendor Report
(Report of Payments)

STARS A30486 consists of three report types.
Detail Report - lists the contents of the

vendor file.
Agency Summary - contains totals of agencies

within vendor.
Vendor Summary - contains totals by vendors.

1982 -

STARS A30970 - Tax Offset File Purge
1988 -

Section - Post Audit

STARS A30510 - Disbursing Warrant Register Detail
Hard copy of check writing information
from which the Treasurer's Office will
issue checks to vendors.

1981 -

STARS A30497 - 1099 Detail Transaction Report
Report lists and totals 1099 reportable
and non-reportable disbursement transactions.

1988 -

SCHEDULE
HO. 1 2 4 4

PAGE
HO. 17 of 23

Retention

Retain in agency
permanently, for eventual
transfer to State Archives.

Retain in agency
permanently, for eventual
transfer to State Archives.

Retain in agency
permanently, for eventual
transfer to State Archives

Retain in agency
permanently, for eventual
transfer to State Archives.

Retain in agency
permanently, for eventual
transfer to State Archives.

Retain in agency
permanently,' for eventual
transfer to 'State Archives.

Retain in agency
permanently, for eventual
transfer to State Archives
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Description Retention

95.

Section - Financial Reporting and Operations

STARS Reports
A30401, 402, 403, 405, 406, 407, 408, 412, 413

414, 415, 416, 424, 432, 433-1, 433-2, 434,
451, 463, 464, 4651, 460 461, 462, 472, 479
482, 483, 485, 404-1, 404-2, 490, 499, 435

1970

96. GAAPARS - Computer Reports
1983

Retain in Financial
Reporting three (3)
fiscal years, then
cycle to the vault in
Pre-Audit to retain
permanently. For
eventual transfer to
State Archives.

Retain in agency
permanently, for
eventual transfer to
State Archives.
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•

97.

1

98.

i

99.

»

101.

102.

103.

•

(CONTINUATION SHEET)

Description

Computer Media

A30E.CR.MH, A30E.CR.VHBK,
A30E.CR.VF, A30E.CR.TDBKT
A30E.CR.PAYBK, A30E.CR.INBK,
A30E.CR.AUDIT.BACKUP, A30E.CR.APBK

Accounting transactions which are
posted daily to master files then
copied to back-up files.

A30E.CR.DISASTER.APBK
Copy of STARS financial files after
the daily has been run and before
the next day's processing.

A30E.CR.DISASTER.CLISTBK.
Copy of STARS financial files, production
CLIST, and GAAPARS files prior to daily
production.

A30E.CR.MHyymm
Back-up accounting history transactions
which are posted to the monthly history
for a specific year and month.

A30E.MF.MHyymm
Master file accounting transactions which
are posted to the monthly history monthly
for a specific year and month.

A30E.CR.OFyymm
Backup operating file transactions for a
specific year and month - created at the
end of the fiscal year close.

A30E.MF.OFyymm
Master file operating file transactions
for a specific year and month created
at the end of the fiscal year close.

SCHEDULE

HO. 1244

r,tCi 19 of 23
NO.

Retention

Minus 1 - generation,
sent offsite to BDC
weekly. Rotate, then
re-use.

Sent offsite to BDC
daily. Rotate, then
re-use.

Sent offsite to BDC
daily. Rotate, then
re-use.

Sent offsite at Records
Center monthly for
three (3) fiscal years
until audited and retention
has expired. Tape is then
sent to GAD, for re-use.

Retain at ADC for
three (3) years until
audited and retention
has expired. Tape
is then deleted.

Sent offsite at Records
Center yearly for
three (3) fiscal years
until audited and until
retention has expired.
Tape is then returned
to GAD, for re-use.

Retain at ADC for
three (3) years and
until retention has
expired. Tape is
then deleted.



DGS-^bO-lA RECORDS RETENTION AND DISPOSAL SCHEDULE

1
104.

1

|

105.

L06.

ft

108.

109.

110.

• .

(CONTINUATION SHEET)

Description

A30E.CR.VHyyinm

Backup of vendor history transactions
for a specific year and month, created
at the end of each month.

A30E.MF.VHyymm
Master file of vendor history transactions
for a specific year and month. Created
at the end of each month.

• A30E.CR.VFyymm
Backup of vendor financial file.
Created at the close of each calendar year.

A30E.MF.VFyymm
Master file of vendor financial file.
Created at the close of each calendar year.

A30E.CR.VHEXyyseq#
Backup of vendor history records in TIM
number seq. (includes twelve monthly
vendor history files)

A30E.MP.VHEXyyseq#
Master file of vendor history records in TXN
number seq. (includes twelve monthly history
files)

GAAPARS
A31E.CR.AGYPGM.BALANCE.FYyy
A31E.CR.GAAP.ROLLOVER.BK
A3IE.CR.TBDETAIL.BK

A3 IE. MP. AGYPGM. BALANCE. FYyjg

SCHEDULE

PAGE
No. 20 of 23

Retention

Sent offsite at Records
Center monthly for
three (3) fiscal years
until audited and until
retention has expired. .
Tape is then returned
to GAD, for re-use.

Retain at ADC for
three (3) fiscal years
until audited and until
retention has expired.
Tape is then deleted.

Sent offsite at Records
Center yearly for
three (3) fiscal years
until audited and until
retention has expired.
Tape is then returned
to GAD, for re-use.

Retain at ADC for
three (3) fiscal years
until audited and until
retention has expired.
Tape is then deleted.

Retain at ADC for
four (4) years and
until retention has
expired. Tapes are
then deleted.

Retain at ADC for
five (5) years and
until retention has
expired. Tapes are
then deleted.. , ",' *

Retain at Records Center i
Center for four (4). !
fiscal years and1until
retention has expired.
Tape will be returned
to GAD, for re-use.

Retain at ADC for
four (4) fiscal years
until audited and until
retention has expired.
Then delete.



DGS-b50-lA RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHEDULE

HO. 1244

NO. 2 1 ° f 2 3

Description Retention

112. MICRO (PC) COMPUTERS

All operating systems, purchased
and developed software.

All data files.

Retain in agency permanently,
for eventual transfer to
State Archives.

Retain in agency for three (3)
fiscal years or until audited,
then destroy.



DGS-b50-lA RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHEDUU
NO.

UU1 22 of 23

em
Description Retention

113

114

P

GENERAL ACCOUNTING DIVISION

Permanent Records
State Archives

GENERAL LEDGER

State Ledger - 14 volumes, February 1852 - September 1922

Includes information now recorded in the
Appropriation Control Ledger and Budget
Account Ledger noted in Item 116.

General Ledger - 3 volumes, October 1922 - October 1936

APPROPRIATION AND BUDGET CONTROL RECORDS

Day Book, 28 volumes - February 1852 - September 1922
Cash Book, 21 volumes - February 1852 - September 1922
Cash Book (Receipts and Disbursements), 8 volumes -

October 1922 - September 1936
Cash Book of Disbursements, 6 volumes - 1922-1936
Appropriations Ledgers, 4 volumes - 1918-1927
Budget Accounts, 13 volumes, 1921-1931
Ledgers Appropriations Payable, 3 volumes -

October 1922 - September 1936

Retain permanently.

Retain permanently.



DGS-'b^O-lA RECORDS RETENTION ANO DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHEDULf
N0- m a
PAGE
NO. 23 of 23

em

ft Description Retention

115.

r
116

TAX RECORDS Retain permanently.

Corporation Taxes - Assessments, 8 volumes, 1922-1931
Assessments - Ordinary Business Corporations,

1 volume, 1929-1931
Corporation Tax Assessment Audit Sheet,

10 volumes, 1931-1943
Corporation Tax - Abatements, 3 volumes, 1922-1931
Abatements, Ordinary business Corporations,

1 volume, 1929-1931
Corporation Tax Abatement Audit Sheets,
3 volumes, 1931-1940

Corporation Taxes - Cash Receipts, 8 volumes, 1922-1931
Cash Receipts, Ordinary Business Corporation,

1 volume, 1929-1931
Corporation Taxes Cash Receipts Audit Sheets,
8 volumes, 1931-1943

Assessment Books, 36 volumes, 1872-1921
Incorporated Institutions, 12 volumes, 1867-1921
Railroad Tax Ledgers, 3 volumes, 1872-1921
Foreign Corporation Tax Ledgers, 3 volumes, 1908-1922
Franchise Tax on Ordinary Business Corporations,
2 volumes, 1915-1921

Distribution of Franchise Tax, 5 volumes, 1915-1931
Corporation Taxes, 3 volumes, 1899-1905

ESTIMATED REVENUE LEDGER

Dates: July 1, 1943-1950
Quantity: 2 volumes

This ledger shows by source the estimated revenue and the
actual revenue of the State. No entries have been made
since 1950; however, its use will be resumed in the
near future.

Retain permanently.



1 INSTRUCTIONS--TYPE OR PBIVT A.
SEPARATE FORM FOR EACH NEV OR
RUVISEtV RECORD SERIES. FORWARD
WITH RECORDS RETEKTION SCHEDULE.
(DCS 150-1)

I. DEPARTMENT/AGENCY

^^COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27S

JESSUP. MARYLAND Z07f4

2. DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENTO

PA«_Z_OF2£

i. tun-fm'PncCHH*

DEFINITION-RECORD S E R I E S - * anOV* O F **LATKD MCCOROS NORMALLY PILKD ANO UfXO AS A KNIT FOR
e AS WKUL. AM RKTKNTION ANO P U P O f ITtOM >lffl>flgei •__

4. RECORD SERIES TITLE SfPffo ft3u4t*i ?ty\>*x

I «. RECORD SERIES DESCRIPTION {•RIKPLY DUCXIK TW TYPKS OP

»IM THE SERIES.
INFOlHUTieN/DOCUIKNTf/POIwy FOUND

INCLUDE THE PURPOSE M FUNCTION OF THE SKFTIK:

Cf tM* ^UVlrMnrvA^

7. RECORD SERIES FORMAT(S)

O LETTER SIZE • MICROFILM

a LECAL. SIZE • COMPUTER TAPE

a BOUND BOOK O FLOPPY DISK

^P^JDIO TAPE D VIDEO TAPS

V'OTHERJ SPEC IFY J

9. RECORD SERIES SEQUENCE

• ALPHABETICAL

/^NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

t . VOLUME

<2-^/5o^S ° rttX DRATCR(SJ
^ f t | | J a MICROFILM REEL(SJ

NUMBER
° COMPUTER TAPE(S)

.^^OTHER (SPEC I FY )

1 0 . ANNUAL ACCUMULATION
52&-&&&U FILE DRA*ER(S)

AUkJUQL^y O MICROFILM REEL(S]
KbUbeH ° COMPUTER TAPEtS)

I I . FILE IS USED
;T«"£PA.ILY

ILE'I

O MONTHLY

;COMES INACTIVE AFTER
O MONTH(S) • YEAR(S)

13. CURRENT LOCATION!S) [

L.L.G. TREASURY BLDG _- RM- fit
ANNAPOLIS 21401

1 4 . I S RECORD SERIES DUPLICATED ELSEWHERE?

f IF YES, SFCCIPY /.OENCT OR O F F I C K )

lVPFR\6^<)f?S yiS N8?fcl>»Ar7K5fa' STD-7C A A O l W

I S . ACCESS RESTRICTIONS O YES ^ N O
( « F TKS. CITS L A * ( s ) * RXOULATION(S)

I S . AUDIT REQUIREMENTS

O NONE ^STATE O FEDERAL • INDEPENDENT

1 7 . I S AN INDEX SYSTEM

BRIEFLY AKO DKSCR1

YES ^ NO

IS

Is.

AND TITLE OF PREP.
ee Stockett

Supervisor Data Operations, GAD

20. TELEPHONE NUMBER

974-2180

21. DATE

May 30, 1990

DCS 550-4 (REVI */«7)



INSTm.)CTICnS--TYPg OR PRINT A
SEPARATE FORM FOR CACH NEW OR
REVISED1 RECORD SERIES.
WITH RECORDS RETENTION
(DCS SSO-I)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7273 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207B4

AGENCY RECORDS INVENTOI

PACEA. 2
*. DEFARTMENT/ACENCT

COMPTROLLER OF TREASURY
2. DIVISION

GENERAL ACCOUNTING DIVISION

3. UNIT. • F//)'AK>OiAL

DEFINITION-RECORD SER1ES-A anW* O F RELATED RECORDS NORMALLY PILED AND UtCD AS A UNIT FOR
REFERENCE AM WELL AS WTTOTIOW AMP Dl trOf lTtew >tmPQgg« ; _

4 . RECORD SERIES TITLE • S>TfrOS 3 0 J Zr SB****

I «. RECORD SERIES DESCRIPTION (•"I«FUT OESCRISE THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND
*IM THE SERIES. / INCLUOK TKC PURFOSB' OR FUNCTION OF TMK SKfTtC.

I 7 . RECORD SERIES FORMAT(SJ

! D LETTER SIZE • MICROFILM

/ ^LEGAL SIZE • CCMPUTER TAPE

° BOUO BOOK a FLOPPY DISK

^PLlDIO TAPE G VIDEO TAPE

O OTHER{SPECIFY]

« . RECORD SERIES SEQUENCE

• ALPHABETICAL

^p4flJMERICAL

D CHRONOLOGICAL

• GEOCRAPHICAL

• OTHER(SPECIFYJ

B. VOLUME
• FILE DRAWER(S]
• MICROFILM REEL(S)
Q COMPUTER TAPEfS)

NUMBER D OTHERjspEdrYj

1 0 . ANNUAL ACCUMULATION

c7C'DT>AO D MICROFILM REEL(S)
hbUkEJk ° COMPUTER TAPEJSJ

. D m v r p f SPEClFTtJ
It. FILE IS USED

O DAILY

12.

O MONTHLY

FIUr'BECOMES INACTIVE AFTER
" T O MONTH(S) ^<$rAR(8)

13. CURRENT LOCATION!S> (
L.L.G. TREASURY BLDG _- RM-
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEWHERET

>(lf
r TTKS, SPECIFY AGENCY OR OFFICs)

IS. ACCESS RESTRICTIONS O YES ^ N O
(IF YES, CITS; LAV(S) * nxauLATiOMts)

IC. AUDIT REQUIREMENTS

O NONE ^STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM
BRIEFLY AKD DEBCRI

t (IF YKS*KXPLAIM
ANY KAROmAR«/SOFTWARE)^

IS.

a YES -if NO

• iffiCTWCCEP RETENTION \ S i A A.L

ierfi/u /w iA6cx)W T u ^ J H^s

l»J^piME AND TITLE OT pREPARER

Is. Dee Stockett

Supervisor Data Operations, GAD

21. DATE

May 30, 1990

DCS 330-4 (REVISED 2/«7)



!f<STRt«TI CMS--TYPE OR PRINT M.
SEPARATE rORM FOR EACH NEW OR
REVISED-RECORD SERIES. FORWARD
WITH RECORDS RETENTION <wsn-*n ff
(DCS 1 9 0 - 1 }

1 1 . DEPARTMENT/AGENCY
•^COMPTROLLER OF TREASURY

DEPARTMENT Of GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 KATERLOO ROAD
P . O . BOX 271

JESSUP, MARYLAND 2 0 7 t 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENTOH

PACE J 2 l or /tL

3 . UNIT ^/WAOCltt1- "

DEFINITION-RECORD SERIES-A aiiour o r JUCLATKD KCOROS NOMMLLV riLjco AND USKO AS A UNIT row
t AM WKUL AM WCTtNTtOM AHO PIIPOllTtCW » i m w « g l '__

4 . RECORD SERIES TITXJC STftL$ no -Q -Strn-i »rs>

I C. RECORD SERIES DESCRIPTION l " l t l l " r U T O«»CHI»« +KK TTPKS OP- IHFOWMATIOH/DpCUMEHTB/FOim* POUND
>1N THE SERIES. ' / INCLUDK TMK PUWOtC CM FTJNCTION OP TMK SK^tKs|

o
'/fep^T- 5 f colleiTD(L DP Sftfys- -m£<rs

7. RECORD SERIES FORMAT(S]

a LETTER SIZE • MICROTILM

J^t F.GAU SIZE D COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

^PLlDIO TAPE a VIDEO TAPS

a OTHER(SPECIFY]

t. RECORD SERIES SEQUENCE

a ALPHABETICAL

^J>^**CRICAL

D CHRONOLOGICAL

. • GEOGRAPHICAL

O OTHER(SPECIFY)

fl. VOLUME

Q FILE DRAYER(S)
Q MICROFILM REEL(S]
O COMPUTER TAPE(S)

H U M B " D OTHER(SPECIFYJ

10. ANNUAL ACCUMULATION

° FILE DRAWER(S)
• MICROFILM REEL(S)

KUUhg* O COMPUTER TAPE(S)
. O OrTHEBffiPPCJ_r5rJ

Mi-
i i . FILE IS USED

O DAILY

y&^^C,'/ I « • riXJS BECOfcES INACTIVE AFTER

O WEEKLY O MONTHLY fc '^m ° M 0 N T H { S ) X Y E A R { S J

I S . CURRENT LOCATION(S) (BLOC. .FLOOR.ROOM)

L.L.G. TREASURY BLDG - RM- P^5^
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEWHERE»
fir vc«. ipccirr A O E K C T OR orries)

I S . ACCESS RESTRICTIONS O YES P^NO
( IP YKS, CITS LA>[>] * R K O U L A T I O N ( S )

I t . AUDIT REQUIREMENTS

O NONE • , STATE ° FEDERAL O INDEPENDENT

1 7 . IS AN INDEX SYSTEM USEDT ( i r YKB.IXPLAIN
BRICTLY AKS D U C R I U AKY KAROSAJnc/sOrTVAIIK J I S . RECOMMENDED RETENTION

D Y E S ^ NO

!S.̂ pLME AND TITLE Or
|Ms. Dee Stockett
Supervisor Data Operations, GAD

21. DATS

May 30, 1990

DCS 330-4 (REVISED 2/S7)



INSTRTJCTIOMS--TYJ»E O « PUIMT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH R E C o m s RETE»T'{*f SOOTCULK
(DCS 1 8 0 - 1 )

^ J . DEPARTMENT/AGENCY
MCOMPTROLLER OF TREASURY

DEPARTMENT OP GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 2 0 7 t 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENTO

PA«J^OF_2£

J. UNIT /^/AjThoCJ/W- -

DEFINITION-RECORD S E R I E S - * amOV* O r " L A T E D RECORDS NORMALLY FILED AND U K D AS A OHIT FOR
C AS » E U . AS mmPTTfOH AMB Dl iPOt lTIQW W H W U g l •

4. RECORD SERIES TITLE smrus TO~ f-s*iu&S

0 . RECORD SERIES DESCRIPTION j " * I * F l - T OC«CHI»«- THE, TYPKS OP" INFOMMTION/DOCUICNTS/POnn POUND
•IN THE SERIES. / INCLUOK TKB PURFOSC O4t PVNCTION OF THK K n E

towfrt-c ?^p^jur oP f/iceh Amrrz

7. RECORD SERIES FORMAT(S)

[ D LETTER SIZE ° MICROTILM

jX^LEGAL SIZE O COMFUTER TAPE

BOUND BOOK O FLOPPY DISK

IO TAPE Q VIDEO TAPS

O OTHER(SPECIFY]

• . RECORD SERIES EE

O ALPHABETICAL

^OTNLJMERICAL

O CHRONOLOGICAL

. • GEOGRAPHICAL

O OTHER(SPECIFYJ

f. VOLUME

O FILE DRAWER(S)
• MICROFILM REEL(S)
O COMPUTER TAPE(S)

NUUaK* O OTHERJSPECIFY)

1 0 . ANNUAL ACCUMULATION
O FILE DRAWER(S]
• MICROFILM REEL(S]

KUHCTIT0 COMPUTER TAPE(S)
O fiTMTRf SPtElfYl

I t FILE IS USED

O DAILY O WEEKLY O MONTHLY

12. VlLB^i

Rndnnr

ECOMES INACTIVE AFTER
O MONTH(S) X Y E A R ( S )

13. CURRENT LOCATION(S) (BLOC. .FLOOR.ROOM)

L.L.G. TREASURY BLDG - RM- Q()S~
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP YES, SPECIFY AOeKCY OR OFFICE)

I S . ACCESS RESTRICTIONS O YES ^ N O
C « F m , C I T K L A W ( S ) • M C O U L A T I O N ( S )

IC. AUDIT REQUIREMENTS

° NONK JKSTATT O FEDERAL O INDEPENDENT

1 7 . IS AN INDEX SYSTEM USEDT ( I F TKS.KXF>LA|M
BRIEFLY AKO D I B C R I U ANY HARDWAJUL/»OFTW. RETENTION

O YES Nk NO

I t J ^ U C AND TITLE OF

Ms. Dee Stockett
>upervi3or Data Operations, GAD

21. DATS

May 30, 1990

DCS 350*4 (REVISED 2/«7)



INSTRUCT 1 CMS --TYPE Off PPIVT M.
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECOKnS RETENT|CM ^O-TPULE
(DCS I S O - ! J

1^1 . DEPARTMENT/AGENCY
^ C O M P T R O L L E R OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAO
P . O . BOX 271

JESSUP, MARYLAND 2 0 7 f 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVE.NTO

PAGE 5' OF ~)U

j . UNIT ^/MAVSCIAC-

DEFINITION-RECORD SERIES-* anW* O F ««-*THD RECORDS NORMALLY PILKD AMD USXD AS A UNIT FOR
M f W H C T AS 1HU. AS mmtHTIOH AMP D U P O I I T I O M >UI»PO«gI •

4 . RECORD SERIES T1TLJC SW~s \°i\ -• #-st?>u<r*

j j . RECORD SERIES DESCRIPTION | " * I I C l r l - T B U W I I T TMit TYPKS Or IKPOMUTION/DOCUHKNTf/FOIWf POUND
•IN THE SERIES. . INCLUSK TM^ PURPOSE ' OH rONCTION OF TH* KIMt

7. RECORD SERIES FORMAT(S)

| O LETTER SIZE Q MICROFILM

ÂLEGAL SIZE O COMPUTER TAPS

^BOCND BOOK O FLOPPY DISK

>IO TAPE • VIDEO TAPS

O OTMER(SPECIFY)

«. RECORD SERIES SEQUENCE

• ALPHABETICAL

•^CNUMERICAL

O CHRONOLOGICAL

. • GEOGRAPHICAL

O OTHER{SPECIFY]

S . VOLUME

O FILE DRAWER(S]
• MICROFILM REEL[S}
Q COMPUTER TAFE(S)

NUMBER Q OTHEpJspEcryJ

1 0 . ANNUAL ACCUMULATION

•MICROFILM R E E L ( S )
KmhgR ° COMPUTER TAPE(S)

>/ gpcnry]
I I . FILE IS USED

D DAILY O MONTHLY

**• . FILir'BECOMeS INACTIVE AFTER

mnfmr a uamilai XYEAR(S)

13. CURRENT LOCATlON(S) (BLD6. .FLOOR.ROOM)
L.L.G. TREASURY BLDG - RM- Rdf?
ANNAPOLIS 21401

1 4 . IS RECORD SERIES DUPLICATED ELSEVHERCt
I IP W S . SPKCIPT /.aeKCY OR OPPICS)

1 5 . ACCESS RESTRICTIONS O YES ^ N O
C IP YKS. CITB LAV(S) * RJCauLAT I ON ( S )

! « . AUDIT REQUIREMENTS

O NONE V. STATE O FEDERAL ° INDEPENDENT

1 7 . IS AN INDEX SYSTEM
•RIKTLY AKS DKSCRI

» ( I P VKS.KXPLAIN
AKT KAftomAXc/sOPTVARX)

O YES NO

!«. RECOMMENDED RETENTION A / rf . .

S.^PUS AND TITLE OF
ns. Dee Stockett

Supervisor Data Operations, GAD

2 0 . TELEPHONE NUMBER

974-2180

2 1 . DATE

--May 30, 1990

DCS 330-4 (REVISED 2/«7)



INSTRtJCTI CMS --TYPE OR PBIVT A
SEPARATE FORM FOR EACH NEW OR
REVISES* RECORD SERIES. FORWARD
WITH RECORDS RETENTION SOCDULK
(DCS ISO-!)

1̂ 1. DEPARTMENT/AGENCY
^COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX 271

JESSUP. MARYLAND 207*4

2. DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS iNVENTOh

PACK 10' OF 7 ^

3. IWIT F;oA7oci^-

DEFINITION-RECORD SERIES-* a R O O F O F ««-*TKO RKCORDS NORMALLY PtUCO AMO USSD AS A UNIT FO*
my«.*mor AM W U A* urnwrioH AMP DISPOSITION wwyoig« •

4 . RECORD SERIES TITLE 3-m/u MX <j-*beruir$

I f . RECORD SERIES DESCRIPTION j " * I * ' r l - T D«SCRIS«; THK TYFK« OF" INFORMATtON/OOCUMKNTS/FORMS FOUND
I N THE SERIES. / INCLUDK TNK PURPOSE' ON FUNCTION OF TH« ISITtl

%djZup&)* PHM1& Sc^^uJgr

j 7. RECORD SERIES FORUAT(S)

• O LETTER SIZE • MICROFILM

V L E G A L SI2E Q COMPUTER TAPE

^BOUND BOOK • FLOPPY DISK

^RuDIO TAPE D VIDEO TAPE

a OTHER(SPECIFY)

• . RECORD SERIES SEQUENCE

O ALPHABETICAL

"^PCNUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

11 • FILE IS USED ^jgft/ZUJ
O DAILY O WEEKLY O MONTHLY

13. CURRENT LOCATION(S) (ELDS. .FLOOR.ROOM)
L.L.G. TREASURY BLDG - RM- Q() C*
ANNAPOLIS 21401

tS. ACCESS RESTRICTIONS O YES ̂ 4*°
(IP TKS. CITC LAV[|] * RKOULATION(S)

17. IS AN INDEX SYSTEM USEDT ( fr TKS.KXPLAfN
•RIKPLT AKO DKSCRIBX ANY KAROBAJtc/sOFTWARJC)

O YES N^NO

>*i^r^ME AND TITLE OF PREPARER

Ms. Dee Stockect

Supervisor Data Operations, GAD

t. VOLUME
O FILE DRAWER(S)
• MICROFILM REEL(S)
O COMPUTER TAFEfS)

NUMBER o O T H E R{ Sp E C | r YJ

10. ANNUAL ACCUMULATION

)L -BftX ° rIUE DRAWERtsJ
Z0* n O MICROFILM REEL(S)

NbUhgH O COMPUTER TAPE(S)
^VnTMrDfccrntvi12* F1[UK3BECOMES INACTIVE AFTER

,; :ir O MONTH(S) yA^YEARCS)
• PTOMBWT

14. IS RECORD SERIES DUPLICATED ELSEWHERST
(IF TES, IKCIFT AOEKCT ON OFFICS)

I«. AUDIT REQUIREMENTS

O NONB BL STATE O FEDERAL O INDEPENOENT

I«. RECOMMENDED RETENTION y. ...

20. TELEPHONE NUMBER

974-2180

21. DATE

May 30, 1990

DCS S30-4 (REVISED 2/«7)



INSTRUCT IONS--TYPE OR MINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS S30-1)

j^^ DEPARTMENT/AGENCY
^COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7S WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 207t4

2. DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENTO

PACE */ OF "7(*

3. UNIT f/VPrtoC\frL -

DEFINITION-RECORD SERIES-* a > t O U f i O r « " « O K W M i NORMALLY P1LKO AMD USKD AS A UNIT FOR
WWCMgiCK AS WKLL AS RKTKNTtON ANO DUPOtlTIBW W « M « g l • _

4 . RECORD SERIES TITLE STfrlLS 193' ^5>eJLi&-$

9. RECORD SERIES DESCRIPTION j " * I K F 1 - T DMCHI • « " TKK TY1«*» OF" IHPOnUTION/DOCVHENTf/FOWfl FOUND
•tM THE SERIES. . INCLUDK TMK PURPOIB OH FUNCTION OF TMK I I R I I I

frllbCfrVDU of e»CU*n ^"RA-vicrS

7. RECORD SERIES FORMAT(S)

O LETTER SIZE ° MICROFILM

P'LEGAL SIZE O COMPUTER TAPE

BOOK D FLOPPY DISK

)IO TAPE • VIDEO TAPE

a OT*ER(SPECIFY)

• . RECORD SERIES SEQUENCE

• ALPHABETICAL

^P^NUkCRICAL

O CKRONOLOGICAl.

. • GEOGRAPHICAL

D OTHER(SPECIFY]

*. VOLUME

NUMBER

O FILE DRAWER(S)
• MICROFILM RCEL[S)
Q COMPUTER TAPE(S}
D OTHER (SPECIFY)

10. ANNUAL ACCUMULATION

D FILE DRAVER(S)
D MICROFILM REEL(S)

NbUhg* D COMPUTER TAPE(S)

oX

•nf earr 11

i t . FILE IS USED

O DAILY
1em.ii/

O MONTHLY

* FILE "BECOMES INACTIVE AFTER

rj^. OMONTHIS) )1YEAR(S)

13. CURRENT LOCATION(S) (BLDC. .FLOOR.
L.L.G. TREASURY BLDG - RM- 2.bS
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEWHEREf

{ I F mcs, I K C I F T AOENCT OK OFFICE)

H
IS. ACCESS RESTRICTIONS

( IF m , CITS LAV(S)
a YES y(jK>

COULATIOH(S)
I C . AUDIT RECJUUtEMENTS

O NONE ^ S T A T E O FEDERAL O INDEPENDENT

1 7 . I S AN INDEX SYSTEM

MIWLY AKS DMCRI

°«s\

't ( IF TKfl.U7LAtN

ANT KAJtOBAKc/sOFTVAMC)

NO

- I S . RECOMMENDED RETENTION . ^n^lJf

I kuoZTc™ffi*°** -Mini*) m i ™* ̂

t t .^PUK AND TITLE OF
Ms. Dee Stockett

Supervisor Data Operations, GAD

S O . TELEPHONE NUMBER

974-2180

2 1 . DATS

May 30, 1990

DCS 330-4 (REVISED Z/S7)



INSTRKT I QMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH KEY OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION S O d X U
(DCS S30-I)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207S4

AGENCY RECORDS INVENTS

PACE % . - %

•

. DEPARTMENT/AGENCY
COMPTROLLER OF TREASURY

2. DIVISION
GENERAL ACCOUNTING DIVISION

J. UNIT fiKAHClto--

DEFINITION-RECORD S E R I E S - * a i t O * J * O r « L A T S D RECORDS NORMALLY* FILED AND U U O AS A UNIT FOR
W W H g W a i AS WOi. AS RETENTION AWO D U P C t l T I C W >UI>FO«gl •

4. RECORD SERIES TITUC j5-r^-S fr36-t*3t '<«)Pbltr

j 9. RECORD SERIES DESCRIPTION | " * I I C r u T B « « « U B TWC TYPES OP" INPORUATION/DOCUMKNTS/PORMS POUND
•IN THE SERIES. / INCL.UOK TKK PURPOSE OR rONCTION OP THK BSfTIC:

Cl^/A) Cr s-ma^ ̂  r^r^' t Vs^m. -6>ofc)

I

7. RECORD SERIES FORMAT(SJ

• LETTER SIZE • MICROFILM

O I FCAL SIZE O COMPUTER TAPE

.BOUND BOOK D FLOPPY DISK

»IO TAPE ° VIDEO TAPE

^ OTVER{SPECIFY)

•. RECORD SERIES SEQUENCE

Q ALPHABETICAL

^< NUMERICAL

O CHRONOLOGICAL

. Q GEOGRAPHICAL

D OTHER(SPECIFY]

a. VOLUME

O FILE DRAVER(S)
B MICROFILM REEL(S)
Q COMPUTER TAPE(S)

HU*""S* O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
Q MICROFILM REEL(S)

KbUhg* ° COMPUTER TAPE(S)

J-'Bo^

ii. FILE IS USED j/gtyZH/
a DAILY " r

IX.

O MONTHLY :flr*irt.
F1LS BECOMES INACTIVE AFTER

O MONTH(S) • YEAR(SJ

13. CURRENT LOCATION(S) (BLDC. .FLOOR.ROOM)
L.L.G. TREASURY BLDG - RM- fy C^
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlP TES, tKCIPT AOEKCY OR OPPICs)

is . ACCESS RESTRICTIONS O YES ^ N O
C IF TKS. CITK LAV(S) A RJBauLATIOM(s)

If. AUDIT REQUIREMENTS

O NONE ^STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( f r TZS.EXPLAIN
BRIEFLY AKO DUCXIU ANY HARDBAKC/SOFTWARE) I IS. RECOMMENDED RETENTION

O YES y NO &1>rrir

l l ^ t W AND TITLE OF
Ms. Dee Stockett

Supervisor Data Operations, GAD

21. DATS

May 30, 1990

DCS 330-4 (REVISED 2/«7)



INSTRKTrCnS-'TYPg OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDUL,

(DCS 130-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD

P.O. BOX 27S

JESSUP, MARYLAND 207f4

AGENCY RECORDS INVENT

PACK S.-7&
f , DCPARTMENT/AGENCT

COMPTROLLER OF TREASURY
2 . DIVISION

GENERAL ACCOUNTING DIVISION
3. l«ITf/A)ATOC/Ac-£fc^/£

DEFINITION-RECORD SERIES-* aKOV* O F « " T O **«>RD« NOlBUU.y P |
w w i g M o t A « WKU. AM nmmomoH ANO D I «

ANO USKD AS A UNIT rOR
IT tew wn»i»oae« • _^ f = RECORD SERIES TITLE

57703 ffaftirs-
S . EARLIEST YEAR/LATEST YEA*

/47Q TO Meitnu
I « . RECORD SERIES DESCRIPTION | " W I I C J r U r »««C«|-»k 1XK TY1»CS Or INPOnUTION/DOCUWNTSyFOMM FOUND

*>{* THE SERIES. ' . INCLUDK TKC PURFOSC OH FUNCTION OF TMK »KK1

7 . RECORD SERIES FORMAT(S]

O LETTER SIZE O MICROFILM

O LEGAL SIZE • COMPUTER TAPE

^ f e o t J N D BOOK Q FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

jk OT>£R( SPECIFY]

• . RECORD SERIES SEQUENCE

O ALPHABETICAL

^ G ^ » C R I C A L

O CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY]

t . VOLUME

FILE DRAWER(S]
O MICROFILM REEL(S)
O COMPUTER TAPEJSJ

Hvm>>K* a OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION

JB"F1LE DRAWER(S)
^ 3 D MICROFILM REEL(S)

KOMhtJt D COMPUTER TAPE(S)
D OTHFPfCTcrirv]

I t . FILE IS USED

O DAILY O MONTHLY

1 2 . :-_TILK BECOMES INACTIVE AFTER
jljSJgfV- O ftCNTH(S) O YEAR(S)

1 3 . CURRENT LOCATION(S) (

L.L.G. TREASURY BLDG
ANNAPOLIS 21401

. .FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET

I IF vcs , srrcpjnr AOEKCT OR OFFICS)

I S .

( I P

: RESTR1CTK
. CITS LAV(S) *

O YES -«*NO
raULATION(s)

I t . AUDIT REQUIREMENTS

0 NONE y^STATK O FEDERAL O INDEPENDENT

1 7 . I S AN INDEX SYSTEM
BRIKFL.T AKS DUCXI

* ( f P VKS.KXPLAIM
ANT KAJtOWAJUC/*

I S . RETENTION

O YES Jt^liN O

S . NAME AND TITLE OP

I s . Dee StockeCt
upervisor Data Operations, GAD

X I . DATS

May 3 0 , 1990

DGS 330-4 (REVI */«7)



INSTRVCTICMS--TTPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION S O C D U U
(DCS SSO-I)

I^K DEPARTMENT/AGENCY
^^COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 207*4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENTO

PACE '/t> OF 7 £

3 . UNIT F / M ' » V 3 « - I KVV.

DEFINITION-RECORD SERIES-* O H O t l F O r «*LAT«D RKCORDS NORMALLY FILED ANO UICD AS A UNIT FOR
l*M.PKKOtCM AM Wgl-t. AM nmwTIQW AWB DUPOIlTtOM »trm»oag« •

4 . RECORD SERIES T1TUC * STJ^/LS tflO'l

9. RECORD SERIES DESCRIPTION | " * I K r u T DMCJt I W TWC T»*KS! Or INPORUATION/DOCU*KNTS/rORMS POUNO
•IN THE SERIES. / INCLUOK TW rURPOIB OH FUNCTION OF THK SKITICi

7 . RECORD SERIES FORMAT(Sj

J • LETTER SIZE • MICROFILM

y LEGAL SIZE Q COMPUTER TAPS

^BOCJND BOOK O FLOPPY DISK

^ L l D I O TAPE • VIDEO TAPE

a OTHER(SPECIFY)

9. RECORD SERIES SEQUENCE

a ALPHABETICAL

"7^Hl*CRICAL

O CHRONOLOGICAL

. O GEOGRAPHICAL

D OTHER(SPECIFY]

*. VOLUME
Q FILE DRAWER(S)
• MICROFILM REEL(S)
O. COMPUTER TAPE(S)

HWaB* O OTHER [SPECIFY]

10. ANNUAL ACCUMULATION
O FILE DRAVER(S)
O MICROFILM REEL(S)

hbUkElk ° COMPUTER TAPE(S)
D ftrvi^pf ̂ ppr t g*y}

II FILE IS USED
Q DAILY O WEEKLY O MONTHLY

'** FILE-BECOMES INACTIVE AFTER

j^i— ° **»mi(sj >CYEAR(SJ

tS. CURRENT LOCATION(S) (BLDC. .FLOOR,
L.L.G. TREASURY BLDG - RM-
ANNAPOLIS 21401

J 14. IS RECORD SERIES DUPLICATED ELSEWHEREf
fir res, iKcimr AOEKCY OR OFFICK)
a YES *£NO

IS. ACCESS RESTRICTIONS O YES % NO
(IP YKS( CtTK LA»(>) * ItXaULATlON(s)

K. AUDIT REQUIREMENTS

° NONE M STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( ir TKS.KXTLAIN
•RIKFLY AKB OKSCRIBX AKY KARDKAXK/somrAJts)

a YES I NO

IS. RECOMMENDED RETENTION

Jem/Ju >u b&eiot^ cuuevr FISCAL <J&b\
77+S-X3 TZ-AasPe*- ~n -STrtB 'Zeu*** CeMx*.

I S . ^ ^ C AND TITLE OF
Is. Dee Stockett
Supervisor Data Operations, GAD

2O. TELEPHONE NUMBER

974-2180

21. DATS

May 3(3, 1990

DCS 350-4 (REVISED 2/S7)



INSTRUCT I OTIS-.TYT»g OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDUU
(DCS SSO-I)

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAO
P.O. BOX 27S

JESSUP. MARYLAND 207*4

AGENCY RECORDS INVE.N1

PACE JL-26.
f , DCFARTMENT/AGENCY

COMPTROLLER OF TREASURY
2. DIVISION

GENERAL ACCOUNTING DIVISION
J. UNIT F/tofiUCik)

DEFINITION-RECORD SERIES-* a f t O U F O r «LATWB KCCOKOS NORMALLY FILJCD AND USED AS A UNIT FOH
* * »**-L A» HKTKMTIOH AWO DltrOItTieW fUWFflgl

j 4 . RECORD SERIES TITLE Jf/jifo SyiT£nt COLTIIOL iftiPOt-TS | « . EARLIEST-YEAR/LATEST YTA;

I « . RECORD CRIES DESCRIPTION (">tl*|ri-T M * « t W T « TrFKS OF" INFOKMATION/DOCUaKMTS/FOKMS FOUND
*IN THE SERIES. ' . INCLUOC TKC FURFOSC O« FUNCTION OF TMK *XX1

I 7. RECORD SERIES FORMAT(SJ

> a LETTER SI2E D MICROFILM

a LEGAL SIZE O COMPUTER TAPE

^fcpOUND BOOK a FLOPPY DISK

Q AUDIO TAPE O VIDEO TAPS

« OTHER(SPECIFY)

«. RECORD SERIES SEQUENCE

O ALPHABETICAL

^NUhCRICAL

D CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

0. VOLUME

• FILE DRA«ER(S)
• MICROFILM REEL(S)
O COMPUTER TAPEfSj

N U M B E* o OTHER!SPECirr)

10. ANNUAL ACCUMULATION
a FILE DRAVER(S)
O MICROFILM REEL(S]

wbMhIJt ° COMPUTER TAPE(S)
D ornFPf cecrirvl

II. FILE IS USED

O DAILY

I2»

O MONTHLY "f CCOMES INACTIVE AFTER
O MONTHfSj ^ C Y E A R { « J

13. CURRENT LOCATION(S) (BLDC. .FLOOR.ROOM)
L.L.G. TREASURY BLDG _- RM- £0$'
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEWHEREf
llF TK1, fPCCIPY A8EKCT OR OFFICs)

I S . l"
/"'-«!>«

(IF

RESTRICTIONS Q YES ^ N O
.'CITS U » ( f ] • RXatlLATION(s)

Iff. AUDIT REQUIREMENTS

O NONE ^ S T A T C O FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM
BRISTLY AKB DI1CHI

Q YES A
't ( I F YCS.KXTLAIM
AKY MAJIomAJtK/sOFTWAme)

NO

I !•• RECOMMENDED RETENTION

LATCH,-nbfu 'h£^7TU</.

•. NAME AND TITLE OF
Ms. Dee Stockett
Supervisor Data Operations, GAD

2 1 . D A T S _•• ...

May 30, 1990

DCS 330-4 (REVI */«7)



INSTRDCT ICTtS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NET Oil
RCVISES RECORD SERIES.
WITH RECORDS RETENTION
(DCS 130-1 J

co:

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 27S

JESSUP. MARYLAND 2 0 7 t 4

AGENCY RECORDS INVENT

PACE J^W2£
DEPARTMENT/AGENCY

COMPTROLLER OF TREASURY
2. DIVISION

GENERAL ACCOUNTING DIVISION
3. LNIT -fiupVOClAL

\
1

DEFINITION-RECORD SERIES

4 . RECORD SERIES T1TUC

•

IHCPCJtl
• •

UP OP
ate* AI

ALL

UCLATXO RKCONOS

• m i AS nrmrr

*

NORMALLY PILES
ION AND Df«F*O«
Ci>S

AMO U K O AS A UNIT POM

f . EARtJEST YEAR/LATEST
. , TO

YEA*

I « . RECORD SERIES DESCRIPTION { M t K n . r DCSCJtIBK TKX TYPES
IN THE SERIES.

OF" INPOnUTION/DOCUMBNTI/raWS FOCMO
INCLUOC TKK PURPOSE OR FUNCTION OF TXK tKm

D^ltt/

I

7. RECORD SERIES FORKAT(S]

I a LETTER SI2S O MICROFILM

Q LEGAL SIZE O COMPUTER TAPE

BOOK O FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPS

-V OTHERJ SPEC IFY J

9. RECORD SERIES SEQUENCE

O ALPHABETICAL

.^f&ACRICAL

O CHRONOLOGICAL

. O GEOGRAPHICAL

a OTHER(SPECirrj

• . IS"

fl. VOLUME
\-00% O FILE DRAVER(S)
U>tJte"#ty • MICROFILM REEL(S)

D COMPUTER TAPE(S)
K D = S E F^OTHER(SPECIFYJ

1 0 . ANNUAL ACCUMULATION
P ^ O - B ^ E S n FILE DRA*ER(S)
BUlXitttH/ ° MICROFILM REEL(S)

NbMkglt a COMPUTER TAPE(S)
• f̂f eTnrp(«:pcrtry]

I I . FILE IS USES
>^BA1LY O MONTHLY

IXi' FILE BECOMES INACTIVE AFTER

J2— O MCNTH(S) ^<YEAR[«J

IS. CURRENT LOCATION(S) (BLOC. .FLOOR.ROOM)
L.L.G. TREASURY BLDG - RM- £0 S"
ANNAPOLIS 21401

1 4 . 18 RECORD SERIES DUPLICATES ELSEIHERE9
J l F YKS. SPKCIFY AOEKCY OH OrFICs)

I S . ACCESS RESTRICTIONS O YES ^ X L N O
(IP YKS, CITS U » ( l ) * RKaULATION(s)

I S . AUDIT REOUUSMENTS

° NONE ^fl STATE O FEDERAL O INCEPENDENT

1 7 . IS AN INDEX SYSTEM USEST ( | r YKS.KXPLAIN
BRIEFLY AKO O H C X I U AMT MJUtDWJUt*/MOrTKA.**) t s . RETENTION

°«S X N O

a*. r iKjwui ra.itni JU*

». NAME AND TITLE OF

i s . Dee Stockett
Supervisor Data Operations, GAD

2 1 . DATS ..—.-;_

May 3 0 , 1990

DCS SSO-4 (REV1 2/«7)



INSTRUCT fONS- -TYPE OR POIvr A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION S O O U U
(DOS 8 3 0 - 1 )

I f . DEPARTMENT/AGENCY
^^COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P . O . BOX 271

JESSUP. MARYLAND 2Q7i4

2 . DIVISION

GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVE.NTOK

PA« J3_ or "2&
3. UNITf/VfrVCin^

DEFINITION-RECORD S E R I E S - * a i t O U 1 * O r «*LATSO MCCORDS NORMAU.V PILJED AND UtID AS A UNIT FOR
C AS IKU. AS miKKTIOW AKO D U W t l T i e W W n i M g t l • _

4 . RECORD SERIES TITUC

toumvi ^vpbcr
i • . RECORD SERIES DESCRIPTION (MIKFLT O H U I I I TKI

•IN THE SERIES. ' /
TYPKS Or INPORUATION/QOCUIKNTS/FORMV FOUND
INCLUOC TKK PUMOIE. ON FUNCTION Or TMK U n c :

\ 7. RECORD SERIES FORMAT(S)

W'LETTER SIZE • MICROFILM

O I FCAL SIZE O COMPUTER TAPS

'BOUND BOOK a FLOPPY DISK

>IO TAPE O VIDEO TAPS

O OTHER(SPECIFY)

9. RECORD SERIES SEQUENCE

0 ALPHABETICAL

D NUCRICAL

O CHRONOLOGICAL

. Q GEOGRAPHICAL

D OTHER(SPECIFY)

». VOLLftC

• FILE DRAWER(S)
• MICROFILM REEL(S]
O COMPUTER TAPE(S)

HUHaK* a OTHER{SPECIFY)

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)
• MICROFILM REEL(S)

fcUUhg*' D COMPUTER TAPE(S)

I I . FILE IS USED ygfrfHstJ
O DAILY O WEEKLY

12

O MONTHLY

yiLS^BECOMES INACTIVE AFTER
O MONTH(S) O YEAR(S)

IS. CURRENT LOCATICN(S) (BLDC. .FLOOR.ROOM)
L.L.G. TREASURY BLDG _- RM-
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEWHERET
IIF YES, SPECIFY AOeXCY OH OFFICs)

\fffbsbin. - / \ J *^Tii> iv)<vTivJ6' ^>TV»-TE; AfeeiotV

IS. O YES V\NO
(IP YZS. CITK LAW(s) * RKaULATIOt«( S)

RESTRICTIONS If. AUDIT REQUIREMENTS

D NONE 5CSTATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM
BRIKFLY AKO DBSCJtl

( I F VKS.K)O>UAIIt
ANY HAKDBAJUt/sorTVAKX)

IS.

OYES ^ NO

i». - RECOMMENDED RETENTION

I»^HUC AND TITLE OF
Ms. Dee Stockett

Supervisor-Data Operations, GAD

20. TELEPHONE NUMBER

974-2180

21. DATS

May 30, 1990

DCS 330-4 (REV! */«7)



INSTRUCT 1 CMS--TYT«e OR POInff M.
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH SECOfinS RE-TENT IOW cu-viPDf It ̂
(DCS S S O - I J

1 ^ ^ DCFARTMENT/AGENCY
^COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 20714

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVE.NTOF

DEFINITION •RECORD S E R I E S - * O I * O U * O F *«-*TXO RKCOR0S NORMALLY riLJCO AMD USKD AS A UNIT FOIl
C A» WBTLJ. A» MtTKWTlOW AKO D I I P O H T i e W > U B M » g l •

4 . RECORD SERIES T1TUC 'GftfrPtiU fyMPWW1 ĝPUA-TS

« . RECORD SERIES DESCRIPTION | " W I I t l a - r O«»CIII««- TMK TYPKS OF" IKPORUATION/DOCVIKNTI/rania FOUND
INCLUDC TMK PUKPOIE M FUNCTION OF TUB l i n t :

6 ) t f jm'rVi

!

7. RECORD SERIES FORMAT(S)

• LETTER SIZE ° MICROTILM

• I FC^L SIZE O COMFVTER TAPE

^ ^ O C N D BOOK O FLOPPY DISK

^^UDIO TAPE Q VIDEO TAPS

)*( O7>SR( SPEC IFY J

a WEEKLY

, RECORD SERIES SEQUENCE

• ALPHABETICAL

^•^A*CRICAL

O CHRONOLOGICAI.

• GEOGRAPHICAL

O OTHER(SPECIFY)

t. VOLUME

° FILE DRAVER(S)
• MICROFILM REEL(S)
O COMPUTER TAPE(S)

H U M 8 B " D OTHER{SPECIFY)

10. AM4UAL ACCUMULATION
O FILE DRAWER(S)

& • MICROFILM REEL(S)
wLMkg* O COMPUTER TAPE(S)

S-ito
O OTHEHf <pcr i rvi

I t . FIUE IS USED
O DAILY O M0NTM.Y

1 2 . FILE BECOMES INACTIVE AFTER

"feg.ru •. O MONTH(S) O YEAR(S)

I3.-CURRENT LOCATICN(S) {

L.L.G. TREASURY BLDG
ANNAPOLIS 21401

.FLOOR.RCCH)

RM- $bS
14. IS RECORD SERIES DUPLICATED ELSEWICRET

I IP TKU, IPECIFV AOEKCT OK OFFICE)

* •

IS . ATrrVi RESTRICTIONS
( I F VKS, CITK U V ( I ) A

O YES J^HO
CaULATtON(s)

I S . AUDIT REQUIREMENTS

O NONE J^ STATE O FEDERAL ° INDEPENDENT

1 7 . IS AN INDEX SYSTEM
•RIKFUY AKO DKICHI

T ( I F VKS.KXPLAIN
AKT HAKDBAItc/sOPTWAItK)

a YES ^L N O

!•• RECOMMENDED RETENTION / \ /«&*}

taJ^piME AND TITLE OF
Ms. Dee Stockett

Supervisor Data Operations, GAD

21. DATS

May 30, 1990

DCS 530-4 (REVISED 2/«7)



INSTRUCT ICMS- -TYPE OR PRIMT A
SEPARATE FORM FOR CACH NEW OR
REVISED'RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SCHEDULS
(DCS I S O - I )

j l . DCFARTMENT/AGENCY
Wk COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

~ ' 727» WATERLOO ROAD
P . O . BOX 2 7 1

JESSUP, MARYLAND 2 0 7 9 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENTO

PACS A S OF J(*

j . UNIT F/KftVCM^

DEFINITION-RECORD S E R I E S - * O * ° « P Or KKLATKD RKCOROS NORMALLY PILKD AND VSKD AS A UNIT FOR
C AM 1KU. AS MLiaNTION ANO DIIPO«IT»CW p m i M U g l •

4 . RECORD SERIES T1TLX G>firf*Plfirfc$

| « . RECORD SERIES DESCRIPTION ( •RIKFLT DHCKIIC THE TYPCS OP"
HM THE SERIES.

INPORUATtON/OOCUMKNTa/FORMS FOUND
INCLUDC TKK PUKTOfC (M FUNCTION OF TMK BSfTlK

1.

I 7 . RECORD SERIES FORMAT(S)

| O LETTER S I Z E O MICROTILM

y LECAL SIZE Q COMPUTER TAPS

^ B O L N D BOOK O FLOPPY D I S K

^ ^ U D I O TAPE • VIDEO TAPS

V OTKER(SPEC1FYJ

• . RECORD SERIES SEQUENCE

a ALPHABETICAL

Q NUhCRICAL

O CHRONOLOGICAL

Q GEOGRAPHICAL

Jp'oTHER [ SPEC I FY J

B. VOLUME
• FILE DRAWER(S)
• MICROFILM REEL(S)
O COMPUTER TAPE(S)

10 . ANNUAL ACCUMULATION

A ~ S > V ° r l L E ORA*ER(SJ
O t ~ P 0 r - S > D MICROFILM REEL(S)

kUWkgK ° COMPUTER TAPE(S)
• -froTHFDl<;pprirv|

I t . FILK is USED ^ ju yseTpu^r/ yemi'*-/
O DAILY O WEEKLY O MONTHLY

12 FJjLE BECOftCS INACTIVE AFTER

D MONTH(S) ^ ^ T E A R ( S )

1 3 . CURRENT LOCATION(S> (

L.L.G. TREASURY BLDG - RM- £()£
ANNAPOLIS 21401

J 14. IS RECORD SERIES DUPLICATED ELSEWHEREf

I IF VCS,. BPKCIFY /.OEKCT OR OFFICs)

VaTiAov??- °i jo* o^&noATiviL. ST*v7fe A - ^ V J C /

1 5 . ACCFSS RESTRICTIONS
( I F YZS,-CITK LAV(S) *

a YKS ~if tto
CauLATION(s)

Iff. AUDIT REQUIREMENTS

o NONS ESTATE a FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM

BRIKPLY AKS D U C K I
V (IP YKS.EXPLAIN
ANY HAMBWAMmJ SOFTWARE )

a YESX NO

I*. RECCftXENDED RETENTION /

*.^P*« AND TITLK OF PREPARER

Ms. Dee Stockett

upervisor Data Operations" GAD

21. DATS

May 30, 1990

DCS 330-4 (REV1 */»7)



INSTRUCT I CMS.--TYPC OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORXARD
WITH RECORDS RETENTION SCHEDULE
(DCS U O - I J

DEPARTMENT Or GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P . O . BOX 271

JESSUP, MARYLAND 2 0 7 f 4

AGENCY RECORDS INVENT*

PACK Ikcr7i.

f , DEFARTMENT/AGENCT
COMPTROLLER OF TREASURY

2 . DIVISION
GENERAL ACCOUNTING DIVISION

3. UNIT

DEFINITION-RECORD SERIES*A aitout* or MLATSO CCOROS N O n U U Y PILCD AND VKO AS A UNIT TO*
KKTXNTIOW *WO DltPCtlTrOW »tm*Qgg« ; _

r«' . RECORD SERIES TITUC

/C PrMtt^L.'
f . EARLIEST YEAR/LATEST YEAF

^ / ^ TO ffi.tZgio,

I • . RECORD
rRIES OeSCRIPTlON |"*IIC*ri-T OKSexlBC TkS TYFCS Or INrOfaiATION/DOCUMeNTS/POftMS rOCNO

1j« THE SERIES. ' . tNCLUOC TMK PURPOSE OH FUNCTION Of TMK BKIT1

tbmfuiw- ̂ ^DjLn

j 7. RECORD SERIES FORMAT(S)
I

' O LETTER SIZE O MICROFILM

• LEGAL SIZE O COMFUTER TAPS

BOOK • FLOPPY DISK

• AUDIO TAPE B VIDEO TAPS

>^OTHER( SPEC IFY JYh UXOPlUhf

«. RECORD SERIES SEQUENCE

O ALPHABETICAL

-<JM*CRICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

t . VOLLftC

f£&&> . ° M I C R o r ' L M REEL{S)
TffVfnUfff'a COMPUTER TAPE(S)

HUMBK"-^OTHER(SPECIFTJ

1 0 . AISNUAL ACCUMULATION

I 000 ° FILE DRAWER(S)
J ?&(>&> O MICROFILM REEL(S]

hlAikEh' a COMPUTER TAPE(S)

II. FILE IS USED
O DAILY O MONTHLY

IX* ILK BECOMES INACTIVE AFTER
O MONTH(S) O YEAR(S)

IS. CURRENT LOCATION(S) (
L.L.G. TREASURY BLDG _- RM- Df\<^
ANNAPOLIS 21401 ^ ( A ^

14. IS RECORD SERIES DUPLICATED ELSEVHERET
Itr YKSY trrciPY /.aexcr oir OFPICK)

15.
I IF

RESTRICT!'
, • CITS UAW(M) *

a YSS B"NO
RXauLAT f ON ( S )

IS. AUDIT REQUUSMENTS

O NONS ^B^STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM
BRIKFLT AKB DUCXI

a YES

» ( IF VKSfK^UUM
ANY MAJtomAJts/sO: I*. RETENTION

*. NAME AND TITLE OF
Is. Dee Stockett

Supervisor. Data Operations, GAD

21. DATS .

May 30, 1990

DCS 330-4 (REV1 »/«7)



INSTFHJCTICMS--TYFS OR M I N T A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORXARD
»fTM W O S M wr-rs-fcrrieM a w m - a n ^
(DCS U O - I J

^ ^ . DCPARTMENT/AGENCY
^ COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 VATERLOO ROAD
P.O. BOX 271

JESSVP. MARYLAND 2 0 7 t 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENT

PACE J^7 or 2 £

, . UNIT fte(T- Au i i i - r

DEFINITION-RECORD SERIES-* a i t e u * ° * MCLATKO RXCORDS NORMALLY F1LJCD AND USKD AS A UNIT FOH
BKWWOiat AM MKt-U AM MTPfrlOW AWO DIlPOtiTtOW »tmWlllEl

4 . RECORD SERIES TITUt G>-&h X-/6

| « . RECORD SERIES DESCRIPTION (MIIFLT OKSCXISS TKS
tM THE SERIES. '

TV1>KS OP" INPORMATteN/DOCU««NTS/FOIIMS FOUND
INCLUDK TUm PURPOSC OH rONCTION OF TMK «C»M

7Z> mft-r̂ ^ 4 e « ' » s - r T 2 A « ^ n ^ L

I 7. RECORD SERIES FOKMAT(S]

| O LETTER SIZE ° MICROFILM

• LEGAL SIZE • COMPUTER TAPS

^^bousiD BOOK O FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPS

P OTHER(SPEC1FYJ

• . RECORD SERIES SEQUENCE

• ALPHABETICAL

/eMa*CRICAL

O CHRONOLOGICAL

. D GEOGRAPHICAL

O OTHER(SPEC1FYJ

t. VOLUME

A.
NUMBER

rILE DRA¥ER(S]
• MICROFILM REEL(SJ
• COMPUTER TAPE(S)
D OTHER{SPECIFY)

10. ANNUAL ACCUMULATION
-O-T"lLE DRAWER(Sj

^ ^ O MICROFILM REEL(S]
KbMhIJI ° COMPUTER TAPE(S)

D n r u r p x p c r t r y l
I t FILE IS USED

•^CDAIUY O MONTHLY

12. FILE BECOMES INACTIVE AFTER
O MONTH(S) ^O<^EAR(SJ

13. CURRENT LOCATION(S) (BL06. ,FLOOR.ROOM)
L.L.G. TREASURY BLDG - RM- Dn 3
ANNAPOLIS 21401 "

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
Eir vr*£,sprcsrY AOBKCT 01* erpicx}
* YES X N O _ _

IS, a YES K"o
(IP VKS, CITS LAW{SJ * KXOUVATIOK(S)

RESTRICTIONS St. AUDIT REQUUZEMENTS

a NONE E S T A T E O FEDERAL O INDEPENDENT

1 7 . IS AH INDEX SYSTEM
K I V L T AKD DUCHI

» ( I F YKS.KX^LAIM
ANT KAJtDBAJtK/sOFTVAXK )

O YES ) ^ N O

I S . HI I I M*U HI II l> RETENTION .

I S . NAME AND TITLE OP
Ms. Dee Stockett

Supervisor Data Operations, GAD

2f. DATE -»-~.

May 30, 1990

DCS 3S0-4 (REVISED 2/S7)



•1

INSTRUCT!CMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS S 3 0 - I )

I . DEPARTMENT/AGENCY
COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 1 WATERLOO ROAD
P . O . BOX 27»

JESSUP, MARYLAND 2 0 7 i 4

Z. DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVE.V

PACK tO orf(*

3. UNIT

Pfcg-- Aujiir
DEFINITION-RECORD SERIES'A OROUP Or RKLATKD

RSKIIENaC AS IKU.
RKCORDS m n u u f rturo ANO USKO AS A UNIT FOR

AS mrncwTiQM AND DiarostTusw W I I M K « _^~

'ST#KS £3 03/6 72srpoftr.f 4. RECORD SERIES TITLJC 1.- EARLIEST YEAR/LATEST YEA

19 & TO -fAes&s
I f< RECORD SERIES DESCRIPTION /•HIK*ri-T O«SCJII»«, TKK TYTKS Or INPORUATI ON/DOCUMENTS/FORMS FOUND

'IN THE SERIES. , INCLUDI TMC FURFOSB OR FUNCTION OF TMK MS FT.

7t> ^>^v/joTev)iftw6tr o& AixhiT,

7. RECORD SERIES FORMAT(S)

Q LETTER SIZS • MICROFILM

O LEGAL SIZE • COMPUTER TAPS

BOUND BOOK • FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

^ OTKER(SPECIFYJ

S. RECORD SERIES SEQUENCE

O ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

V OTHER(SPECIFY)

C5"

fl. VOLUME

/£&0 ' ° F I I - E DRA«ER{S)
fA-ttS^ O MICROFILM REELfS}

hi?!*-*/ a COMPUTER TAPE(SJ
HUttaB* JB*-aTHERlSPECIFY)

1 0 . ANNUAL ACCUMULATION
y~-£0Xf* ° FILE DRAWER(S)

/??£>., ° MICROFILM REELfS)
KbUhHt ° COMPUTER TAPE(S)

I I FILE IS USED

^ D A I L Y O VEEKLY O MONTHLY

»*• r i L E BECOMES INACTIVE AFTER

/ ^ ^MONTH(SJ °VEAR{*1

13. CURRENT LOCATION(S) (BLD6..
-^YTN. ^ 0 3.

14. IS RECORD SERIES DUPLICATED ELSEWHERET
IfF YES, SPrCIFY AOEKCY OR OFFICS)
a YES J^NO

IS. RESTRICTIONS O YES J*3*O
( I F YXS, et-nc L A « ( S ) * RKOULATIONCS)

If. AUDIT REQUIREMENTS

O NONE ̂  STATE O FEDERAL ° INDEPENDENT

17. IS AH INDEX SYSTEM USEDT (IF VXt.IXPUtIN
•RIKFLY AKO DUCRIU ANY HAROVARK/SOFTWARE;)

It.

O YES > \NO

RECOMMENDED RETENTION

I*VRAMC AND TITLJC OF PREPARER
Ms. Dee Stockett
Supervisor Data Operations, GAD

X I . DATS

May 30, 1990

DCS 330-4 (REVISED 2/«7)



• I

INSTRl^CTIOT(^--TYPe OR POINT M
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 9 5 0 - 1 )

1 . DEPARTMENT/AGENCY

COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727% WATERLOO ROAD
P . O . BOX 27S

JESSUP, MARYLAND 2 0 7 f 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVE.T

PA«72or/fc
3. UNIT

DEFINITION-RECORD S E R 1 E S - A a j t O * i t * O r IWLATKO RCCOR0S NORMALLY FILED AND UtCD AS A UNIT FOR
mrewatcK AM wwa. A» RKTTKNTION AMP D H W I T I B W WHWHKI _-•-.,.

"( 4 . RECORD SERIES TITLE fyTtfdL S A 3 O 3 ^ Q T rRe~P&R.T S . EARLIEST. YEAR/LATEST YEA

POUNOI t. RECORD SERIES DESCRIPTION #"*IIrrl-r DMCHIMC THK TYPKS OP INFORMATI ON/DOCUMENTS/FOKMS
•IN THE SERIES. . INCLUOK TKC PURfOSE OH PONCTION OF TMK SKK

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

O LEGAL SIZE O COMPUTER TAPS

BOUND BOOK O FLOPPY DISK

AUDIO TAPE a VIDEO TAPS

-^OTMtR{ SPEC IFY J

•

RECORD SERIES SEQUENCE

• ALPHABETICAL

Q NUMERICAL

"^SCCKRONOLOCICAL

• GEOCRAPHICAL

D OTHER(SPECIFY)

t . VOLUME

NUMBER

• FILE DRAWER(S)
• MICROFILM REEL(SJ
D COMPUTER TAPE(S)
O OTKER(SPECIFY)

1 0 . ANNUAL ACCUMULATION
• FILE DRAWER(S)
• MICROFILM REEL(S)

NuMhliH a COMPUTER TAPEJSJ
D fyn-nrp{ «;PCT-i»-yj

! f I * FILE IS USED

O DAILY O MONTHLY
r

12. FILE BECOMES INACTIVE AFTER
• MONTH(S) • YEAR(S)

13. CURRENT LOCATION(S) (BLDfi. .FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
JlF YKU, IPCCirr AOEKCY OR OFFICC)

IS. ACCESS RESTRICTIONS O YES ^ C N O
(IP YKS, eiTK LAV(S) * ftKQULAT I ON ( S)

K . AUDIT REQUIREMENTS

O NONE 1? STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM
BftfKFLY AKO DKSCRI

t (IF YK*.EXPLAIN
ANY KAROKAJIC/SOPTWAII I*. RECOMMENDED RETENTION

O YES X NO

tt^CAMEIS^PbME AND TITLE OF
Ms. Dee Stockett

Supervisor Data Operations, GAD

21. DATS

May 30, 1990

DCS 330-4 (REVISED 2/S7J



«

mSTRV>CTIQMS--TYPE OR PRIMT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES . FORWARD
WITH RECORDS RETENTION S O C D U U
(DCS 3 3 0 - 1 J

1 . DEPARTMENT/ACENCY
COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 3 WATERLOO ROAD
P . O . BOX 2 7 1

JESSUP, MARYLAND 2 0 7 3 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVEN1

P A C E ^ O F ^

3 . UNIT

fd?g-Aifbn-
DEFINITION-RECORD SERIES-"* flltOWP O r «1-*TKO WCCOKDS NORMALLY Ft LCD AMO UtXO AS A UNIT FOII

IWCHgHqt AS I 8 U AS HJmCMTtON AND DISPOSITION »U»WHet •

4 . RECORD SERIES TITtE S f P » S / A 3» 0 33>&' fR>gPO^T 3 . EARLIEST YEAR/LATEST YEA

I «. RECORD CRIES DESCRIPTION faM>KfPI>T O M C H I K T W TYTKS OF" (NPOIHtAT I ON/ DOCUMENTS/ FORMS FOCNO
'IN THE SERIES. . IHCLUOC THC PUWOfE O« FUNCTION OF THK SBF

7. RECORD SERIES FORMAT(S]

O LETTER SIZE O MICROFILM

O LEGAL S12E a COMPUTER TAPE

BOLND BOOK • FLOPPY DISK

AUDIO TAPE D VIDEO TAPS

)i OTHER( SPEC IFY J

€S

«. RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

^^CHRONOLOGICAL.

Q GEOGRAPHICAL

O OTHER(SPECIFY)

3 . VOLUME

(0{)->ft&eSa FILE DRAVER(SJ
}>/}jLiJ O MICROFILM REEL(S)

D COMPUTER TAPE(S]
HuuaKn J*-OTHER{SPECIFY]

1 0 . ANNUAL ACCLMULATION
y A ^ V ^ D TILE DRA*ER(SJ

r&jfy ° MICROFILM REEL(S)
•^K&nrtr ° COMPUTER TAPE(S)

W «J rrirvi
II FILE IS USED

DAILYy, O WEEKLY O MONTHLY

f
; 13. CURRENT LOCATION(S> (BUMS. .FLOOR. ROOM J

L,L, Q. Te.ep.sufLxj '^c'bt- /C00O03

lZ' FILE BECOMES INACTIVE AFTER

O MONTH(S) O YEAR(S)

14. IS RECORD SERIES DUPLICATED ELSEVHERST
(IF VCS( SPECIFY Aoorer oil OFFICK)
a YES XNO

I S . ACCESS RESTRICTIONS O YES ^ NO

C IF YXS. CITK LA*(sJ A IUCOULATION(s)

I C . AUDIT REQUIREMENTS

O NONE ^3sCjSTATE O FEDERAL O INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT [ f F YKS.EXTLJIIN
BRIKFLY AKD C K C H I U ANY HARDWAJte/sOFTWAItK J I t . RECOMMENDED RETENTION

Q YES N O

l » « 9 h M E AND TITLE OF PREPARER
Ms. Dee StocketC
Supervisor Data Operations, GAD

21. DATE

May 3(3, 1990

DCS 330-4 (REVISED 2/«7)



lNSTR**:TICMS--TYre OR PBINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RET^NTl^N SCWFDULK
(DCS 1 3 0 - 1 J

| ^ . DEPARTMENT/AGENCY
(•COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P . O . BOX 2 7 1

JESSUP, MARYLAND 2 0 7 S 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENTOf

PACE^/oF 7GT

3 . UNIT

DEFINITION-RECORD SERIES-A OKOUP o r IUC1-*TSO K C O n o i NORMALLV FILED AKO USES AS A UNIT FOR
WgU. KM MTTKNTION ANO D I l p e t l T i e W ftI»POgg« •__

TTRECORD SERIES TITLJC S T ^ ' R S Q 3 O 4 - 9 3 •*<£90(^r EARLJESrjrEAR/LATEST YEAR

M%tf TO ftgsgtor
I • . RECORD SERIES DESCRIPTION (MIK n.r OIICXIU TKB TYPES OF- INFORMATION/D^CUMENTS/FORM* FOUND

'IN THE SERIES. / INCLUDE TKK FURFOSB OH FUNCTION OF TMK SKfTie

7. RECORD SERIES FORMATfSj

• LETTER SIZE O MICROFILM

O LEGAL SIZE O COMPUTER TAPE

O^BOUND BOOK O FLOPPY DISK

^PklJDIO TAPE • VIDEO TAPE

y, OTKER{SPEC1FY}

«. RECORD SERIES SEQUENCE

a ALPHABETICAL

Q NUhCRICAL

*^5^CHRONOLOC ICAL.

. O GEOGRAPHICAL

O OTHER(SPECIFY)

0. VOLl*C

)£>~PA£>eSa F ILE DRA«ER(S)

~bfillip ° MICROFILM REEL(S)
- ° COMPUTER TAPE(SJ

S I 5 ! = E r ^ O T K E R { SPECIFY)

1 0 . ANNUAL ACCUMULATION

2^0pL-s ° F I L E DRA*ER(S)
% & U ^ ° *"CRO''»-»« REEL(S)

KTrannr ° COMPUTER TAPE(S)

I I . Fl

^

IS USED

DAILY Q WEEKLY O MONTK.Y

1 2 • F I L E BECOMES INACTIVE AFTER

O MONTH(S) ^ Y E A R ( S )

13. CURRENT LOCATION(S} (

L.L.G. TREASURY BLDG
ANNAPOLIS 21401

. .FLOOR,ROOM)

RM- £&3
14. IS RECORD SERIES DUPLICATED ELSEWHEfST

tlF YE», SPCCIFT AOENCT OR OFFICE)
O YES ><NO

IS. ACCESS RESTRICTIONS
(IF VKS, CITS LA*(S) A

a YES 2*£NO

C O U L A T I O N C S )

I S . AUDIT REQUUtEMENTS

° NONE ^^aCSTATE O FEDERAL O INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( f r TKS.KJerLAIN
BRIKFLY AKS DKBCRIBJC AXY HAXOaAJCK/sOFTW.

a YES ;«C NO

IS. RECOMMENDED RETENTION ..,->•,

I ^ B A M E AND TITLE OF PREPARER

Ms. Dee Stockett

Supervisor Data Operations, GAD

21. DATE

May 30, 1990

DCS 330-4 (REVISED 2/«7)



IMSTRUCTICMS--TYT»E OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SOCDUUE
(DCS S 3 0 - I ]

^ J . DEPARTMENT/AGENCY
(^COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P . O . BOX 2 7 1

JESSUP, MARYLAND 2 0 7 t 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVE.NTO

PACE £jL OF 7 ^

3 . UNIT

DEFINITION-RECORD S E R I E S - * 9KOV* O r «LATKO RECORDS NOnULLV FILED AND USXD AS A UNIT FOR
C AS Wgl-L AM RETENTION AMP D i t P O f f T I C M WnWKUtt •

TTRicORD SERIES TITUC * 5^^i> ^SO^X'^^POfi-T S. EARLIEST YEAR/LATEST YEAR

I C. RECORD SERIES DESCRIPTION |B"I*K*-T OK«CJ»I« TMt TYPCS OF" INFORUATION/DOCUMENTS/FORMS FOUND
*N THE SERIES INCLUOK TKK PURfOlE OR FUNCTION OF THK BKiriE.

i

j 7. RECORD SERIES FORMAT(S)

! a LETTER SIZE O MICROFILM

O LEGAL SIZE • COMPUTER TAPE

° BOUO BOOK O FLOPPY DISK

^PUuDIO TAPE Q VIDEO TAPE

^\OTMER[ SPEC IFYJ

C&m̂ 7g/e m a t

• . RECORD SERIES SEQUENCS

O ALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

. O GEOGRAPHICAL

O OTHER(SPECIFY]

». VOLUME

30'Pfid^ a FILE DRA»ER(SJ
• MICROFILM REEL(S)

. Q COMPUTER TAPE(S)
^OTHER( SPECI FT J

D0l^
NUMBER

1 0 . ANNUAL ACCUMULATION

}J0 ° '•J1-*: DRAWERJSJ
fU.CUrt) • \ O MICROFILM REEL(S]

NUMhJgH ° COMPUTER TAPE(S)
O om&Risp

I I FILE IS USED

X DAILY O MONTHLY

1 2 . FILE"'BECOMES INACTIVE AFTER
^ g _ J»^OHTH(SJ OYEARISJ

13. CURRENT LOCATICN(S) (ELDC. .FLOOR.ROOM)
L.L.G. TREASURY BLDG _- RM-
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEWHERET
I IF YES, SPECIFY AOOfCY OR OFFICX)

a YES JBCNO

IS. ACCESS RESTRICTIONS O YES ^Kj*O
C«F TKSt CITS LAS(S) * RKOULATI OH ( S)

I«. AUDIT REQUIREMENTS

O NONE ̂ Ĥ̂ STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( |F YKS.KXF'LAtlt
BRIKFLY AKO OESCRIBS AKY HAROBAJts/sOFTVARsT) RETENTION-

O YES X NO

AND TITLE OF
Ms. Dee Stockett
Supervisor Data Operations, GAD

2 1 . DATS

May 3 0 , 1990

DCS 3 3 0 - 4 (REVI */«7)



INSTRUCTIQMS--TYPE OK PRINT M.
SEPARATE FORM FOR EACH NEV Oft
REVISED RECORD SERIES. FORWARD
WITH RECQDDS BCTEVTIOH <U-Mrnf II ̂

(DCS 1 9 0 - 1 )

| ^ ^ DCFARTMENT/ACENCY
^PCOMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

- - 727S VATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 207*4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVE.NTOH

PACE ̂ 3 OF SK?

S . UNIT

DEFINITION-RECORD S E R I E S - * artOV* O r «*LATKD RECORDS NORMALLY FILED AMD UtKD A* A UNIT FOW
W t « K a A» »KU. AM RKTTCNTtON AMO D1»PO«1TIOM PtI»f»Qgg« •

iTiioMD SUIES TITUC * 'SfPfte ASbUfitt&PO AT S. EARLIEST YEAR/LATEST YEAR

I f . RECORD SERIES DESCRIPTION ( • * l * J r U T D«*CH!««'THK TYPKS OF" IHranUTION/DOCUHBNTI/POMIS FOUND
•IN THE SERIES. . INCLUOK TM* P U W O U ' M FUNCTION OF THK IKfrtCJ

7 . RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROTILM

CJ LEGAL SIZE • COMPUTER TAPE

BOOK O FLOPPY DISK

>IO TAPE ° VIDEO TAPE

^ / OTHER( SPEC IFY J

RECORD SERIES SEQUENCE

a ALPHABETICAL

O NUiCRICAL

IlXCHRONOLOC ICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

» . VOLUME

/&• P/KO O FILE DRA»ER(S)
~b&m*J ° MICROFILM REEL(S)

_ Q COMPUTER TAPE(S)
K I S i 5 E T X 0 T H E « { S P E C » " ' )

1 0 . ANNUAL ACCUMULATION

70 0 • FILE DRAVER(S)
QLbUYf\> O MICROFILM REEL(S)

HbUkKH D COMPUTER TAPE(SJ
O OTKPPf gpcn rv]

I I . FILE IS USED

O DAILY

12 . FILE

O M0NTM.Y
iCOMES INACTIVE AFTER

^MONTH(S) O YEAR(S)

I S . CURRENT LOCATION(S) (BLDC. .FLOOR.

L . L . G . TREASURY BLDG - RM- ^.03
ANNAPOLIS 21401

1 4 . 18 RECORD SERIES DUPLICATED ELSEWHERET
tjf YT«, meipy /.araer en OFFICS)

A\̂ LI ft I QsPveTIKifrU) JTtf

I S . ACCESS RESTRICTIONS
(IF ra, CITS LA*(S)

O YES y^9O
UauVAT I OH ( S )

I S . AUDIT REQUIREMENTS

a NONE > O T A T E O FEDERAL a INDEPENDENT

1 7 . IS AN INDEX SYSTEM USEDT ( tr YKS.KXPLJtIN ,
.RI«FLT AKO D . . O I I U AKY HAHOmiUtc/.OFT«AI^j\\£' ^COMMENDED RETENTION

O YES V^MO I ' _rt\ovvt-stTfrev ^ISTZO*/

I I W U C AND TITLE OT PREP/
Ms. Dee Stockett

Supervisor Data Operations, GAD

21. DATS

May 30, 1990

DCS 330-4 (REVISED 2/«7)



INSTRUCT 1 CMS--TYPE OR PRIMT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITM RECOROS RETTVTIOM <U-UPnf If ^

( D C S S S Q - I )

1 ^ ^ DEPARTMENT/AGENCY
I^FCOMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 1 WATERLOO ROAD
P . O . BOX 2 7 1

JESSUP, MARYLAND 2 0 7 * 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENTS

PACE ̂ £ OF U£~

3 . UNIT

DEFINITION-RECORD S E R I E S - * anOV* O r «LATKD RXCOR0S NOWUULV FILZB AMO USKD AS A UNIT FO*
C AS I I O 1 AS RKTKMTIOW AND DISPOSITION PUWMgei •

4 . RECORD SERIES TITLE * * S>T#%S> / 3 3 £ < ^ O 1<&PC> |2.T

~"" - u> A"gga.\\T Pai/fl-T^g" Q ^ L e y y ^ -
S . EARLIEST ̂ YEAR/I

i 0 . RECORD SERIES DESCRIPTION ( " l t l * l r U T OKSCKI • « . TWt TVPKS O r INFOKMATI OH/ DOCUMENTS/ FORMS POUND

o
•IN THE SERIES INCLUOK TMC, PURPOSE OM PTINCTION OP TMK SKITtr:

TV/s JSePo^r H&itZ* s u>r)x/LfT70T^ PAyr>B)«r'S5^Uw-4*r ^^rtoeUi,
to^-N 1 ^ : ^utr *DA^2 ; S ' L«r^> TI^VJO n>Re^r ^A-yj Py io^ "n̂ r

7 . RECORD SERIES FORMAT(S)

a LETTER S I Z E O MICROFILM

a LEGAL S I Z E O COMPUTER TAPE

^ ^ O U N D BOOK • FLOPPY D I S K

^^VUDIO TAPE a VIDEO TAPE

^( OT>£R( SPEC IFYJ

• . RECORD SERIES SEQUENCE

O ALPHABETICAL

a NUMERICAL

*>^CHRONOLOC ICAU

O GEOGRAPHICAL

P OTHER!SPECIFY)

». VOLUME

)Q-PA-&>&5>a FILE DRAWEH(SJ
^A-JLW a MICROFILM REXL(S]

D COMPUTER TAPE(S)
NU*""S* ^ OTHER{SPECIFY)

10. ANNUAL ACCUMULATION

^(aOO-^U^U FILE DRAWER(S)

^jOUUA^y ° MICROFILM REEL(S]

KbUkEH ° COMPUTER TAPE(S)
"Ef 4J

11 FILK IS USED

y^DAIUY O MONTHLY

12. FJLLS BECOMES INACTIVE AFTER

•^ O MONTH(S) )qYEAR(»J

IS. CURRENT LOCATION(S) (BLOC. .FLOOR.ROOM)

L.L.G. TREASURY BLDG _- RM- ̂ D 3
ANNAPOLIS 21401

1 4 . I S RECORD SERIES DUPLICATED ELSEWHERET

l l P * * ? » «MECIFT AOrHCT OH O P P I e s )

ht-Ol £%?->' P4*?1O AV>CJ<vl 9g?P0g.T/\>fc'
I S . ACCESS RESTRICTIONS O YES ^CtfO

C IP VKS. CITSj LAB/(s) * RXaULATION(s)
I f . AUDIT REQUIREMENTS

O NONE O STATE O FEDERAL ° INDEPENDENT

1 7 . I S AN INDEX SYSTEM
•RIKFLY AKO D l f C X I

f ( t r VKS.KXPLAIM
ANT HARDWARE/SO PTWARJEJ

a YES ><rNO

IS. RECOMMENDED RETENTION

la^RAME AND TITLE OF
Ms. Dee StockeCt

Supervisor Data Operations, GAD

21. OATS

May 30, 1990

DCS 330-4 (REVI 2/»7)



INSTRVCTICMS--TirPC OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION S O C X U
(DCS S 3 0 - I )

J . DEPARTMENT/AGENCY
^^COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 * VATERLOO ROAD
P . O . BOX 2 7 1

JESSUP, MARYLAND 2 0 7 * 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENTCtt

PACE i*O OF/6?

3 . LN1T

DEFINITION-RECORD SERIES-A OROUP OP RXLATKD RXeOKOf NORMALLY riLJCS AMO UtXO AS A UNIT POR
RSPCRgNCT AM WtU. AM RETENTION AHO B l l f O I I T I f l N » t « M « E l ;__

SERIES TITUC PS ~ 3?> * ? S. EARLIEST.IEST YEAR/LATEST YEAR

fix /TO toL<s>&or
9^ RECORD SERIES DESCRIPTION f " I l l K r i « T B««CJII»«" T W TYPKS O r INPORMATI ON/DOCUMENT • / r e n t s POCNO

I N THE SERIES. . INCLUDK TKS; PURPOSE' OH PONCTION OP THK SKR1E:

I 7 . RECORD SERIES FORMAT(S)
I

! O LETTER SIZE ° MICROFILM

^ L£<SAU SIZE • COMPUTER TAPS

^BOCND BOOK O FLOPPY DISK

>IO TAPE Q VIDEO TAPS

O OTHER(SPECIFY]

9. RECORD SERIES SEQUENCE

a ALPHABETICAL

O NUMERICAL

^^CHRONOLOGICAU

. 0 GEOGRAPHICAL

D OTHER(SPECI FT}

t . VOLUME

Q£)-fo(lXa!> D P I L E DRAWER(S)
\]py\lld ° MICROFILM REEL(S)
7 H J D COMPUTER TAPE(SJ
H U M B K I* O OTHER{SPECIFY]

1 0 . ANNUAL ACCUMULATION

Q FILE DRAWER(S)
• MICROFILM REEL(S)

NlrMheit ° COMPUTER TAPE(Sj
• O OfrKFP[cPFrinr)

I t . riLE is USED ui«P6X3 H&QUeSr
a DAILY O •EEKLY O MONTHLY

IX* VlUr'BECOMES INACTIVE AFTER

''~S a MONTH(S) X Y E A R ( S )

IS. CURRENT LOCATION(S) (

L.L.G. TREASURY BLDG
ANNAPOLIS 21401

) 14. IS RECORD SERIES DUPLICATED ELSEVHERET
f l P TCt, IKCIFY /.OENCT OR OFFICE)

a YES -^-MO

I S . ACCEfiS RESTRICT I <
( I P YKS, CITK LAW(s) *

O YES J^HO
CauUATION(s)

IC. AUDIT REQUIREMENTS

D NONE 9^STATE O FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM

BRISTLY AKS DKSCJII
T (fP TKS.EXPLAIN
ANY KAROKAXK/SOPTVARS)

a YES X NO

IS.-RECOMMENDED RETENTION

F/^A-L */€Y r̂Lf *7V>^ U JO TIL- AU-^lTf

I « ^ P U C AND TITLE ©T PREP/
Ms. Dee Stockett

Supervisor Data Operations, GAD

21. DATE

May 30, 1990

DCS 350-4 (REVISED 2/«7)



INSTRUCTICMS--TYF-C OR PBINT A.
SEPARATE FORM FOR EACH NEW Oil
RCVISCO RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SOCDULK
(DCS I S O - I J

1 ^ ^ DEPARTMENT/AGENCY
•COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS KANACEMENT DIVISION

727S WATERLOO ROAD
P . O . BOX 2 7 1

JESSUP, MARYLAND 2 0 7 1 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENTO

PA«^OF2^

3 . UNIT

DEFINITION-RECORD S E R I E S - * a i t O V F O F «*LATKD RECORDS NORMALLY PILED AMD Uf lO AS A UNIT FOK
c AM WELL AM RETENTION ANO DitrotiTiew wnpaae* •

SERIES T1TUC * * P-S-33J) • S. EARLIEST YEAR/LATEST YEAR

«. RECORD SERIES DESCRIPTION f"*I*ruT DESCRIBE* TMJC TYPES OF* INPORUATtON/DOCUMeNTS/PORMS POUND
•IN THE SERIES. . IN CLUCK TM« PURPOSE' Oil FUNCTION OP TH« SKITtC:

I
RECORD SERIES FORMAT(S)

O LETTER SI2S • MICROFILM

^'LEGAL SIZE a COMPUTER TAPE

BOOK O FLOPPY DISK

JIO TAPE Q VIDEO TAPE

a OTHER{SPECIFY)

• . RECORD SERIES SEQUENCE

O ALPHABETICAL

' O NUMERICAL

^AvCKRONOLOG ICAL

. O GEOGRAPHICAL

D OTHER(SPECIFY)

0. VOLUME

O FILE DRAVER(S)
• MICROFILM REEL(S)
O COMPUTER TAFE(S)

NU1*"e>* D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
O FILE DRAWER(S]
• MICROFILM REEL(S)

RTJBmr ° COMPUTER TAPE(S)

a Ki
" • FILC is USED UPD>J KG^ucrsrr

B DAILY O WEEKLY O MONTHLY

• * • FlUr'BECOMES INACTIVE AFTER

~-^3 _ O MONTH(S) ^ Y E A R ( S )

13. CURRENT LOCATION(S) (

L.L.G. TREASURY BLDG
ANNAPOLIS 21401

.FLOOR. ROOM)

RM- $.03
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

I IF VKS, SPECIFY AOEKCY OK OPPICK)

IS. ACCESS RESTRICTIONS

(IF YXS, CITK LAW(S) *
a YC« N^NO
COUUATION(S)

IS. AUDIT REQUIREMENTS

O NONE ^J^STATT O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM
BRIEFLY AKS OKSCKI

t (IF YKS.KXr-l-AIN
ANY HAMOWAJUC/SOPTVAJUC) !•• RECOMMENDED RETENTION

a YES- X NO
f/iCfrt i&bu tool uvriL Auh>r

Itl^^ME AND TITLE OF

Ms. Dee Stockect
Supervisor Data Operat ions , GAD

2 1 . DATS

May 3(3, 1990

DCS S30-4 (REV1 */»7)



lMSTmx:TI CMS--TYPE OR PolWT m.
SEPARATE FORM FOR EACH NEW Oft
REVISES RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION s r w r m ^ f
(DCS S 5 0 - ! J

^ ^ DEPARTMENT/AGENCY
^ ^ C O M P T R O L L E R OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

' - 72 7» WATERLOO ROAD
P . O . BOX 2 7 1

JESSUP, MARYLANO 2 0 7 9 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVE.NTOF

PACK <?- / OF / ( ?

3 . UNIT

DEFINITION-RECORD SERIES-* 9nOV* O r «LATKD KCCOROfl HOMUU.V PILJCS AND USKO AS A UNIT FOW
C AS WKl-i. AS IHTTWTfCH AND DIIWflTlOW PUUWggl •_

4 . RECORD SERIES TITUC 'A-CL -OTVf^U TZ&sOQJ>S

9. RECORD SERIES DESCRIPTION (•NIKFUT DKSCJtlBC'
»IM THE SERIES.

Tide TYPES o r INPOMUT I eN/DocuMENT>/po»n POUND
INCLUD« TM«, PURPOSE Off FUNCTION OP TMK lint:

jLot>sy A^b>r ?^o6fc/fy»ry A3DW"?^ l>*LAv/\rf) l>frij/n.&or l?£PbLrs,

-rji/TiiSA^-noju Lii-nwirj "BEHUT- 6OAJHVOI SW^STS, e^t.,

I 7 . RECORD SERIES FORMAT(S]

I J ^ L E T T E R SI2E • MICROFILM

O LEGAL SIZE • COMPUTER TAPS

^^CAJtm BOOK O FLOPPY DISK

^•WUDIO TAPE D VIDEO TAPE

^OTHERt SPEC IFY J

9. RECORD SERIES SEQUENCE

a ALPHABETICAL

O Nl»CRICAL

^JXCHRONOLOCICAL

. O GEOGRAPHICAL

P OTHER{SPECIFY)

t . VOLUME
Q FILE DRAVER(S)
• MICROFILM REEL(S)
Q COMPUTER TAPE(S)

HUUBK* a OTHER( SPECirrj

10. ANNUAL ACCUMULATION

•M-»O)t 5 D FILE DRAVER(S)
KEPD^TS D MICROFILM REEL(S)

HbUhBt O COMPUTER TAPE(S)

It FILE IS USED

O DAILY O MONTHLY

12• . FILC°BECOMES INACTIVE AFTER

ronfrnr ° *WTH(SJ XYZARIS]

13. CURRENT LOCATION(S) (
L.L.G. TREASURY BLDG - RM- $.03
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSE WHERE t
,JlP TC». SPKCIPTT AOEKCT ̂ «R OPPICS)

1S.
(IP

: RESTRICTIONS O YES X N O
, CITK LAV( | ) * MCauUATION(s)

Iff. AUDIT REQUIREMENTS

O NONE ^JSSTATE O FEDERAL O INDEPENDENT

1 7 . IS AN INDEX blittkM
•RIKTLV AKO DUCKI

V ( IP* YK«.KXP>LA!N
ANY MAJtOHAJts/sOPTWAJts)

O YES NO

!«. RECOMMENDED RETENTION -.

1»JQPU«C AND TITLE OT
Ms. Dee StockeCt

Supervisor. Data Operations, GAD

21. DATS

May 3(3,-1990

DCS 330-4 (REV1 */«7)



IMSTRUCT 1 CMS - - TYPC OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORXARO
WITH RECORDS RETENTION S O C X J U
(DCS S 5 0 - I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P . O . BOX 271

JESSUP, MARYLAND 2 0 7 » 4

AGENCY RECORDS INVENT

PAC tf „ 7£

f . DEPARTMENT/AGENCY
COMPTROLLER OF TREASURY

2. DIVISION
GENERAL ACCOUNTING DIVISION

, . UNIT f^jQ^d/r-

true (Lo ft alt?
DEFINITION-RECORD SERIES*A OHOtJP OF RKLATKD KKCORDS NORMALLY* PILED AND V f » AS A UNIT FO»

W«,FCJtgN< AM WKU. AM WTPITieW AWJ DtlFOtlTIBW > W I M » g l

f 4. RECORD SERIES TITLJC

3TMLS -030-3-Id
S . EARLIEST LATEST YEA?

I • . RECORD SERIES OESCRIPTION ( • K l K r u r DKCXIIK TM
•f̂« THE SERIES. ' .

TTTKM Or INPORUATION/OOCUMOfTS/rORMS FOUND
INCLUOK THS PUMOIC M FUNCTION OF TMK *KK1

7. RECORD SERIES FORMAT(S)

a LETTER SIZE'B MICROFILM

O LEGAL SI2E • COMPUTER TAPE

^^BOCKD BOOK ° FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

fl OTHER(SPECIFY) -

• . RECORD SERIES SEQUENCE

O ALPHABETICAL

^•^O»CRICAL

O CHRONOLOGICAL

. O GEOGRAPHICAL

D OTHER(SPECIFY)

» . VOLUME

JX-fitth*' D r l L E DRATCR(SJ
Uje&lU-'J ° MICROFILM REELJSJ

/ O COMPUTER TAPEJSJ
NUMBCK • OTHER{ SPECIFY)

1 0 . ANNUAL ACCUMULATION

^ 4 / ° r iLE DRAWER(S)
4y£jf&" ° MICROFILM REEL(S]

NUM^tit ° COMPUTER TAPEJSJ
• ^C^gn-virptgpcv-trr)

I I . FILE IS USES

O DAILY O MONTHLY

I Z * VFILC BECOMES INACTIVE AFTER
fcrr) a MONTH(S) O YEAR(S)

IS. CURRENT LOCATION(S) (
L.L.G. TREASURY BLDG - ™-£l03
ANNAPOLIS 21A01

14. IS RECORD SERIES DUPLICATED ELSEVHEREf
t i p YX». i K e i r r / .sorer oir OFFICS)

1 S . ArrFSS RESTRICTIONS O YES "^»4lO
( IP YES,- CITS LA*(s) * RSaULATIOf«(•)

I f . AUDIT REQUIREMENTS

O NONE )XSTATE O FEDERAL ° INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED? ( i f f VKS.KXTLAIN
BRIKFL.Y AKB OKSCKIBI AMY MAJtDSAJtK/sOPTWAJtK)

I S . RETENTION

O YES jf^\NO

I S . NAME AND TITLE OF

Ms. Dee Stockett
upervisor Data Operations, GAD

2 1 . DATE

May 30, 1990

DCS 330-4 (REVI */«7)



1 INSTRUCT 1 OTIS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEV OR
REVISED RECORD SERIES. FORSARD
WITH RECORDS RETENTION SCHEDULE
(DCS SSO-t)

|fe. DEPARTMENT/AGENCY
W COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27*

JESSUP, MARYLAND 207f4

2. DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENT

PA«<2£OF-2£.

,. t«iT«Er-^5/r

DEF IN ITI ON-RECORD
A OWOVP OF UUtTZO RKCOR0S NORMALLY Ft LCD AMO UNO AS A UNIT rOR

A» WgTXKTIOW AMP D l t P O t l T t t m W H M 8 B 1 ; _

4 . RECORD SERIES TITLE

STAfc<; A"5&33 6
S . EARLIEST YEAR/LATEST-YEA?
C?6T. / ? ? £ TO f>0L&.t?V

9. RECORD SERIES DESCRIPTION (•mnar oncntK TKS
IN ?HE SERIES. ' .

TTPKS ep iNnmuTiON/DOCuteNTiyroiwf POUHO
IHCLUOK TkK PUWOIC OH FTJNCTIOM OP TMC BK^I

j 7 . RECORD SERIES FORMAT(S)
! • LETTER SI2E ° MICROFILM

• I.KCAL SIZE • COMPUTER TAPS

BOOK O FLOPPY DISK

Q AUDIO TAPE • VIDEO TAPE

^OTKER{ SPEC 1FY J

rtMUloP/ahr

« . RECORD SERIES SEQUENCE

O ALPHABETICAL

^4OJMERICAL

D CHRONOLOGICAL

. O GEOGRAPHICAL

• OTHER(SPECIFYJ

t . VOLUfcC
^- /V&CTS a TILE DRAWER(SJ

U>^/TCI/ o C O M p l / r E R T A P E , S ,

O OTHER(SPECIFY]NUMBER

10. ANNUAL ACCUMULATION
ll&-$)6& a riLE DRAWER(S)

O MICROFILM REELfSj
KUOnW-a COMPUTER TAPE(S)

II. FILE IS USED
^ DAILY O MONTK.Y

12, INACTIVE AFTER
O MGNTH(S) O YEAR(S)

IS. CURRENT LOCATION(S> (BLDO. .FLOOR.ROOM)
L.L.G. TREASURY BLDG _- R M - 0 ^ 3
ANNAPOLIS 21401 *

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
fir me», •PceiPT /.oorer on orrics]
XYES a NO ^apjoQXi AekyT&L

i s .
( i r

RESTRICTIONS O YES ̂ LNO
, CITK L A » ( s ) * lUCauLATION(s)

IC. AUDIT REQUUSMENTS

O NONE^»<CsTATE O FEDERAL O INDEPENDENT

1 7 . IS AN INDEX SYSTEM
•RIBTLY AKB DKSCXI

f ( I P TK«.EXPLAIN
ANT HAJtBBARK/sOFTKAHKJ

I * . RETENTION

OYES yX NO

Foil es/ewiVlWi-'JTlirlw.ir^tTb 6Trt7^"

IS.TMMC AND TITLE or

Ms. Dee Stockett

Supervisor Data Operations, GAD

21. DATS

May 30, 1990

DCS 530-4 (REV! */«7)



SEPARATE FORM FOR EACH NEW OR
RCV1SCO RECORD S E R I E S . FORWARD
WITH P « : c o « ? « PCTOfMCN SCHEDULE
(DCS S 8 0 - I )

^ ^ . DEPARTMENT/AGENCY
W COMPTROLLER OF TREASURY

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 7S WATERLOO ROAD
P.O. BOX 27f

JESSUP, MARYLAND 207*4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENT

pA«:2£or2£
J. mix Pfctr-frukir

DEFINITION-RECORD SERIES*A aitoup o r KKLATXO
m>cMx<

RECORDS NORMALLY FILES ANO U K O AS A UNIT FOR
AS MTPfTIQW ANO D t t P O t l T t t m W""<»«g« ; _

~f~ 4 . REC SERIES T1TTJC

'3TA?,s A30490
S . EARu'lEST TfEAR/LATEST-YEAJ

I 0 . RECORD SERIES DESCRIPTION { •KIKFLT OKSCNIBK THK TTPC1
t |( THE SERIES.

Or* INFORMATION/DOCUMENTS/POmm FOCHO
INCX.UOK TKK PURFOSE OH FUNCTION OF TMK K I R

0

bfrnns 6&.&°rT&L T>¥m ?s bays ftPTo*. 7*errZeL&t>ThtiTs~,

i
7. RECORD SERIES FORMATfSJ

O LETTER SIZE • MICROFILM

a LEGAL SIZE O COMPUTER TAPE

BOOK O FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPS

X OTJ«R(SPECIFY}

YftHAofiUh?

•. RECORD SERIES

Q ALPHABETICAL

jB<£a*eR!CAL

• CHRONOLOGICAL.

. O GEOGRAPHICAL

D OTHER(SPECIFY)

t . VOLUME

S"^ACer^ a FILE DRAVER(S)
(Z1CH& D MICROFILM REEL(S]
' MO' a COMPUTER TAPE(S)

N W M B I S " ^TOTHERJ SPECIFY)

1 0 . Af«AIAL ACCUMULATION

3 £> ° PILE DRAWER(S]
r % £ £ * ° MICROFILM REEL(S)

kbMhIJI a COMPUTER TAPE(S)
• P orwrB[«!Pcrtwr)

I I . FILE IS USED

O DAILY v MONTHLY

12. FILE BECOMES INACTIVE AFTER

O MONTH(S) O YEAR(S)

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

L.L.G. TREASURY BLDG _- RM- 0n_^
ANNAPOLIS 21401 ^

14. IS RECORD SERIES DUPLICATED ELSEWHERE!

vljF YKS, SPECIFY AOrKCT OR OFFICs)
O | i O !Zl3U>ILb CvTUTgKxOsYCS

I S . ArcFSS RESTRICTIONS O YES -V NO
( IP YKS.CITK LAS(S) * RXQULATION(S]

I f . AUDIT REQUUt NTS

O NONC ^P<CTATC O FEDERAL O INDEPENDENT

1 7 . I S AN INDEX SYSTE*
BRIEFLY AKB DKSCXI

t ( I P YKS.KJ7LAIN

ANY MAKOKAJUb/sO:
I S . RETENTION

a YES / NO

J. NAME AND TITLE OP

is. Dee Stockett

uperviaor Data Operations, GAD

21. DATS

May 30, 1990

DCS 3S0-4 (REVI 2/S7)



INSTRKT 1CTIS - - TYPE OR PHI NT A
SEPARATE FORM FOR EACH NEW Oft
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION S O G X U
(DOS SSO-I)

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 27»

JESSUP, MARYLAND 207*4

AGENCY RECORDS INVENT

PACK iL~Tk

f DCFARTMENT/AGENCY
COMPTROLLER OF TREASURY

2. DIVISION
GENERAL ACCOUNTING DIVISION

DEFINITION-RECORD IES- A OIIOW OF MCLATTO KSCOKOf NORMALLY FIUES ANO VSKO AS A UNIT

WKnatar A» »KUL A» IUCTKMTIOW ANO DtiPOiiTrew >impo«gi

•f4 . RECORD SERIES TITUC

STMLS A2>Mtk
«. EARLIEST YEAR/LATEST YEA?

0. RECORD SERIES DESCRIPTION (•JtlKFUT OKSCXIBC TKX
Hp THE SERIES.

TTPKS OP INPORUATION/DOCUMKNTS/FORMS FOUND
INCLUOC THB FUltFOSC OM FUNCTION OF TMK SKfTI

7. RECORD SERIES FORHATfSj

O LETTER SI2E ° MICROFILM

• LEGAL SI2E • COMPUTER TAPE

^ k o i N D BOOK O FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

P OTHER(SPECIFY)

fl)\fMPifJ<h?

• . RECORD SERIES SEQUENCE

O ALPHABETICAL

j£ NLKCRICAL

O CHRONOLOGICAL

. n CEOCRAPHICAL

O OTHER(SPECIFY)

t . VOLUfcC

\t>£)£ -*, D PU-E DRAWER(SJ
• '^W&JV-O MICROFILM REEL(SJ

yiLno a COMPUTER TAPE(S)
W U M B B " A:OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

I&G&* ° MICROFILM REEL(S)
NUMhIJI ° COMPUTER TAPE(SJ

rp(<pcrirvl
S I . FILE IS USED

O DAILY B MONTHLY

I2» FILE SCOMES INACTIVE AFTER
O MONTH(S) O YEAR(S)

IS. CURRENT LOCATION(S) {

L.L.G. TREASURY BLDG
ANNAPOLIS 21401

. «FLOOR# 1 4 . I S RECORD SERIES DUPLICATED ELSEWHEREt
lir vc*, tptcirr /.oDrer OK ernes)

XYKS ONO <T>g,otLh, £ff-M7vn.

15 • ^Tf1

(IP

RESTRICTIONS
, • c m LAW(S) *

a YES |LNO
tauLATION(s)

If. AUDIT REOUUCMENTS

O NONE "^<STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM
BRIEFLY AND DKSCKI

T ( I F TKS.EXPLAIN _
ANY KAJtOBAMc/sOFTWAMB)

RETENTION

O YES j i . NO
FoL evewTu/u.mm±P&170 &wv-

i«. TZAME AND TITLE OF

4s. Dee Stockett

Supervisor Data Operations, GAD

21. DATE

May 30, 1990

DCS 550-4 [REVI */«7)



INSTRUCT ICMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORKARO
WITH RECORDS RETENTION S O C D U U
(DCS »SO-|J

4 ^ . DEPARTMENT/AGENCY
^ ^ COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 VATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 207t4

2. DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENT

PACE fL/>jOF Z*»

DEFINITION-RECORD IES-A anoup or ULATSO ncconofl • " • " • «.y PILJCS AMO utra AS A UNIT row
A» WKTKHTIOW AKO DIlPOHTHm > " » M « g l ; _

4 . RE SERIES T1TUC S . EARL1

C,TA£A A 36370 ;
TEAR/LA;

TO
YEA;

I « . RECORD SERIES DESCRIPTION lmmlWarUT D«»CJIIM TM* TYPKS) OF" INrOMUTfON/DOCUWNTiyPOMCS rOUNO
1{t ! > * SERIES. ' . IMCLUDC TKC PURPOSC OM FONCTION OF TMK BZ»

TÂ ^ vPf^err fit ST.

\ 7 . RECORD SERIES FORMAT(S)
!
1 O LETTER SIZE O MICROFILM

• LEGAL SIZE O COMPUTER TAPE

^kcXND BOOK a FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPS

J^OThER( SPEC IFY J

«. RECORD SERIES SEQUENCE

O ALPHABETICAL

&NOCRICAL

D CHRONOLOGICAL

. • GEOGRAPHICAL

O OTHER(SPECIFYJ

I . VOLUC
/D-P46>€5& FILE DRAWER(S)
p-/Wfe~~ ° M'CHOFILM REEL(SJ

O COMPUTER TAPE(S)
NUMBER £ » O T K E R { SPECIFY J

1 0 . ANNUAL ACCUMULATION

ID-PA&e* a rtuc DRAWER(S)
• MICROFILM REEL(S)

M/UhEH ° COMPUTER TAPE(S)
• -t»Ci3rrMFP(g«>B-f»irvy

I I . FILE IS USED

Q DAILY O MONTHLY

12. FILE BECOMES INACTIVE AFTER
ft^W O WONTH(S) O YEAR(S)

12. CURRENT LOCATICN(S) (BLDC. .FLOOR,ROOM)
L.L.G. TREASURY BLDG _ - RM- Qfa
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEVKRCT
i r v e t , spceijnr /.aexcr OK OFFICC)

•T™ O | i O KGZO/tiS C&QTSX.i"
I S . ArrF«^S RESTRICTIONS O YES ^ N O

( I F n c s , eiTK L A « ( S ) * mcauvATiON(s)
I * . AUDIT REQUIREMENTS

O NONE J^STATT O FEDERAL ° INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED? ( | r TKS.KXPLAtN
BRIITLY AKO DKSCHfBK AfTT KAJtOKAJts/sOFTWAJUc7 t s . RETENTION

a YES \ N O

I S . NAME AND TITLE OF
Is. Dee Stockett

Supervisor. Data Operations, GAD

21. DATE

May 3(3, 1990

DGS 530-4 (REVI */«7)



lHSTRyCTICr«S--TYT»C OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 1 5 0 - 1 )

• . DEPARTMENT/AGENCY
COMPTROLLER OF TREASURY

OCFARTVENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 1 WATERLOO ROAD
P . O . BOX 2 7 1

JESSUP, MARYLAND 2 0 7 1 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVE.NTi

PACE ,33 or /(*

S. UNIT ft^T GUt>'7 A\>)

GETINITION-RECORD A aitOUP o r RZLATXS MCCOftOS NORMALLY FILED AND USKO AS A UNIT
AM mx-narrtem AKO DttPOiiTtew ' " • " ' g e l

4 . RECORD SERIES T1TLC • STARS 3oo .•

( C. RECORD SERIES DESCRIPTION lUmiKrtJV OmaeMIUm THK TTFCS O r tNFORMAT I ON/DOCUMENT*/FORMS FOCNO
fM THE SERIES. . INCLUOC TKK PURFOSC OJt rONCTION OF TMK SKfTI

Rez:env*r]> P/2.OVW C e M ^ t ?Ay?oll L ^ ^ ce4 ml\ t fives, PA^IOU

7. RECORD SERIES FORMAT(SJ

! • LETTER Si: O MICROFILM

O LEGAL SI2E B COMPUTER TAPE

^PBOCND BOOK a FLOPPY DISK

• AUDIO TAPE a VIDEO TAPS

K OTHERJ SPEC1FYJ

«. RECORD SERIES SEQUENCE

Q ALPHABETICAL

-^<fa*ERICAL

O CHRONOLOCICAL

. • GEOGRAPHICAL

O OTHER(SPECIFY]

- ^

» . VOLLJWE

)D'fofito$a FILE DRAWER(S)
ftlQ, 0 MICROFILM REEL(S)

• COMPUTER TAPE(SJ
NUMBER^ ^ O T H E R t SPECIFYJ

1 0 . ANNUAL ACCUMULATION

O MICROFILM REEL(S]
Kunatr° COMPUTER TAPE(SJ

• -T'on<rp[<prrtrY)

I I . FILE IS USED

8 DAILY
B/-^iy

V-MCNTHL1

12. FILE CCOMES INACTIVE AFTER
_ j ? a MCNTHfs) J^nMtmi

I S . CURRENT LOCATICN(S) (
L.L.G. TREASURY BLDG
ANNAPOLIS 21401

• .FLOOR, ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE»
flF t M , SPKCIFT AOEKCT OR OFFICs)

*Y*» owo Q^rKtiU P/MSlOll
I S . ATCFSS RESTRICTIONS

( I F T X S , CITB L A « ( S ) *

a YES ^ N O
COULATlONf«(s)

I t . AUDIT REQUUtEMENTS

D NONE )$ STATE O rEDERAL O INDEPENDENT

1 7 . IS AN INDEX SYSTEM USEDT [ IF TKS.KXPLAIN
•RIKFLV AKO DKSCHIU ANT HAROSAKK/SOFTVAIUC)

a YES- K N O

IS* RCCCWgNDED RETENTION / c \

IS. NAME AND TITLE OP

Ms. Dee Stockett

Supervisor Data Operations, GAD

21. DATS

May 30, 1990

DCS 350-4 (REVI 2/S7)



IHSTPKT I OTIS - -TYPE Oft PRINT A
SEPARATE FORM FOR EACH NEW Oft
REVISES RECORD SERIES. FORXARD
WITH RECORDS RETENTION SCHEDULI
(DCS » S O - I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P . O . BOX 271

JESSUP, MARYLAND 2 0 7 f 4

AGENCY RECORDS INVENT'

PAGE3±.2i>
P DEPARTMENT/AGENCY

COMPTROLLER OF TREASURY
2. DIVISION

GENERAL ACCOUNTING DIVISION
j. UNIT POST Aufc»T-

DETIN 1T1ON-RECORD SERIES-* 9KOV* O r »««-*TKO RECORDS NORMALLY PILJCS ANO UEID AS A UNIT FO*

c AM reu. A* KKiajinow AMP DISPOSITION »m»p<>8g« •

"p4. RECORD SERIES TITLE * "STA'RS A2O'S"'O

I «. RECORD SERIES DESCRIPTION (•XIKFI.T DKSCRIJBK TkK TTTKS

tM THE SERIES.
OW tMrOKUATION/DOCUMEMTS/FORWS FOUHO

INCLUOC THC PURPOSE OJt FUNCTIOM Of TMK SKirt

4

•neeyAiu^tn oPt-it* i s s n i r i £4«j£5 TT> N/evu^DCi.

7. RECORD SERIES FORMATfSj

C1 LETTER SI2X • MICROFILM

O LEGAL SIZE O COMPUTER TAPS

^fcpOCND BOOK O FLOPPY DISK

^^WJOIO TAPE D VIDEO TAPS

^ OT>£R( SPEC 1FYJ

«. RECORD SERIES SEQUENCE

a ALPHABETICAL

•^SCNLMERICAL

D CHRONOLOGICAL

. Q GEOGRAPHICAL

O OTKER(SPECIFY]

_ . VOLUME

i^'Bo^eS a r j L E DRAWER{Sj
LOYLL^ ° MICROFILM REXL(S)

O COMPUTER TAPE(S)
O OTHERJSPECIFYJ

1 0 . ANNUAL ACCUMULATION

X j N L E DRAVER(Sj
O MICROFILM REEL(S]

mKW ° COMPUTER TAPE(S)IUMBI
iteprrirYl

1 1 . FILE I S USED

'DAILY>c- O MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER
-i<MONTH(Sj O YEAR(S)

1 3 . CURRENT LOCATION(S) ( . ,

L.L.G. TREASURY BLDG - RM- QOl
ANNAPOLIS 21401

14. 18 RECORD SERIES DUPLICATED ELSEYHERSf

t i p me*, S P K C I F V /.aeKCY e n O F F I C S )

I S . ACCF«gS RESTRICTIONS O YES K N O
f IP YKS, CITS LAV(S) * RXOULATIO«<(s)

I S . AUDIT REQUIREMENTS

° NONE ^( STATE O rEDERAL O INDEPENDENT

1 7 . I S AN INDEX SYSTEM
BRIOLY AKO DKSCHI

* ( I P YKS.KXPLAIN
AKT HAJtOBAltc/lorrVAM)

a YES N O

I S . RECOMMENDED RETENTION

». iCXME AND T1TLK OT
Is. Dee Stockett
Supervisor Data Operations, GAD

2 1 . DATS

May 30, 1990

DCS 330-4 (REVI 2/S7)



INSTRUCT I CMS--TYT»g OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION S O C D U U
(DCS I S O ' I )

DEPARTMENT Or GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P . O . BOX 27S

JESSUP, MARYLAND 2 0 7 1 4

AGENCY RECORDS INVE.NTC

PACE 3i7,2£

f , DEPARTMENT/AGENCY
COMPTROLLER OF TREASURY

2 . DIVISION
GENERAL ACCOUNTING DIVISION

J . UNIT P&>~r Aub/r

DEFINITION-RECORD SERIES-A OHOVP OF JtXLATKO RKCQRDS NORMALLY PILES AND USED AS A UNIT POM
C AM »EU. AM M i m r i e w AMD Dl l l»OtlTteM >UHMggI • _

SERIES TITLE '^,P__C o S e " SUKM W # £ < / 5?G"«Po£-T I-».- EARLIEST YEAR/LATEST YEAR
TO

I « . RECORD SERIES OCSCRIPTION ( •KlKjn .r OKSCXIBK TMK
UN ?HE :RIES.

TYPKS OP1 INPORMATION/DOCUMENTS/rOIIMS POUND
INCLUOB TMK PURPOSC OH PUNCTION OF TMK SKI!

7 . RECORD SERIES FORMAT(S)

[ O UETTER SIZE D M1CROTILM

O LEGAL SIZE O COMPUTER TAPS

BOOK • FLOPPY DISK

a AUDIO TAPE • VIDEO TAPS

^ OTHER(SPECIFYJ

• . RECORD SERIES SEQUENCE

O ALPHABETICAL

J^NJJrERICAL

O CHRONOLOGICAL

. O GEOGRAPHICAL

B OTHERJSPECIFY)

1. VOLL»e

a FILE DRAVERtS)
O MICROFILM REEL(S]
O COMPUTER TAPE(S)

NUMBER Q OTHER( spec,ryj

10. ANNUAL ACCUMULATION
O FILE DRAVER(S)
D MICROFILM REEL(S)

KOMhgH D COMPUTER TAPE(S)

IU "PtFTtL
It. FILE IS USED

O MONTHLY

12. FILE :COMES INACTIVE AFTER
O MONTH(S) • YEAR(S)

13. CURRENT LOCATICN(S) (

L.L.G. TREASURY BLDG - RM- O/) /
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

-tlP mcs, S P E C I F Y /.oever en orrics)

„ . , •»«• , 1 » : r t T T . i . - ••-• —
i s .

C I P
RESTRICTIONS O YES ) ^ NO

. CITK LAV(S) * RSaULATIOM(s)
I « . AUDIT REQUIREMENTS

O NONS ^ STATE O FEDERAL ° INDEPENDENT

1 7 . IS AN INDEX SYSTEM
untmrur AKB B U C H I

V f I P YKS.KXPLAIN

AfTT KAXS«AJIK/S0PT»AJtx)
I t . RETENTION

a YES NO

«. KAMC AND TITLC or

Is. Dee Stockett

Supervisor Data Operations, GAD

St. DATE :

May 30, 1990

DCS 330-4 (REVI */«7)



INSTWVCT r CMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NET OR
REVISED RECORD S E R I E S . FORKARD
WITH RECORDS RETENTION S O C Z X J U
(DCS 1 5 0 - 1 J

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 1 VATERLOO ROAD
P . O . BOX 2 7 1

JESSUP, MARYLAND 2 Q 7 t 4

AGENCY RECORDS INVENT

FACE3k °'2k

f . DEFARTMENT/AGENCY
COMPTROLLER OF TREASURY

2. DIVISION
GENERAL ACCOUNTING DIVISION

DEFINITION-RECORD SERIES-A QltOUP O r MLATXO RKCOROS HonuixV rii-KO ANO UXKO AS A UNIT FOR
tow AND DltPOtlTlow »tn»F<iag« 1 _.f= RECORD SERIES TITLC rs-zu47

I 9. RECORD SERIES DESCRIPTION (B K I K F L T oKscjtiBK rtcs
IN THE SERIES.

TTPKS Or INFORUATIOM/DOCUMCNTfyrOMn POUND
INCLUOK TrtK PURFOSK OM FUNCTION OF TMK «K»M

I 7. RECORD SERIES FORMAT(S)

> O LETTER SIZE • MICROTILM

^ L E G A L SIZE D COMPUTER TAPS

^VCXJND BOOK • FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OTHERfSPECIFY)

• . RECORD SERIES SEQLJENCS

O ALPHABETICAL

J ^ NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFYJ

...̂

t. VOLUME

KpA6G> ° r i L E OKAWERISJ
<~^r O MICROFILM REEL(SJ
TO 0 ' O COMPUTER TAPE(SJ
tivt""trt a OTHERJSPECIFYJ

10. AIWUAL ACCUMULATION
Q -f>Ql>*ja FILE DRAWER(S)
^^Af/O MICROFILM REELJSJ
wbUhKH ° COMPUTER TAPE(S)

D rrruextl gpcr I rv I

I I . FILE IS USED

JfcpAlLY O MONTHLY

f 2 * - FILK

R C M R I T

BECOMES INACTIVE AFTER
J^MONTH(S) • YEAR(S)

IS. CURRENT LOCATION(S) (BLD6. .FLOOR.
L.L.G. TREASURY BLDG _- RM- £Q\
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATES ELSEVHEREf
I IF TKS. tncirr /.oner on OFFICK)

IS. ArCF«?i RESTRICTIONS
(IF YU, CITS U»(f) *

a YES )i.Ho
ItSOULAT I Off ( S )

I f . AUDIT REQUIREMENTS

O NONE X STATE O FEDERAL O INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED? { I F YKS.KXFXAIM
MIKFLY AKO DKICHIU ANY KAJ«O«AJ»«/«OFTWAJt« j

O YES 1^ NO

It. RECOMMENDED RETENTION v |(

netfrubPtf*-TD <-«>fry ^ ° ^ s ' ^ ^ ^ r n ^ * j « i
too /H>^ l T70 /u fK- TWrL«nr63j) mo»r/Kt Ttir&o

I«. NAME AND TITLE OF
Ms. Dee Stockett

Supervisor Data Operations, GAD

21. DATS

May 30, 1990

DCS 330-4 (REVISED 2/S7)



tNSTm^CTICT<S--TYPg OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORKARD
WITH RECORDS RETENTION
(DCS 130-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 297*4

AGENCY RECORDS INVENT

PAC J2o,2fe

p DEPARTMENT/AGENCY
COMPTROLLER OF TREASURY

2. DIVISION
GENERAL ACCOUNTING DIVISION

j . UNIT ro±T fcubiT-

DEFINITION-RECORD SER J C S . A anouF or JUKLATXO MCCOKDS NORMALLY riLxo AND u s n AS A UNIT ran

AM WKZ-L. AM tUCTKHTtOM AMO D f l P C t l T t e W WIUFQggl •

| JTRESDRD SERIES TITLX * *<ST»tli A30l<l<X~ f . EARLI YEAR/LATEST TEAF
TO P^.tiSg>O-

C. RECORD SERIES DESCRIPTION ( BXIKFur DKSCJ(t«K THS
•tM YHE SERIES. •

rn»KS or iNPonMTiON/oocuHENTf/roiwi FOUND
INCLUOK THK P-UIU>OSC OR FUNCTION OF TMK MKK1

Uhto**, n»*>W &**>***> ^ h v"*s- QU6 ttohucei euumULerw*

I 7. RECORD SERIES FORMAT(S)

I O LETTER SI2E • MICROFILM

• LEGAL SIZE O COMPUTER TAPS

BOOK O FLOPPY DISK

"AUDIO TAPE O VIDEO TAPE

P{ OT>£R(SPECIFYj

«. RECORD SERIES SEQLJENCE

O ALPHABETICAL

NOCRICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFYJ

». VOLUME

JO pfl6&a FILE DRAWER(S)
f%Jl ttibW*a MICROFILM REEL(SJ

O COMPUTER TAPE(S)
NUMBER ^ OTHER(SPECIFY)

SO. AIWUAL ACCUMULATION

/ - B f i / D FILE DRAWER(S]

O MICROFILM REEL(S]
NUUhgH D COMPUTER TAPEJSJ

II. FILE IS USED
O DAILY a WEEKLY B MONTHLY

12.. FILE BECOMES INACTIVE AFTER
J|^. D MONTH(S) XJ*AR(«)

13. CURRENT LOCATION(S) (BLOC. .FLOOR.ROOM)
L.L.G. TREASURY BLDG _- RM- QiQ /
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
fir yrtr tKcirr ASOTCY OR OFFICK)
^ Y C S JI(HO

IS. ACCESS RESTRICTIONS O YSS D^NO)
I *F TKS. CITS LA«(s) * RSaULATION(s)

It. AUDIT REQUIREMENTS

° NONK ESTATE O FEDERAL a INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( I F Y M . n r i J I l N
•RIKKUT AKS DKSCJtfBJt ANT MAXBWJUtxJMOrTKAMX)

OYES ^ NO

kN

*.^VMC AND TITLE or

4s. Dee Stockett
;upervisor Data Operations, GAD

I S . RECOMMENDED RETENTION
Pariiobic files vfi/h/oT&w*r»Ju* /ri^b S>U/>/>M
i/oh boou*n wry hrt.6-'ReTA-i*>*rb /w fit& «oc i /

21. DATS

May 30, 1990

DCS 550-4 (REVI 2/«7j



INSTHKT tOMS- -TYPC OR PRINT A
•GZPARATK FORM FOR CACH NEW Off
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION

(ocs saa-ij

DEPARTMENT Or GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 2Q7S4

AGENCY RECORDS INVENT;

PACC3l*7U
f . DEPARTMENT/AGENCY

COMPTROLLER OF TREASURY
2. DIVISION

GENERAL ACCOUNTING DIVISION

j . UNIT POST AdDir-

DEFINITION-RECORD SERIES* Or KKLATKO WCOROfl NORMALLY riLKS AMD UKO AS A UNIT FOR
m > m a « c « A » WKLL A» W*I MENTION ANB o t tpof ITIBM ytw^o«g« • _

4. RECORD SERIES TITLE ' * 3 7 ^ £ ^ > ^ 9 5 ^ I . EARLlESTJgeAR/LATEST.YEAf

J 2 _ L £ T O - £ ^ £ $ ^ .

I « . RECORD SERIES DESCRIPTION f MIKPLT OKSCJtIBK TMX
•1M THE SERIES. ' .

TTPM Or IKPOnMTION/DOCUIKKTl/rOWf rOUNO

INCLUOK TW PUMOK Oil rONCTION OP TXK SKK

oh) nte low m**T&LfrJ6r.
-nLftri^ftontiX,!

7. RECORD SERIES FORMAT(S)

| B LETTER SIZE • MICROFILM

^(LEGAL SIZE O COMPUTER TAPE

^BOLHD BOOK O FLOPPY DISK

OAUDIO TAPE D VIDEO TAPE

B OTHER(SPECIFY)

9. RECORD SERIES SE

Q ALPHABETICAL

-^NUMERICAL

d CHRONOLOaiCAI.

. O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

/>r,̂ j0/,i71*7 ° PILE DRAWER(S)$*T*n MicRoiriLj< fmisi
ffty&iL. a C O M P U T E R T A P E ( s j

N W M e ^ . O T H E H ( s p E a n f J

1 0 . ANNUAL ACCUMULATION

J~BO)C ° r l L X DRA*ER(SJ
O MICROFILM REEL(S]

Kunsrr ° COMPUTER TAPE(S)
-S: « J rrirvl

II . FILE IS USED
O DAILY

*Uto» l?e§uesr 1 2 .

O MONTHLY
r FILE BECOMES INACTIVE AFTER
— L - O MONTH(3) ^ Y E A R ( « J

1 3 . CURRENT LOCATIGN(S> (BLDC. .FLOOR.ROOM)
L.L.G. TREASURY BLDG _ - RM- £Q I
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEWHERE*
I t r v c s ^ s r c c t r Y AOENCY OK e r n e s )

,.,.. O YES X*O

IS. ACCESS RESTRICTIONS O YES X^*O
C ir VKS. CITS LAl(f] * MCauLATtON(s)

t«. AUDIT REQUIREMENTS

o NONE E S T A T E O FEDERAL a INDEPENDENT

17 . IS AN INDEX SYSTEM USED? ( f r y*S.KXTLAIM
mmmrur AKS o u c x i n «XY KARO«AKK/S RETENTION

OYES K N O

. 1 * • • I lHlH-l<U3fcO f E T E N T I G H

».TlAME AND TITLE OT
is. Dee Stockett

Supervisor Data Operations, GAD

2 1 . DATE - _•....

May 30, 1990

DCS SSO-4 (REVISED 2/«7)



INSTRKT I OTIS - -TYPg OR PRINT A
SEPARATE FOAM FOR EACH NETT OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION S O £ D U .
(DCS 114-1]

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 207f4

AGENCY RECORDS INVENT

PAC n.2k
f DEPARTMENT/AGENCY

COMPTROLLER OF TREASURY
2 . DIVISION

GENERAL ACCOUNTING DIVISION
, . UNIT #>ST- PUblT-

DEFINITION-RECORD SERIES** anO%J* Or t*1-*TKO KCCORSa HOnUU.y FILJEO ANO UfKO AS A UNIT FOR
wntwwoi AM m i AM RKTKNTION ANO oupatiTfew >unw»»ei i_

f 4 . RE SERIES TITUC

SffllS A3/0OD-
» . EARLIEST YEAR/LATEST YEA:

/4ft TO S&GS&J,

I t . :CORD SERIES DESCRIPTION |RRIKPLT DKSCRfBC TKSJ
*M THE SERIES. ' .

TTFCS OP* INFOMUTION/DOCUHeHTf/POnia FOUND
INCLUDC THC PURPOSE OR FUNCTION OF TMK SKIT:

7. RECORD SERIES FORMATfSj

• LETTER SIZE • MICROFILM

• LEGAL SIZE O CCMFVTER TAPS

^kotJND BOOK O FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

^OT>ER( SPEC IFY J

WUdP//Jbr*

• . RECORD SERIES SEQUENCE

• ALPHABETICAL

^KCO»CRICAL

O CHRONOLOGICAL.

. O GEOGRAPHICAL

D OTHER(SPECIFY]

t . VOLUME

ptfihr^ " ' ^ ^ ^ REELfS]
r/c^r^ D COMPUTER TAPEJSJ
" " " • " :&3)TKER{SPECIFY)

10 . ANNUAL ACCUMULATION
Af~ L/ a FILE DRAWER(SJ

g - £ • MICROFILM REEL(S)
wUUhgR 0 COMPUTER TAPE(S)

• O e n ^ P C i p r r i r v )
I I . FILE IS USED

O DAILY O MONTHLY

I2> ^ILK BECOMES INACTIVE AFTER
J*\ O MDNTH(S) O YEAR(S)

IS. CURRENT LOCATION(S> (BLD6. .FLOOR.ROOM)

L.L.G. TREASURY BLDG _- RM- 0^)3
ANNAPOLIS 21401

1 4 . IS RECORD SERIES DUPLICATED ELSEVHERCT
t l P TBS,- SPKCIPY /.aeNCT OR OFFICs)

^Y«a QNO i2e2jD£b< SJgWT&K-
1 S . ArnSVi RESTRICTIONS Q YES I^NO

( I P YXS. CITS L A « ( S ) * RKaULATION(s)
I t . AUDIT REQUIREMENTS

O NONE ^aCsTATC ° FEDERAL O INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED? ( | p VZS.EXPLAIN
BRUPLY AKB O U C H I U AKY KAXOSAMK/SO

a YES * L NO

It. RECOMMENDED RETENTION

IS. NAME AND TITLE OF

4s. Dee Stockett

Supervisor Data Operations, GAD

21. DATE __

May 30, 1990

DCS 330-4 (REVI 2/«7)



' I N S T W X : T » C M S - - T Y P E OR P R I N T A.

SEPARATE FORM FOR CACH NEW OR
REVISES RECORD SCRIES. FORKARD
WITH RECORDS RETENTION S O f f S U U
(DCS 1 3 0 - 1 )

^ f c . DEPARTMENT/AGENCY
^ ^ COMPTROLLER OF TREASURY

DEPARTMENT OP GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P . O . BOX 271

JESSUP, MARYLAND 2 0 7 t 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENT'

PA«5t£or2fc.
, . UNIT Po±r ArUbJT

DEFINITION-RECORD I E S - A OHOUP OF RJKLATKD RKCOKDS NORMALLY FILXD ANO VSKO AS A UNIT FOR
C AM WgLL A» MCTCTTIWI AMU BHPOIITtOW W i t M g e i ;__

fSf RECORD SERIES TITLK

S17HLS ^3Q^7-
f . EAR. TEAR/IJLTEST YEAf

TO -ALtr^gAJT

I • . RECORD SERIES DESCRIPTION f mmtmn"r B««CKI»« T»*« TTPKS Of INFORUATION/OOCUlKNTB/POItMS FOUND
t | t THE SERIES. . IMCLt/OK THK POfW"O»B OM rUNCTIOM OF THC SKITT

/ny^

7 . RECORD SERIES FORMAT(S)

• LETTER SIZE • M1CROTILM

• LCCAL SIZE O COMFUTER TAPS

^ k o t J N D BOOK • FLOPPY DISK

O AUDIO TAPE O VIDEO TAPS

fl OTHER(SPECIFY)

%. RECORD SERIES SEOl

• ALPHABETICAL

^>«TB>CRICAL

• CHRONOLOCICAI.

. • GEOGRAPHICAL

D OTHER(SPECIFY)

•.o
i.a~

t . VOLUME

Aooo • FILE DRAVER(S)
• MICROFILM REEL(S]

'I'cffir' U COMPUTER TAPE(S)
NUMBER -S^-OTHERf SPEC I FT)

1 0 . AIWUAL ACCUMULATION

f 0OO ° r l L E DRAWER(S)
' Pfr£S~> ° MICROFILM REEL(S)

MrWhKH ° COMPUTER TAPE(S)
. O «wvpa(gpcrirv)

I I . FILE IS USED

O DAILY O MONTHLY

12 r J-ILE BECOMES INACTIVE AFTER
O MONTH(S) O YEAR(S)

1 3 . CURRENT LOCATION(S) (

L.L.G. TREASURY BLDG
ANNAPOLIS 21401

.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEYHERSf
i i r TKM, tKcimr /.sorer OR OFFICS)

1S. trcWVi RESTRICTK
( I F m , c m LAS(S) *

a YES P?HO
C O U U A T I O H ( S )

IC . AUDIT REQUIREMENTS

O NCNE^ft^TATE O FEDERAL ° IKDEP «"

1 7 . IS AN INDEX SYSTEM
BRIKPLY AKO D U O I I

T ( i r Txs.KxmjiiN

AMY K A J W M A X K / S O
I S . RETENTION

a YES a^jo

I * . NAME AND TITLK OT

Us. Dee StockeCt
Supervisor Data Operations, GAD

2 1 . DATS...

May 3 0 , 1990

DCS 530-4 (REV! */«7)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION
(DCS S50-I)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 271

JESSUP. MARYLAND 207)4

AGENCY RECORDS INVENT

PACE 4±-?k
•

DEPARTMENT/AGENCY
COMPTROLLER OF TREASURY

2. DIVISION
GENERAL ACCOUNTING DIVISION

3. UNIT

ftbmiioi^TaaTwie S&*
DEFINITION-RECORD SERIES* Or JVKLATXS WCCOROfl NORMALLY FILKD AMO V K O AM A UHIT FOR

* A« WKU. AM HJTrKKTIOW AMP D l t P C H T t e M WimWQ9wm •

SERIES TITUC

£AT> *-/•
I *. RECORD SERIES DESCRIPTION iaHtKrUr DmMCMtBK lidC TTPKS O r IN FORMAT I ON/DOCUtKNTI/rORMI FOUND

*SM THE S E R I E S . • . INCLUDC TK* PURJ>O*C OJt FUNCTION OF TM« MKm

$(o6\*is\ 2frVt+ (\-Uouvr Qf^u&r

i 7. RECORD SERIES FORMAT(S)

I ̂ LETTER SIZE O MICROFILM

O LXCAL SIZE O COMPUTER TAPE

^^eCUJND BOOK Q FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPS

O OTWJiHSPECIFY)

• . RECORD SERIES SEQUENCE

• ALPHABETICAL

/AsNl*eRlCAL

O CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

t . VOLUME

O^V O FILE DRATCR(S)
^ ^ Q MICROFILM REEXJSJ
ll'U ' D COMPUTER TAPE(SJ
MUMBEM n O T H E H jSPEC IFYJ

1 0 . ANNUAL ACCUMULATION

3'3j^tf? ° | r j L E DRAWER(S)
\J(l. O MICROFILM REEL(S]
\\JWhTk O COMPUTER TAPE(S)

Hi ?piinf 1
I I . FILE IS USED

IDAILYJ^TBU O VEEKLY O MONTHLY
«*>- FILE BECOMES INACTIVE AFTER

O MONTH(S) O YEAR(S)

»*T FILE I

rte2L
' N U M B E R

1 3 . CURRENT LOCATION(S) (BLDC. .FLOOR.ROOM)

L.L.G. TREASURY BLDG - RM-
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPCdFY AOEKCV OK OFFICs)

IS. ACCESS RESTRICTIONS O YES ^ ^ N O
(IF YKS, CfTK LAV(S) * RXaULATION(s)

If. AUDIT REQUIREMENTS

0 NCNK^q^ErATS O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF TU.KXPUIN
BRIEFLY AKO DCfCXIU AKY KAXDIAKc/fO,

O YES sF^*G

I. RECOMMENDED RETENTION

fO(L ^^lOTUJK- TKHno±pG*_'n> sTwnr

'.TZAMK AND TITLE OF PREPAREX

Ms. Dee Stockett
upervisor Data Operations, GAD

2 1 . DATS ...- ,

May 30 , 1990

DCS 550-4 (REVISED X/«7)



INSTHVCT I CMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NET OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION S O G X U
(DCS 3 3 0 - 1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P . O . BOX 271

JESSUP, MARYLAW 2 0 7 1 4

AGENCY RECORDS INVENT'

PAC &.,.&>

f DEPARTMENT/AGENCY
COMPTROLLER OF TREASURY

2. DIVISION

GENERAL ACCOUNTING DIVISION

i . UNIT

DEFINITION-RECORD SERIES* aitOUF OF RKLATXO MKCOItDS NORMALLY riLJCS AMD U » D
c AM mtn-u AM nrrpcrtew AKO B i i p o i i T i e w ytim»o

AS A UNIT ron

Ur RECORD SERIES TITLX

A3MVNCG' ^ e t o f c V
• .EARLIEST YEAR/LATEST YEA*

/??/ TO" - ^
I « . RECORD SERIES DESCRIPTION (" W l * '^ - r »««CJir»« Tt*K TTTKB OW INPOftMATION/DOCUtKMTV/FONMS POUNO

*%H fUR SERIES. f . INCLUOK TMK PUMPOSC OH FUNCTION OF TMK «KIT1

\̂frVNC(? U ^ u W T s ^ i i o t ^ S i w t - f e f x ^ ^ vortex FOIL osjethu

7 . RECORD SERIES FORKAT(S)

! '^LETTER SIZE O M1CROTILM

J!fLECAL SIZE Q COMPUTER TAPS

BOOK O FLOPPY DISK

AUDIO TAPE Q VIDEO TAPS

O OTHERf SPECIFY)

• . RECORD SERIES SEQUENCE

Q ALPHABETICAL

,-O NUMERICAL

V^CKRONOLOC ICAL

. O GEOGRAPHICAL

D OTHER(SPECIFY)

fl. VOLUME

- ' v - '• MICROFILM REEL(S}

O COMPUTER TAPE(S)

O OTHER{SPECIFY)
NUMBER .

1 0 . AFMUAL ACCUMULATION

. / -^CFILE DRAVER(S)
Ar ° MICROFILM REEL(S)

RtBSXIT0 COMPUTER TAPE(S)
»f ^prriryl

I I . FILE IS USED

%DAILY O MONTHLY

is tjnjUE.BECOMES INACTIVE AFTER
O MONTH(S) O YEAR(S)

I S . CURRENT LOCATION(S) (BLDC..FL

L.L.G. TREASURY BLDG - RM-

ANNAPOLIS 21401

14. 18 RECORD SERIES DUPLICATED

t i r mc», i n c i r r /.aorer on erricc)

IS . ArCE«8S RESTRICTIONS O YES J^4tO

( IF YXS, etTK LAV(S) * RKOULATIOf«(s)
I S . AUDIT REQUIREMENTS

° NONE ̂ CsTATt ° FEDERAL ° INDEPENDENT

1 7 . IS AN INDEX

mntmrur
SYSTEM USEDT ( i r YKS.KM>LAIN

O U C X i n ANT KAHeBAJtc/sorrVAJIK) RETENTION

-*4*

s . TZAMC AND TITLE or

is. Dee Stockett

upervisor Data Operations, GAD

21. DATS

May 30, 1990

DCS 330-4 (REVI 2/«7)



INSTRTJCT1 CMS --TYPE OR PRINT M.
SEPARATE rORM FOR EACH NEW Oft
REVISED RECORD SERIES. FORVARD
WITH RECORDS BETENT1DM «<l-TX>dX
(DCS I30-IJ

j ^ . DEFARTMENT/ACCNCY
^ COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 207f4

2. DIVISION

GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENT

PACE J3 or 7 £

S. UNIT

DEFINITION-RECORD SER1I . * ailOUP O r WKLATKS RKCOR0* NORMALLY riLJKO AND UtKO A f A UNIT FOR
C AM MKUL. AM WmtHTIOH AWB D U P C t l T I O H PU1IWHM •

F ^ RECORD SERII TITLX

STQfcf, Ttwpexi.
I •. RECORD SERIES DESCRIPTION (•KIKFUr OKSCXIBK TMC

IN THE :RIES.
TYPKS O r INrORMAT I ON/DOCUMENTS/FORMS FOUND

INCX.UOK TKK PUWOfC OK FUNCTION OF TMC «*f

I 7 . RECORD SERIES FORMATfSj

,' O LETTER SIZE O MICROTILM

O I r<S*U SIZE • COMPUTER TAPE

BOOK a FLOPPY DISK

a AUDIO TAPE Q VIDEO TAPE

Q OT1-ER(SPECIFY)

ComPUTgx. PtotfL

• . RECORD SERIES SEQUENCE

O ALPHABETICAL

J^NL»CRICAL

O CHRONOLOGICAL.

Q GEOGRAPHICAL

O OTKER(SPECIFY]

fl. VOLUME

^ h O ° r i L E DRAl|ER(s)
PAfcr^ ° MICROFILM REELfSj
\WO*^> D C O M P U T E R TAPEJSJ

^ Q " " " " T^OTHERJSPECIFY)

10 . AfMUAL ACCUMULATION

-. • MICROFILM REEL(S)
wUMkC* D COMPUTER TAPE(S)

nrupRf cprrirvl
I I . FILE IS USED

.^"OAIUY
iwZiy 12 ! " FILE BECOMES INACTIVE AFTER

_ J 7 . O MCNTH(S) X V E A R ( S )

IS. CURRENT LCCATICN(S) (
L.L.G. TREASURY BLDG
ANNAPOLIS 21401

-" ̂ ZLQ(*
14. IS RECORD SERIES DUPLICATED ELSEWHEREt

tlP YES, SF-KCIPY AOEVCT OR OFFICC)
JB'YES O NO

IS. ACCESS RESTRICTIONS
( i r TKS, CITS LA»(S) *

O YES J^HO
taULATION(s)

I f . AUDIT REQUIREMENTS

o NONE E S T A T E O FEDERAL a INDEPENDENT

17. JS AN INDEX SYSTEM
BRISTLY AKO DKSCMf

* ( i r YKS.KXr-UAIN
AMY KAROKAJUC/SOFTVAXX)

° YES X C N O

» . KAME AND TITLX OT

is . Dee Stockett
upervisor Data Operations, GAD

! • • fECCT*gJ<DED RETENTION

^e^T^/xj iM A 6 ^ c y TLOO C±\ plica/

21. DATE

May 30, 1990

DCS 330-4 (REVI */«7)



mSTPyCTICHS--TYPg OR PRINT A
'SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORXARD
WITH RECORDS RETENTION SOCDULS
(DCS S S O - t )

C01
DEPARTMENT/AGENCY

COMPTROLLER OF TREASURY

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P . O . BOX 27»

JESSUP, MARYLAND 2 0 7 f 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENT'

PACKM-Z*
3. UNIT

ADftMttt^UrfNg >S6^v/>t6^

OEFINITICN-RECORD SERIES-A OJtOUP OP M Un S RECORDS NORMALLY FILJKO ANO USKD AS A UNIT
AS mrnorrtoN AMO D U P O H T I Q W »titt*ogg«

RECORD SERIES TITLJC

M\ him, ^eunbs
I « . RECORD SERIES DESCRIPTION | " * l i t F 1 - T O«*CIII»* TKB TTPKS OP" IMPORUATION/DOCUMENTS/PORM* FOUND

tM T+JE SERIES. . INCX.UDK TKB FUIU»O»B OR FUNCTION OF TMK **f

o

I 7 . RECORD SERIES FOftMAT(S)

I ̂PCUETTER SIZE D MICROFILM

a LEGAL S I Z E O COMPUTER TAPS

V O U O BOOK O FLOPPY D I S K

O AUDIO TAPE Q VIDEO TAPS

O OT>£R(SPECIFY]

9. RECORD SERIES SEQUENCE

a ALPHABETICAL

^ ^ N U r E R I C A L

O CHRONOLOCICAU

. a GEOGRAPHICAL

D OTHER(SPECIFY)

VOLUME

fe-pfi&tt ° PILE DRA*ER(SJ
O MICROFILM REEX(S)

^ ° " Q COMPUTER TAPE(S)
NUMBER D OTHER{SPECIFY]

1 0 . ANNUAL ACCUMULATION

^ fC% O MICROFILM REEL(SJ
EX* ° COMPUTER TAPE(S)
• .DVerrvypfgpc-r-trv)

I I . FILE IS USED

O DAILY O MONTHLY

I 2 i FILE ;COMES INACTIVE AFTER

O MONTH(S) JlKiEARtSj

1 3 . CURRENT LOCATICN(S) (
L.L.G. TREASURY BLDG
ANNAPOLIS 21401

™-dcu
14. 18 RECORD SERIES DUPLICATED ELSEWHERET

IIP VKS ( spccirr AOEKCT OK OFFICK)
a YES X^NO

IS. ArcTTT

(IP
RESTRICTIONS

.'CITS LA«(s)
a YSS 4fNO

cauvATtotf(s)
I f . AUDIT REOU(REMENTS

O NONE )CSTATE O FEDERAL O INDEPENDENT

1 7 . I S AN INDEX
•RIKPLY AKO

T ( I P TKSiKXriJlIN

went mm ANY MAKOBAKC/BOPTWAKK)

a YES NO

•S. RECOMMENDED RETENTION

1*. NAME AND TITLE OT
Ms. Dee Stockett

Supervisor. Data Operations, GAD

21. DATS

May 30, 1990

DCS 330-4 (REVI *7«7)



INSTRUCT IQMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SCHEDULJt
(DCS 8 3 0 - 1 J

| ^ ^ DEPARTMENT/AGENCY
^COMPTROLLER OF TREASURY

DEPARTMENT Or GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P . O . BOX 1 7 1

JESSUP, MARYLAND 2 0 7 1 4

2 . DIVISION

GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENTOf-

P A G C ^ T o r lie

3 . UNIT

PM/brTS
DEFINITION -RECORD J E S . A •>•©«* OF RJTLATK.D RTCORDS NORMALLY FILKD AMD USKD AS A UNIT FOR

W K M K C K AM WgUL AS RSmOTTIOM AMD B I I P O I I T I M I m » F a g g « •

4 . RECORD SERIES TITUC

fi^iTS •-
• . RECORD SERIES DESCRIPTION ( • * I K > r u r « » « l « w i TYPKS Or IMPORMATION/DOCUMENTS/PORMS POUND

*IN THE SERIES. INCLUOK TKK PURPOSE OR rUNCTION OP TMK IIITtl

)

7. RECORD SERIES FORMAT(S)

I .XLETTER SIZE O MICROTILM

2KLEGAL SIZE • COMPUTER TAPS

BOOK D FLOPPY DISK

IO TAPE D VIDEO TAPE

)Sl OTKER(SPECIFY)

t!ort\P\n®i fisP^L

S. RECORD SERIES SEQUENCE

O ALPHABETICAL

^P<MU»CRICAL

• CKRCNOLOGICAL

• O GEOGRAPHICAL

D OTHER(SPECIFY)

f. VOLUME
a FILE DRAVER(S)
• MICROFILM REEL(S)

, 0 COMPUTER TAPE(S)
MUMBIE* D OTHER(SPECIFY)

10. ANf«UAL ACCUMULATION
D FILE DRAWER(S)
• MICROFILM REEL(S)

klrUkEJt O COMPUTER TAPE(S)
?[ c p c r i r v )

I I . riLK IS USED

O DAILY

1 2 . FILE

O MONTHLY
Rucfsfvir

iCOMES INACTIVE AFTER

O MONTH(S) O YEAR(S)

13. CURRENT LOCATION(S) (BLDG. .FLOOR.ROOM)
L.L.G. TREASURY BLDG - RM- Of)^
ANNAPOLIS 21401 ^ U

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP VKS,- SPCCIPT AOEKCV OR OPPICK)

\?i??ir>Li?-?iO»v» ft«.fe*jo«vr)K)^ STATS' MsffHC
IS. ACCESS RESTRICTIONS O YES )^NO

(»P TKS, CtTK LAV(s) * RKOULATION(S)
tC. AUDIT REQUUSMENTS

O NONE )\ STATE O FEDERAL ° INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED? ( f p m . u m J t I H
BRISTLY AKD DIICRI I t . RECOMMENDED RETENTION

a YES X NO

AKY KARDBAJtK/sorrVAJUCJI " " ^ l O r - ^

L3> v/gtf'&S.

It.^PUS AND TITUC Or

Is. Dee Stockett
Supervisor. Data Operations, GAD

20. TELEPHONE NUMBER

974-2180

21. DATS

May 30, 1990

DCS 3S0-4 (REVISED 2/«7)



INSTWJCTIQMS--TYPE OR P O I W A
SEPARATE FORM FOR EACH NEW OR
RCVISCD RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 1 9 0 * 1 )

^ J . DEPARTMENT/AGENCY
| B COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

" 7 2 7 1 WATERLOO ROAD
P . O . BOX 271

JESSUP, MARYLAND 2 0 7 t 4

X. DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENTS

PACE^OFT^

s-l*"T ftUi>»TS
DEFINITICN-RECORD SERIES-* 9HOV* O r >«-ATED RECORDS NORMALLY PILED AHO USED AS A UNIT FOR

RcrciieNac AS IELL AS UTINTIOM AND DIIPOIITION PURM9EI

4 . RECORD SERIES TITLE

Our-S/^er---^m^.^/-b-^^k^h/r^
I 0 . RECORD SERIES DESCRIPTION | • * * l e f ' l ' 1 r DESCRIBE TME TYPKS OF" INPOIOMTION/DOCUMeMTI/raitHf POUND

MM THE SEB1M- " / INCLUDE THE PURPOSE Oil FUNCTION Or THE SKIF1E:>1M THE SERIES.

7 . RECORD SERIES FORMAT(S)

O LETTER S I Z E • MICROTILM

O LEGAL S I 2 E O COMFUTER TAPE

^BOtND BOOK O FLOPPY D I S K

>1O TAPE • VIDEO TAPE

a OTKER(SPECIFY)

ft. RECORD SERIES SEQUENCE

O ALPHABETICAL

• NL»CRICAL

•J5^CKRONOLOG ICAL

• GEOGRAPHICAL

D OTHER(SPECirY)

I . VOLUME

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

HuytaKn O OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION

^JOb. ° PILE DRAWER(S)
y f e ^ y ' a MICROFILM REEL(S)

->. MiMhgH O COMPUTER TAPE(S)

I I . FILE IS USED

a DAILY O MONTHLY

tX• FILE0BECOMES INACTIVE AFTER

innftrw ° *CNtH(s) ^ V E A R J S )
IS. CURRENT LOCATION{S> (BLDC. .FLOOR.ROOM)

L.L.G. TREASURY BLDG _- RM-
ANNAPOLIS 21401 SXU

1 4 . I S RECORD SERIES DUPLICATED ELSEWHERET

X** YTS, SPECIFY AOEKCY OR OFFfCs)

I S . ACCESS RESTRICTIONS • YES J^NO
( I P T«S, CITE LA*(S) * REOUUATI ON ( S )

IC. AUDIT REQUIREMENTS

o NONE - E S T A T E a FEDERAL a INDEPENDENT

I S . RECOMMENDED RETENTION ,v: /;1 7 . I S AN INDEX SYSTEM USEDT ( IF YES.EXPLAIN
•RIEFI.Y AKD DESCHIM AITT KAJWWAJtE/SOFTWARE) I " * " -™~» «*.*«>,. i«* ,

OYES ^ NO

Ms
AND TITLE OT

Dee Stockett

Supervisor Data Operations, GAD

If. DATE

May 3(5, 1990

DCS S50-4 (REVISED 2/«7)



INSTRtJCTI CMS--TYPE OR PRINT A.
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S C R I E S . FORWARD
WITH RECORDS RETEMTICM «U-kSm>tt,^
(DCS 1 1 9 1 )

| 1 . DEPARTMENT/AGENCY
^COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANACEMENT DIVISION

7271 WATERLOO ROAD
P . O . BOX 271

JESSUP, MARYLAND 2 0 7 * 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENTOR

PA«J£ZOF;2£ "

3 . UNIT . A v

fHbiTS
DEFINITION-RECORD SERIES-* a i t O U F o r «*»-*TBO nceonofl NORMALLY FIL-KO AND U K O A S A UNIT row

C AM MKLX. AM KKTKKTIOH ANO B I l f O I I T l O W PUWPOBg« • _n--RECORD SERIES TITLE

Oil)) rT3
| « . RECORD SERIES DESCRIPTION (•*»«*'*•* O««CHI»« TMK TTPKS Or INrOKUATI ON/DOCUMENTS/TORWS POUND

I N T+iE SERIES. ' / tNCLUOK TMK PUKPOte OR rONCTION OF TMK >KFrteX

U>oM̂  itftil.ett-

1

i 7 . RECORD SERIES FORMAT(S]

: X LETTER SIZE O MICROTILM

^ LEGAL SIZE • COMPUTER TAPE

a BOLND BOOK ° FLOPPY DISK

^ P u D I O TAPE O VIDEO TAPS

O OTHER(SPECIFY)

« . RECORD SERIES SEQUENCE

D ALPHABETICAL

>S^NUMERICAL

• CHRONOLOGICAL

. O GEOGRAPHICAL

O OTHERfSPECIFY]

1 1 * FILE IS USED

O DAILY O WEEKLY O MONTM.Y

I S . CURRENT LOCAT1ON(S> (BLDC..FLOOR.ROOM)

L.L.G. TREASURY BLDG - R M - O A /
ANNAPOLIS 21401 / t / V

I S . ACCESS RESTRICTIONS O YES X ( N O
( I F YKS, CITS LAV(S) • naULATION(s)

1 7 . IS AN INDEX SYSTEM USEDT ( | r YM.K3OPLAIN
BRIKFLY AKB DKSCItlBX ANY MARDmAKK/sOPTWAKC)
• «

D YES Jt^HO

*

l»J^m*K AND TITLE OP PREPAREK

Ms. Dee Stockett
Supervisor Data Operations, GAD

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

NUMBER D oTHERjspEdryj

1 0 . ANNUAL ACCUMULATION
• FILE DRAWER(S)
• MICROFILM REEL(S)

uvaear ° COMPUTER TAPE(S)
D MVPR( cppr i rv(

1 2 * FIJLB BECOftCS INACTIVE AFTER

- RTA&ffr ° * « * T H ( S ) ^ f e A R ( S j

14 . IS RECORD SERIES DUPLICATED ELSEWHERE?

t t P YC», SPrciFY AOEKCY Oil OFFICs)
O YES^O^NO

I f . AUDIT REQUIREMENTS

O NONE JD^STATC O FEDERAL • INDEPENDENT

I t . RECOMENDED RETENTION.'

2 0 . TELEPHONE NUMBER

.974-2180

2 1 . DATE

May 3 0 , 1990

DCS 3S0-4 (REVISED 2/S7)



INSTRVCT I OTIS - - TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORKARO
WITH RECORDS RETENTION SOCIXJU
(DCS 180-1)

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 207*4

AGENCY RECORDS INVE.NTOf

PACE <±i~2&
• . DCFARTMENT/ACENCY

COMPTROLLER OF TREASURY
2. DIVISION

GENERAL ACCOUNTING DIVISION

DEFINITION-RECORD SERIES-* anOtJ* O F M " ' r e B WCCOKD* NORMALLY PILKD AND U » D A« A UNIT FOR
« « A» I P X AM WnWTIOH AHO DUPOIITTWI ruwfpgg* •

4. RECORD SERIES TITLE

X-3
9. EARLIEST YEAR/LATEST TEAR

TO

I * . RECORD MIES DESCRIPTION | * * * * * " * DMCRIK
»1M THE SERIES.

THK TTfTM OP INPOmMTION/DOCUHBNTt/POmiS POUND
INCLUOK TK* PUWOIC OR rONCTION OP TMK IKR1E

/A) biViiMiftJ Ue^vie^r ^ A - OUT-O^-STTH-^ r*^a\/tf1

7. RECORD SERIES FORMAT(S)

• LETTER SIZE • MICROFILM

)^LE<5AL S12E O COMPUTER TAPE

^LBOUND BOOK a FLOPPY DISK

^^AUDIO TAPE 0 VIDEO TAPS

O OTHER(SPECIFY)

9. RECORD SERIES SEQUENCE

Q ALPHABETICAL

^B.Nl»CRICAL

O CHRONOLOGICAL

. • GEOGRAPHICAL

D OTHER(SPECIFY)

B. VOLUME

O FILE DRAWER(6J
• MICROFILM REEL(S)
• COMPUTER TAPE(S)

" U M B " D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

• FILE DRAWER(S)
• MICROFILM REEL(SJ

NbUhgw D COMPUTER TAPE(S)
O QTMTRf gPCrltVl

I I . FILE IS USED

O DAILY O MONTHLY

1 1 • FUJf1 BECOMES INACTIVE AFTER

mm&r a *«»nMC«l >^YEAR(S)

1 3 . CURRENT LOCATICN(S) (BLDC. .FLOOR.ROOM)
L.L.G. TREASURY BLDG _ - RM- i l / V )
ANNAPOLIS 21401 O^^

14 . IS RECORD SERIES DUPLICATED ELSEWHERE»
| l F VCS(. SP-KCIPT AOOTCY OH OPFICs)

^/f fK/ttC/C^ /TO D (Kurt AT nib* ^TfrTP* Pib€TOU&r

I S . ArciT^S RESTRICTIONS O YES JP^HQ
( I F Y K S , C I T S LJkmlm) * raKauuATiotcbs)

I t . AUDIT REQUIREMENTS

O NONE ^ S T A T E O FEDERAL ° INDEPENDENT

1 7 . IS AN INDEX SYSTEM USEDT ( IP VKS.KXrUKIN
•RIKTUY AKB D U C H I U ANY KAKOSAIUC/SOPTWAIUE) ! • • RECOMMENDED RETENTION

a YES NO

i/g7^2 S Aoofc a / one At* b'T^o, ujtfietf&rgn.

1»^PUME AND TITLE OF
Ms. Dee Stockett

Supervisor. Data Operations, GAD

21. DATS

May 30, 1990

DCS 350-4 (REVISED 2/«7)



ipSTFMCTI CMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION S O C D U J C
(DCS I S O - ! )

^ ^ DEPARTMENT/AGENCY
V COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P . O . BOX 27S

JESSUP, MARYLAND 2 0 7 t 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENTO

PA«^£OFJZ^ "
, . UNIT OfFlCff Of>T*Z

7>i\mioio "fc) fc »/£ Tt> ft.

DEFINITION-RECORD SERIES*A amw or RSLATKO RECORDS NORMALLY PILED AMB USED AS A UNIT FOR
MCreWtUCT AS »ELL AS RETENTION ANO DISPOSITION *WH»QggS L_

4. RECORD SERIES TITLE

A-l) tfi^t&^i
S. EARLIEST YEAR/LATEST YEAR

- ; TO

i f. RECORD SERIES DESCRIPTION imHtKrtmT OESCWIM TMt TYPES Of INFORMATION/DOCUMENTS/FORMS POUND
IN THE SERIES. ,. INCLUOK TMK PURPOSE OR FUNCTION OF TMK BKfrtr:

7. RECORD SERIES FORMAT(S)

i -^LETTER SIZE Q MICROFILM

^2. LEGAL SIZE • COMPUTER TAPE

BOOK D FLOPPY DISK

%UDIO TAPE Q VIDEO TAPE

O OTHER{SPECIFY)

• . RECORD SERIES SEQUENCE

O ALPHABETICAL

• NUMERICAL

D CHRONOLOGICAL

. O GEOGRAPHICAL

O OTHER(SPECIFY)

B. VOLUME

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

f*UMBe* O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
• MICROFILM REEL(S)

KbUhg* O COMPUTER TAPE(S)
• P nnrHFP(c!wrrirv)

II. FILE IS USED

O DAILY O VEEKLY O MONTHLY

IX. FALE BECOMES INACTIVE AFTER
O MONTH(S) ^JCKYEAR(S)

IS. CURRENT LOCATION(S) (

L.L.G. TREASURY BLDG
ANNAPOLIS 21401

. .FLOOR,ROOM)

KM- dOO
1 4 . I S RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY AOENCY OR OFFICE)
a YXS O-=NO

IS. ACCESS RESTRICTIONS d YES -&^NO
(IF YKSt CITS LAV(s) * RKaULATlON(s)

IC. AUDIT REQUIREMENTS

O NONE ,RjSTATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( IF YKS.KXPLAIN
BRIEFLY AKS DESCMIBC ANT HARDKARK/SOI

IS. RETENTION .= q
a YES J^~NO

i&ML fail utoVL Pwhm, *>*<'» *"**'

I«.^*KME AND TITLE OF

Ms. Dee Stockett

Supervisor Data Operations, GAD

21. DATS

May 30, 1990

DCS 5S0-4 (REVI */«7)



IHSTROCTICTCS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
VI7H RECORDS RETENTION SCHEDULE
(DCS 1 3 0 - 1 )

W L . DEPARTMENT/AGENCY

| 9 COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 1 WATERLOO ROAD
P . O . BOX 2 7 1

JESSUP, MARYLAND 2 Q 7 i 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENTS

PA««32>OF2£

DEFINITION-RECORD SERIES-
A aitot/p or ncLATKO RECORDS NORMALLY FILKO ANO u t i o AS A UNIT row

B1U. AS RKTKNTIOW ANO Pt tWHTIQW W W M » e i •_

4. RECORD SERIES TITLE

.Sft^frt H*K>\L QaoufrTr^&ofiM-
S. EARLIEST YEAR/LATEST YEAR

— TO

I «. RECORD SERIES DESCRIPTION (BRISKLY DKSCRIBK TKK TYPKS
1M THE ;RIES.

OF" IMrOKWATIOM/DOCUMeHTS/rORftrS POCNO

INCLUOC TMK. rUVOIC OH FUNCTION OP TMK BKITtE:

7. RECORD SERIES FORMAT(S]

J^ LETTER SIZE O MICROFILM

^A^LEGML SIZE • COMPUTER TAPS

^kSOCND BOOK • FLOPPY DISK

T^UJDIO TAPE D VIDEO TAPS

a OTHERfSPECIFY}

9. RECORD SERIES SEQUENCE

O ALPHABETICAL

J^P<4a*eRicAL

O CHRONOLOGICAL

. O GEOGRAPHICAL

D OTHER(SPECIFY]

B . VOLUME

1 ' ° MICROFILM REEL(S)
fnO ' a COMPUTER TAPE(S]
NUMBER -a^OTHER (SPEC IFY J

1 0 . ANNUAL ACCUMULATION

O FILE DRAWER(S)
• MICROFILM REEL(SJ

RUBKEr ° COMPUTER T A P E { S J

. ^KniVFP[«;prrirY|

IJkfi

I I . FILE IS USED

O DAILY O MONTHLY

l 2 # FILE BECOMES INACTIVE AFTER
fwjU O MONTH(S) O YEAR(8)

1 3 . CURRENT LOCATION{S) (BLDC. .FLOOR.ROOM)

L . L . G . TREASURY BLDG - RM- &LQO
ANNAPOLIS 21401

1 4 . 18 RECORD SERIES DUPLICATED ELSEWHERET

^JF YC», SPCCIPY AOrXCT OR O P F I C K )

M/^ifftH/i ^°i\i rt£G>l M&TIUAr- S.TAT0 46ftO^

IS. ACCESS RESTRICTIONS O YES jS( NO
( i r Y K S , eiTK L A * ( « ) * mcauvATiotc(s)

I f . AUDIT REQUIREMENTS

O NONE ^ STATS O FEDERAL O INDEPENDENT

1 7 . IS AN INDEX SYSTEM USEDT ( IF VU.KXTLAIN -
BRtWLY AKB DHCXtU AKT KAJtOIAIw/lOPntAW) 'J

a YES NO

I*. RECOMMENDED RETENTION - • __ , .

m i U S AND TITLE OF PREPARER

Ms. Dee Stockett
Supervisor Data Operations, GAD

2 0 . TELEPHONE NUMBER

974-2180

2 1 . DATS

• - May 3 0 , 1990

DCS S50-4 (REVISED 2/S7)



I IMSTWJCTI CMS --TYPE Oft PB1NT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD -
WITH RECORDS RETENTION SCHEDULE
(DCS 1 8 0 - 1 J

U B V . DEPARTMENT/AGENCY
• COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

- '• - 7 2 7 1 WATERLOO ROAD
P . O . BOX 2 7 1

JESSUP. MARYLAND 2 Q 7 t 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENTOR

PACS « 5 f OF fV&

J. UNIT QPP1C&- Q? TU^

DEFINITION-RECORD SERIES-A OJIOUP OF RELATED RECORDS NORMALLY FILES AND UKD AS A UNIT FOR
W W H E W a AM WKLL KB RETENTION ANO Dl i rOf lTIMI >"IIMagI •__

4. RECORD SERIES TITLK

fii) g-5
S . EARLIEST YEAR/LATEST YEAR

TO

• . RECORD SERIES DESCRIPTION immtm''UV B«»CRI»«. TKK TrTKM Or INPOmUTtON/CtoCUMENTI/raRMfl POUND
IN THE SERIES. , . INCLUOK TKB PURPOK OR FUNCTION OF TMK SKKirs

SUBJECT *,!&>

j 7 . RECORD SERIES FORMAT(S)

' N/LETTER SIZE • MICROFILM

J^LECAL SIZE O COMPUTER TAPE

^^BOUND BOOK • FLOPPY DISK

^•^VUDIO TAPE a VIDEO TAPE

O OTKER(SPECIFY)

• . RECORD SERIES SEQUENCE

^(ALPHABETICAL

X.NOCRICAL

O CHRONOLOGICAL

. • GEOGRAPHICAL

D OTHER(SPECIFY)

B . VOLUME

• FILE DRAVER(S)
• MICROFILM REEL[S)
• COMPUTER TAPE(S)

NUMBER o orniERlSPECIFY)

1 0 . ANNUAL ACCUMULATION
Q FILE DRAWER(S)
• MICROFILM REELfSj

NbUhM O COMPUTER TAPE(S)
• D OTHFP(«»crirY)

I I . FILE IS USED

O DAILY O MONTHLY
rcOMES INACTIVE AFTER

• MONTH(S) O YEAR(B)

IS. CURRENT LOCATION{S) (
L.L.G. TREASURY BLDG
ANNAPOLIS 21401

.FLOOR.ROOM)

RM- p_QO
14. 18 RECORD SERIES DUPLICATED ELSEWHEREt

( I F v r s , spceiFT /.OEKCT OR OFFICE)
D YES pCtiO

I S . ACCESS RESTRICTIONS
( I F v n , CITK •_*•(•) *

a YES )̂ sNO
COULATIOM(S)

Iff. AUDIT REQUIREMENTS

O NONE A STATE O FEDERAL O INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED? ( i r TKS.KXPLAIN
BRIEFLY AKB DBfCHIU ANY MARDBAXK/SOFTVARK ) IS. RECOMMENDED RETENTION

O YES ̂  NO

I S ! * J D \ M E AND TITLK OF PREPARER
Ms. Dee Stockett
Supervisor Data Operations, GAD

• • reel i nrnm .nutjj ra.ttj*i iwn .

-ft) piAUUiUtr- AT*5 PoliCt/ TV?H~ I Ifo ̂ TdArT^ T+2

2 0 . TELEPHONE NUMBER

974-2180

2 1 . DATE

May 3 0 , 1990

DCS 350-4 (REVISED 2/«7)



INS! :TtCnS--TYFC OR PRINT A
SEPARATE FORM FOR EACH NEW OR
RCVISCO RECORD SERIES. FORWARD
WITH RECORDS RETENTION SOCCCU
(DCS HO-IJ

^ C O l

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
— 7 2 7 $ WATERLOO ROAD

P . O . BOX 27»
MARYLAND 2 0 7 f 4

AGENCY RECORDS INVENTOf

PACK SZ-Or
DEFARTMENT/ACENCY

COMPTROLLER OF TREASURY
2 . DIVISION

GENERAL ACCOUNTING DIVISION

DEFINITION'RECORD SERIES*A OJtOUP O r MCLATKD RKCOR0S NORMALLY FILJCO AMD VfXD AS A UNIT FOR
at AM i m AM wrrpmew AKO pupotiTtew wmwagi •__

ECORD SERIES TITLE

ftffibftvrrs. Cgn-r-<^/^A7te-s '
| •. RECORD SERIES DESCRIPTION (miKFUr DKSCJtIK TtOC

IN THE SERIES. '.
TYPES OP* INFORUATION/DOCUMeNTS/rORMS FOUND
INCLUOC TMS/ PURPOSB OH FUNCTION OF TMK BXITtKJ

7. RECORD SERIES FORMAT(S)

• LETTER SIZE ° MICROFILM

LEGAL SIZE O COMPUTER TAPS

BOOK • FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

O OTHER(SPECIFY^

*

* . RECORD SERIES SEQUENCE

O ALPHABETICAL

O NOCRICAL

^CHRONOLOGICAL

. O GEOGRAPHICAL

O OTHER{SPECIFY)

B. VOLUME

O FILE DRAWER(S)
O MICROFILM REXL(S)
O COMPUTER TAPE(S)

""•"""* D OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION
\X~) F4IL ~&^Fl\JE DRAWER(S)
^V< fcfclobP MICROFILM REEL(S)

NlrWhEK ° COMPUTER TAPE(S)

UJ rrfFlfl
I t . FILE IS USED

• DAILY

IX.

O MONTHLY T SCOMES INACTIVE AFTER

O MONTH(S) J^rYEAR[S)

IJ. CURRENT LOCATION(S) (BLDS..FLOOR.ROOM)
L.L.G. TREASURY BLDG - RM- ^QO
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEVHEREV
ttr YCS, (prciPY AOEKCY OR OFFICK)

1
I S . RESTRICTIONS a YES V-J*o

( i r YKS, eiTK LAW(S) * n a u u T i O N ( s )
I t . AUDIT REOAHREMEN

D NONE )A^STATE O FEDERAL O INDEPJSpDENT

1 7 . IS AN INDEX SYSTEM USEDT ( f r yiB.KXPLAIN
BRIKFL.Y AKO D U C R I U ANY KAKOmAJOc/SOrTVAMK)

OTES > . NO

I S . RECOMMENDED RETENTION

l « . iMME AND TITLE OT

Is. Dee Stockett

Supervisor Data Operations, GAD

21. DATE

May 30, 1990

DCS 330-4 (REVI X/«7)



INSTRUCTIONS--TYPE OR PBINT A
'SEPARATE FORM FOR EACH NETT OR
REVISED RECORD SERIES. FORVARD
WITH pv.e-oims «w7T*>fTICN SO-KDULK
(DCS s s o - i )

^ f e . DEFARTMENT/AGENCY
Y^ COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 » VATERLOO ROAD
P . O . BOX 2 7 »

JESSUP. MARYLAND 2 0 7 0 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENT

PACK «51? o r 7 £ >

J . UNIT

ft/VTA' OPs£#T)o^i
DEFINITION-RECORD I^EJJ*A a m w or KKLATKO KCOUfl NORMALLY FILJCO AND t/SKO AS A UNIT FOH

»"-»• * » WTPfTtOH AKO DIlWHITtOW >"«FO«ei ; _

•••""f'4. REiCORD SERIES T1TLJC

STAW h?>nWG>
YEAR/LATEST TEA;

TO f%gS6A3

I • . RECORD SERIES DESCRIPTION |m u a r oKscxtBK THB
1{l THE SERIES.

TYPKS OF1 INPOMUTrON/DOCUWNTI/POma FOCNO

INCLUOK TKB PUWOIE OM rONCTIOM OF TMK SKfTT

7 . RECORD SERIES FORMAT(S)

• LETTER SIZE • MICROFILM

O LEGAL SIZE O CCMFUTEH TAPE

AfiOLMD BOOK • FLOPPY DISK

O AUDIO TAPE O VIDEO TAPS

OTHER{SPECIFYJk

«. RECORD SERIES SEQUENCE

O ALPHABETICAL

ji. NOCRICAL

O CHRONOLOGICAL

. • GEOCRAPHICAL

O OTHER(SPECIFY)

t. VOLUC

(j)~-'f1&ef> D riLE DRA«ER(S]
^ / J / ^ y D MICROFILM REEL(S)

O COMPUTER TAPE(S)
HxmaKn O>DTKER(SPECIFY)

1 0 . ANNUAL ACCUMULATION
£"£>£> a FILE DRAVER(S)
P&1>6^> ° MICROFILM REEL(S)
kuMhtJI ° COMPUTER TAPE(S)

• O OTVFP(cpcrirr)

I t . FILE I S USED

^ D A I L Y O MONTHLY

ix . F^LK BECOMES INACTIVE AFTER

O MCNTH(S) _O-?EAR{»)

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

L.L.G. TREASURY BLDG _- RM- Q/)C^
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

f ir YES, ipccirr ASEKCT ON orricx)
O Y«S ^B[JNO

IS. ACCESS RESTRICTIONS O YES ̂ *(^NO

C IF TO, CI7K LAVfsJ * RKaUUATION(s)
!«. AUDIT REQUIREMENTS

a NONE ~pC^rATE a FEDERAL a INDEPENDENT

1 7 . IS AN INDEX SYSTEM USEDT f i r VKS.KXrLAIN
•RIKFLY AKO D U C n l n AfCT KAHOmAKC/sOPTV.

OYESX NO

I * . Ulil I'HII'III II II RETENTION , \ **• r , *

I S . NAME AND TITLE OF PREP.

Ms. Dee Stockett
Supervisor Data Operations, GAD

2 1 . DATS

May 30 , 1990

DCS 330-4 (REVISED 2/«7)



I ̂ STRUCT r QMS - -TTTTg OR PRINT A
^SEPARATE FORM FOR CACH NEW OR
REVISED RECORD S E R I E S . FORKARD
WITH RECORDS RETENTION S O C S U J I
(DCS 1 5 0 - 1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 1 WATERLOO ROAD
P . O . BOX 2 7 1

JESSUP, MARYLAND 2 0 7 1 4

AGENCY RECORDS INVENT!

PACK 2t~2k
f . DCPARTMENT/ACENCY

COMPTROLLER OF TREASURY
2 . DIVISION

GENERAL ACCOUNTING DIVISION
S . UNIT

DEF IN ITI ON -RECORD IE3-* O r RKLATXO JtXCORDS NORMALLY* FILXO ANO VtKO A I A UNIT POR
3C A» WK1-L A» WrnWTIOH AWO DI lPOf lTfOW >tnHXI«ei ^_

- p 4 . RECORD SERIES TITLE - S . EARLIEST .YEAR/LATEST TEAK
7 ? 99 TO f&£S&U

RECORD SERIES DESCRIPTION ( BKIKFLT DKSCJtIBK TKS
** THE :RIES.

TTPKS O r INPOMMATtON/OOCU>«NT>/rOI«Ma FOVMO
INCLUOC TKC ruxpote en FQNCTION or TMK SKIM:

72> mt CAJ&CSlsr.

$&*i>/Li-3 A? ̂ 7^^ /-frh/e~ "2&&>v £/2.&frnx&

I

7. RECORD SERIES FORMAT(S)

)^ LETTER SIZE • MICROFILM

• LEGAL SIZE • CCMFVTER TAPS

A B O U O BOOK a FLOPPY DISK

O AUDIO TAPE a VIDEO TAPS

O OT1-ER{SPECIFY)

• • RECORD SERIES SEQUENCE

O ALPHABETICAL

)^NL»CRICAL

D CHRONOLOGICAL.

. • GEOGRAPHICAL

D OTHER(SPECIFY)

t . VOLUME

/J^-f/)6&a PILE DRAWER(S)
~^n D MICROFILM REEL(S]

I'jU' O COMPUTER TAPEJSJ
W U M B B "^COTHER( SPECIFY)

1 0 . ANNUAL ACCUMULATION
fy0-/>/366*a FILE DRAVER(S)

£YGfc?n)0. ° MICROFILM REEL(S)
tibUkl* O COMPUTER TAPE(S)

. D rrrmrwf^PPrirv}
I I . FILE IS USED

^ O A I L Y O MONTHLY

12. COMES INACTIVE AFTER
MONTH(S) O YEAR(S)

IS. CURRENT LOCATION(S) (BLDS. .FLOOR.ROOM)

L.L.G. TREASURY BLDG _- RM- OOS
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEWHEREt
ttw me*,- srrcimr AOCKCT oir orriex)

IS. ACCrVt RESTRICTIONS

(IP VKS,CITC LAW(S) *
a YES ){NO

RSaULAT IOM ( S )
It. AUDIT REQUIREMENTS

o NONE E S T A T E a FEDERAL ° INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED? { i r TU.KXnj lIM
BRIKFLT AKD OKSCHIBS ANT KAMDVAIIK/IO

I S . RETENTION

O YES )( NO T?erT4/V /D A6 eve y <S/JC&)

I S . NAME AND TITLE OP

Ms. Dee StocketC ~ ~

Supervisor Data Operations, GAD

21. DATE ...

May 30, 1990

DCS 330-4 (REVISES 2/S7)



! INSTRUCT »QPIS-»TYPg OR PRINT A
SEPARATE FORM FOR EACH HEW OR
REVtSCO RECORD S E R I E S . FORKARD
WITH RECORDS RETENTION SCHEDUU
(DCS 1 3 9 - 1 J

DEPARTMENT Or GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 1 WATERLOO RQAO
P . O . BOX 27S

JESSUP, MARYLAND 2 0 7 t 4

AGENCY RECORDS INVENTC

PACE rC7 .̂

f . DEPARTMENT/AGENCY
COMPTROLLER OF TREASURY

2. DIVISION
GENERAL ACCOUNTING DIVISION

S. UNIT

T>/m OP£ti*youi
DEFINITION-RECORD SERIES- amtm or KKX_AT» MCCOROS NORMALLY* PIUED AND UIKD AS A UNIT row

C AM • « - ! . AS MTPfTlOW *KO DUPOtlTtew ^HPfl ig l ; _

fvT RECORD SERIES TITLE

\/friHt3US> LOOlUL UoGS
S. EARLIEST YEAR/LATEST TEAR

TO

I • . RECORD SERIES DESCRIPTION {mmmrur DKSCKIBC TKB
it)C THE SERIES. ' .

TYPKS Or INPORMATION/OOCUMENTa/FOIIMS POUND
IHOLUOC TKC PURPOSE OH rONCTION OF TMK MKK1.

U)O£.|C siteCTS, PotLrtiS o*. Lofe$ uSffD SPcciPitfrUu Z?i/ &#*& 0A****'-

(_/»£••) ~$touL-m> LOGS/ JZ>3 I'^ut^r =ffc#t>!>friTTYi-LS.sPez.i*H- x\?$ves.7 TfHwwtn,
i>#m-&vnLt/ JZL LOCS, 1?I?S, art.

i

j 7. RECORD SERIES FORMAT(S)

' J^LETTER SIZE O MICROTILW

• LEGAL SIZE • COMPUTER TAPS

B O U O BOOK Q FLOPPY DISK

• AUDIO TAPE D VIDEO TAPE

Jo^OTHER(SPECIFYJ

9. RECORD SERIES SEQUENCE

O ALPHABETICAL

><$ NUMERICAL

• CHRONOLOGICAL

. O GEOGRAPHICAL

O OTHER{SPECIFY]

fl. VOLUME

Qfft&eZ ° rlt-E DRA«ER(S)

NUMBER

• MICROFILM REEL(S)
• COMPUTER TAPE(S)

J3-OTHER( SPEC IFYJ

1 0 . ANNUAL ACCUMULATION

J&0-&6rP FILE DRA*ER(SJ
f%0, a MICROFILM REELfS)

NuUhKH D COMPUTER TAPE(S)
. ^Q-QTwrp(cgg-f-irv)

I I . FILE IS USED
'DAILY O MONTHLY

12. FILE BECOMES INACTIVE AFTER
^O-^bNTH(Sj O YEAR(S)

IS. CURRENT LOCATION(S) (
L.L.G. TREASURY BLDG
ANNAPOLIS 21401

-- KM" SiOS
14 . 18 RECORD SERIES DUPLICATED ELSEWHERET

I IP vcs, irrcirr /.acxcr on orrics)

i s . RESTRICTIONS
( I P TKS, CITS LA»(s) *

a YSS y<5 NO
rOULATIOM(s)

I f . AUDIT REQUIREMENTS

O NONE pLSTATC O FEDERAL ° INDEPENDENT

1 7 . IS AN INDEX SYSTEM
•fSIKPLY AKS DUCK I

T C IP VKS.KXPLAIM
AKT KAROSAJIc/«OPT«Allsni

I S . RETENTION

OYES y NO

J. NAMC AND TITLE OP
Is. Dee Stockett

iuperviaor Data Operations, GAD

21. DATS .

May 30, 1990

DCS 530-4 (REVISED 2/S7J



mSTHyCTICr)5--TYl»g OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORVARO
WITH RECORDS RETENTION SOCIXJU
(DCS BSO-tJ

C01
DEFARTMENT/AGENCY

COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECOROS MANAGEMENT DIVISION

727S WATERLOO ROAO
r.O. BOX 271

JESSUP. MARYLAND 207f4

2. DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENT

PAGE Sh<"l±
a. UNIT

bA-TA- fip&U^noui
DEFINITION-RECORD SERIES-A ttltOUF Or JUTLATTO RKCOROS NORMALLY FILKS ANO USXS AS A UNIT FOR

MTCTTIOW AHB DIlPOtlTICW >tmHflgei '_

fr RECORD SERIES TITLE

fomPargYt ""^Wak^
I C. RECORD SERIES DESCRIPTION ( mmtxrur OKSCXIBC TMS

*tp fHE SERIES.
TTPKS OF" |NrOn«ATION/DOCtn«NTa/rORMS FOCMO

INCLUOK THK I»URFOSK Oil FONCTION OF TMK *KK1

Comfurex ^uw 3VB5.' C^^T/)o&-si

"bAiL^ uoiaryuy, »v\DMTvn^ V / E ^ / L ^ i5u/b<o«r-r.

7. RECORD SERIES FORMAT(S)

• LETTER SIZE • MICROFILM

O LESAL SIZE O COMPUTER TAPE

^^OUND BOOK O FLOPPY DISK

O AUDIO TAPE 0 VIDEO TAPS

-ifoTHER( SPEC IFYJ

«. RECORD SERIES SEQUENCE

a ALPHABETICAL

-A^hBJiKRiCAl.

O CHRONOLOGICAI.

. Q GEOGRAPHICAL

O OTHER(SPECIFY)

•.o

t . VOLUME

)S*£0 ° Flue ORA»ER(SJ
" ' ' S"3*. D MICROFILM REEL(S)

1 ^i O COMPUTER TAPE(S)
NUMBEJt J^j0rnKRl S P E C , r y j

1 0 . ANNUAL ACCUMULATION

# - p O ^ £ 5 D FILE DRA«ER(SJ
YtlO- ° *f'CRO|r'1-** REEL(SJ

KbMhgJt D COMPUTER TAPE(S)
. AftyrnFD(cpcrtry)

I t . FILE IS USED

^P"DA!I.Y O M0NTM.Y

I 2» FILE
toW-Fn."

INACTIVE AFTER
-«^ONTH(SJ ^YEAR(S) C / # y / C _

IX. CURRENT LOCATION(S) (GLDC. .FLOOR.ROOM)
L.L.G. TREASURY BLDG - RM- Q-OC/,
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEWHEREf
I ir VKS, srccirv ASEKCT OR OFFICS)

'NO

s s . Arrrss RESTRICTIONS a YES jrfto
I IF YZS. CITK L A « ( s ) * mtauUATION(s)

IC. AUDIT REQUIREMENTS

a NONK ^ P C S T A T E O rEDERAL O INDEPENDENT

1 7 . I S AN INDEX SYSTEM
BRIITLY AK8 UfCIII

» f i r TMiD^UlM
AKT KAJtOKAJIs/BOFTV.

a YESX S ^ N O

I * . RECOMMENDED RETENTION

iZehLfovet0 rnOAJ/*/, 7>rVw *̂

». NAME AND TITLS OF
fs. Dee Stockett

Supervisor Data Operations, GAD

21. DATS

May 3(3, 1990

DCS 330-4 (REVI */«7)



INSTRUCT ICPI3- -TYPE OR PBIMT A

SEPARATE FORM FOR EACH NEW OR
RCVISCS RECORD SERIES. FORWARD
WITH RECORDS RETENTION SQCDUJK
(DCS J 3 0 - I )

^ ^ . DEPARTMENT/AGENCY
^J COMPTROLLER OF TREASURY

DEPARTMENT o r GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207»4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENT

PACK O. / or J y*

S . UNIT

~fr)*m /DP&ifint)
DEFINITION-RECORD ICS- A aiteup o r R K L A T » RK

CFCREMOC AS WgVA. AM

CORDS NORMALLY PIUKO AND U K D AS A UNIT FOW

MCTKHTIOW AWO D t l P O . I T t e w > U H M W 1 '_

W RECORD SERIES TITLX

fotoPumL M60\&
« . EARLIEST TEAR/LATEST-YEA;

TO

I $. RECORD SERIES DESCRIPTION ( m i K r u y D i i a i K TMK
*? THE :RIES.

TYPK» O r INPORMATION/DOCUMEMTS/PORS** rOCND

INCX.UOC TMC N R T O f C OH mNCTION OF TMK BKK1

A30F.CZ mH, A30(r.U.VH$Kt /)3oe. tt.MF, A30<T. C£. 77)3*7,

fi3Dir.d?.W£J<.
\ Ace****?** n***Aci7*i>* »*«* *** "*»» **'»/ " ""H*" F"**

j 7 . RECORD SERIES FORMAT(S)
!

' O LETTER SI2E O M1CROTILM

O LEGAL SI2E Jff COMPUTER TAPS

J^BOCND BOOK • FLOPPY DISK

O AUDIO TAPE a VIDEO TAPS

O OThER{SPECIFY) -

S . RECORD SERIES SEQUENCE

^ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

. • GEOGRAPHICAL

O OTHER(SPECIFYJ

VOLUME

/

• FILE DRA«ER(S]
• MICROFILM REEL(S]

.* COMPUTER TAPE(SJ
MUMBER a oxHEpfspEciryj

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
/\ p MICROFILM REEL(S]

KUSSET °- COMPUTER TAPE[SJ
Q nrurplgpcnrYl

II. riLK IS USED

XDAILY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

LZJ$L^- ° MPMTHfsl D YEAR(SJ
IS. CURRENT LOCATION(S> (

L.L.G. TREASURY BLDG _- RM- QhL
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEWHERET

f i r v , » m e i r r AOEKCT OR OFFICE)

O YKS jRHO

I S . ArrKTS RESTRICTIONS O YES P NO
(>F YZS, CITS L A « ( S ) * RXaULATION(s)

I t . AUDIT REOUtREMENTS

O NONK ^^STATC O FEDERAL O INDEPENDENT

1 7 . IS AN INDEX SYSTEM USEDf ( IP VK*.KXnjltM
•RIKFLY AKO D U C X I U ANT KARSmAinc/sO!

I S . RETENTION

O YES V NO

TZoT&TB} 77/VA) J?6~lt£€'

IS. KAME AND TITLX OF
Ms. Dee Stockett

Supervisor Data Operations, GAD

21. DATS .

May 30, 1990

DCS 330-4 (REV! 2/S7J



INSTRUCT I CMS- -TYPE OR PRINT A
•SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORSARO
WITH RECORDS RETENTION SOCDU.
(DCS IJO-I)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 VATERLOO ROAD
P.O. BOX 27S

JESSUP. MARYLAND 20714

AGENCY RECORDS INVENT

PACK &-~lk
f . DEPARTMENT/AGENCY

COMPTROLLER OF TREASURY
2. DIVISION

GENERAL ACCOUNTING DIVISION
UNIT bPfm oP&ifw°i

DEFINITION-RECORD SERIES*A OROUP OF WCLATXO RECORDS NOMULLV Ft LXS AMO UtSD AS A UNIT FOR
wrewexac AS MKUL. AS MTTP(T>OW AWO oti^ettTfew > imw«i •_

4 . RECORD SERIES TITLJC

Dl^ST^L VficUUP
9. EARLIEST .YEAR/LATEST YEA

TO

« . RECORD SERIES DESCRIPTION ( BKIKFUT OKSCJtliC TKK
•fp THE SERIES. • .

TTPKS OF* IKPOnUTION/OOCVMeNTfl/POnn FOUND
INCLUDK TKS FURFOSC OR FUNCTION OF TMK l i m

tO<y ot STf&S £lk)M)Ufirt. fries. APT&L 1^ ^Jfr/Lc/ finte 9b-EU^UA,

j 7. RECORD SERIES FORMATfSj
I
1 O LETTER SIZE O MICROFILM

• LEGAL SIZE ^COMPUTER TAPE

^^BOCND BOOK ° FLOPPY DISK

CJ AUDIO TAPE B VIDEO TAPS

O OTHER(SPECIFY)

• . RECORD SERIES SEQUENCE

^ECALPHASETICAL

• NOCRICAL

• CHRONOLOGICAL

. O GEOGRAPHICAL

O OTHER(SPEC1FYJ

t. VOLUME

NUMBER

• FILE DRAVER(S)
• MICROFILM REEL(S)

.^COMPUTER TAPE(SJ
O OTHER(SPECIFY)

10. ANNIML ACCUMULATION
• FILE DRAWER(S)
O MICROFILM REEL(S)
• COMPUTER TAPC(S)
a ftrrmrw(c;pyriinry

I I FILE IS USED

3*^*ILY O MONTHLY

1 2 . INACTIVE AFTER
^ D f t y DKNmlSj OYEARI.J

IS. CURRENT LOCATION(S) (
L.L.G. TREASURY BLDG - RM- £tf)5
ANNAPOLIS 21A01

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?
I IF TKS^- SPKeiFT AOENCY OR OFFICc)
O YJtS jf(tlO

I S . >rrr«^t RESTRICTK
( I F Y»,-CITK LAV(S) *

O YES HNQ

tauUATION(s)
l « . AUDIT REQUIREMENTS

O MONK yf^STATK O FEDERAL O INDEPENDENT

17. iS AN INDEX SYSTEM
BRIEFLY AKS DKSCHI

T (fF TKS.KXri-AIM
ANY KAROmARS/sOPTWARx}

I t .

a YES NO

I . RECOMk^KDED RETENTION ' -^ \

I*."KAMC AND TITLE OF
Ms. Dee Stockett

Supervisor Data Operations, GAD

St. DATS

May 3iJ, 1990

DCS 330-4 (REVISED 2/«7)



INSTRKTIQTIS.--T)nPe OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION S O O U U
(DCS I S a - f )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 2 0 7 i 4

AGENCY RECORDS INVENT

PACK Sl-Zk
f , DEPARTMENT/AGENCY

COMPTROLLER OF TREASURY
2. DIVISION

GENERAL ACCOUNTING DIVISION
S. UNIT

?)/m ofemtw
DEFINITION-RECORD IE3- A a M W Or MCX-ATKO K C O U I NORMALLY Ft LCD AMO UtKO AS A UNIT FOR

K A« i n i . A» RRTgNTtOW AWB DIIPOlfTleW W m w » W i _

4 . RECORD SERIES TITLK

T))SASTB<1 1 -̂PVCKll-P
». EARLIEST YEAR/LATEST YEA

TO

I «. RECORD SERIES DESCRIPTION f•Klin.r DIfUlM TKS
IN THE SERIES.

TYTKS O r INPOICUATfON/DOCUMKMTS/FOKMS FOUHO
INCLUDC n a PUIWOSC on roNcriON or TMK SKIT:

htob G?frfrWtS Ft let f&iod W&A»u/ Hlo^(/ci\oKJ.

j 7. RECORD SERIES FORMATfSj
!
1 a LETTER SIZE O MICROTILM

0 LESAL SIZE JP> COMPUTER TAPE

^^BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

O OTKER(SPECIFY)

• . RECORD SERIES SEQUENCE

J«^ ALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

. • GEOGRAPHICAL

• OTKER(SPECIFYJ

t. VOLUhC
• FILE DRAWER(S)

| O MICROFILM REEL(S]
' ^PCCOMPUTER TAPE(S)

NUMBER o O T K E H ( Sp E C I r rj

10. ANNUAL ACCUMULATION
~^f. D FILE DRAVER(S)
( J a MICROFILM REEL(S)
irtaBrnrr ° COMPUTER TAPEISJ

I I . FILE IS USED
"PO'TJAILY O MONTHLY

1 2 ' fIIJS BECOMES INACTIVE AFTER
l^ljj&L O MONTH(SJ 0 YEAR(S)

I S . CURRENT LOCATICN(S) (BLDG. .FLOOR.ROOM)
L.L.G. TREASURY BLDG _ - RM- Qf)(s
ANNAPOLIS 21401

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?
fir ym^pceirr ASEKCT OR ernes)
O YES <Ct4o

I S . ACCIC5JS RESTRICTIONS O YES "O f̂io
( IF V n , CITS LA*(s) * RXaULATIOH(s)

IC. AUDIT REQUIREMENTS

o NONE " E S T A T E O FEDERAL a INDEPENDENT

17. IS AN INDEX SYSTEM USED? [ |r YKM IN
BRISTLY AKO D U O I I U ANY KAJ«omAJMc/»OFT*AJ«K)

O YES jP^HQ

I S . RECOMWa<DED RETENTION

£*C

I S . TiAME AND TITLE OF
Us. Dee Stockett
Supervisor Data Operations, GAD

2».

974-2180 E DATE

May 30, 1990

CCS 3S0-4 (REVI 2/«7)



1 INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR CACH NEW OR
REVISED RECORD S E R I E S . FORVARD
WITH RECOROS RETENTION S O O O X
(DCS I S O - l )

^ ^ . DEPARTMENT/AGENCY
^ ^ COMPTROLLER OF TREASURY

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 1 WATERLOO ROAD
P . O . BOX 2 7 1

JESSUP, MARYLAND 2 0 7 f 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENK

PAGE ^ L OF " ^ ^

3 . UNIT

J>ATO ©pawn*
DEFINITION-RECORD SERIES- O r RXLATKS JUCCOKDS NORMALLY FII_K9 AMD UfKD AS A UNIT

3C AS MKt-U AS MTKWTteW AWO D U P O t l T t O W » t W M « e i

SERIES TXTUE

^A<U^uP Qp ihiibay filer
I •. RECORD SERIES DESCRIPTION (•KlKn.T DKSCKIBC TRK

"I 1 THE SERIES.
TYFCS or iNFonuTtON/DocuMeNTi/POMia recNQ

INCX.UOK TMB PURPOSE OH nJNCTIOM OF TMK l «

"SftcKUP AccouioTiJOb- 4/s7^>Pv/ T£.iWSA-cTlbnjs t o ^ u f Pr7û - POSTED

7. RECORD SERIES FORMAT(SJ

• LETTER SIZE O MICROTILM

• LEGAL SIZE ^COMPUTER TAPS

^^CXJND BOOK Cl FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

D OTKER(SPECIFY}

• . RECORD SERIES SEQUENCE

]X ALPHABETICAL

• NUMERICAL

D CHRONOLOGICAL

. O GEOGRAPHICAL

D OTHER(SPECIFY)

> . VOLUME

• FILE DRAWER(S)
D MICROFILM RETL(S]

-^qfcOMPUTER TAPE(SJ
W W M " e " O OTHER(SPECIFY)

\

1 0 . ANfAiAL ACCUMULATION

O FILE DRAWER(S)
I O CI MICROFILM REEL(S]

|}uflBrr-«5:OMPUTER TAPE(S)
• O nTHFn(CTFrirv)

I I . FILE IS USED

O DAILY ^**3«NTHLY

1 2 .

•^r
;COMES INACTIVE AFTER

O iriONTH(S) -^.YEAR(S)

13. CURRENT LOCATION(S) (

L.L.G. TREASURY BLDG

ANNAPOLIS 21A01

- RM-£d(.
14. IS RECORD SERIES DUPLICATED ELSE1

{ i r Y E S , spccimr /.OEKCT oir OFFICK)

I S . ArCF«tS RESTRICTK
(IP YZS.-CITK LAV(S) *

O YSS

EauLATIOM(s)
I f . AUDIT REQUIREMENTS

O NONE ^K^TATE O FEDERAL ° INOEPENDENT

1 7 . IS AN INDEX SYSTEM
BRIBFLY AKB OSSCXI

T [ I P TCf.KXrtJtlM
AfTT KAItOSAJt«/sOrT«AMc)

I * . RECOMMENDED RETENTION

a YES "NO

» . NAME AND T1TLJC OT

Us. Dee Stockett

Supervisor Data Operations, GAD

21. DATE

May 30, 1990

DCS 350-4 (REVI */•*)



INSTWyCT1QMS--TYPE OR PRINT A
SEPARATE FORM FOR CACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 150-f)

CO!
DEFARTMENT/ACENCY

COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727* WATERLOO ROAD
P . O . BOX 27S

JESSUP, MARYLAND 2 0 7 f 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENT

PACK (*L~!k
UNIT

Dmft Otomou-:
DEFINITION-RECORD IES- A attoup o r MCLATKD CCOMDS NORMALLY F l AMO USXD AS A UNIT FOR

AM WKLL AM RKTXNTIOM AMO Dttl»OtlTKM< W M f l « g I

4 . RECORD SERIES TITLE

rhfem flic Aj.vwi.-TMr
0 . MKCOKU SERIES DESCRIPTION imntKrUT D K C X I K TMX TYPCS OP* IMPORUATf ON/DOCUMCMTS/FORMS POUND

*M THE SERIES. . INCLUDC TKC PUMOK ON FUNCTION OF TMK BKin

foot, tot rt)tiWmfl\>

7. RECORD SERIES FORMAT(S)

• LETTER SIZE O MICROFILM

O LEGAL SIZE H\COMPUTER TAPE

^^OUND BOOK • FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPS

O OThER(SPECIFY]

•. RECORD SERIES SEQUENCE

O ALPHABETICAL

^9^ NUMERICAL

• CHRONOLOGICAL

. • GEOGRAPHICAL

B OTHER(SPECIFYJ

f . VOLUME

O FILE DRA«ER(S]
• MICROFILM REEL(S]

. ^^OMPUTER TAPE(SJ
HVUBK* a OTHER(SPECIFY)

1 0 . AMAJAL ACCUMULATION
• FILE DRAVER(S)
O MICROFILM REEL(S]

HOUUKWS^COMPUTER TAPE(S)/5
i t . FILE IS USED

O DAILY ^"MONTHLY

l 2 i ^ FILE 1 SCOMES INACTIVE AFTER
O MONTH(S) 3*YEAR(S)

I S . CURRENT LOCATION(S) (
L.L.G. TREASURY BLDG _- RM- Q.OC,
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED

I IP mcmt- SPECIFY /.acKcr OK OFFICS)

I S . ArrF«^S RESTRICTIONS O YES &~TtO
( I P mtS, CITSj LAV(S) * RSaULATlON(s)

IC. AUDIT REQUIREMENTS

O NONE~^P<^TATE O FEDERAL O INDEPENDENT

1 7 . IS AN INDI
BRIKFLT AKO DKSCXII

a YES &uo

T ( f r TXIiKXPUIIN
ANY HAJtOMAItK/sOFTWAJIsD RETENTION

*. NAME AND TITLE OF
Is. Dee Stockett

Supervisor Data Operations, GAD

21. DATE

May 30, 1990

DCS 530-4 (REVISED 2/«7)



t NSTWXT I CMS - - TYPE OR PRINT A
'SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION S O C D U U
(DCS 1 3 0 - 1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 KATERLOO ROAD
P . O . BOX 27S

JESSUP, MARYLAND 2 0 7 t 4

AGENCY RECORDS INVENT

PACK fa*nk
f . DEPARTMENT/AGENCY

COMPTROLLER OF TREASURY
2 . DIVISION

GENERAL ACCOUNTING DIVISION
UNIT

T^ftTA- OPSBdfrOAS.
DEFINITION-RECORD SERIES-* O R O W F O r «LATEO RECORDS NORMALLY FILED AMO UUD AS A UNIT rOM

C AM WELL AS RETENTION AWB DtlPOtlTtew >UHPa»gl

RECORD SERIES TITLE

fia^iH? bPen.**\Mr frl?
I • . KECOW SERIES DESCRIPTION { B K I a C r L T DESCRIBE THE TTPKS OP* IKPOnUTION/DOCUMeNTS/rOnO FOUND

fM T+IE SERIES. . INCLUOC TKK PUWOfC OJI FUNCTION OF TMC SCJTI

j 7 . RECORD SERIES FORMAT(S)

' O LETTER SIZS O MICROFILM

• LESAL SIZE ^COMPUTER TAPS

K O U O BOOK B FLOPPY DISK

O AUDIO TAPE • VIDEO TAPS

O OT>£R(SPECIFY)

• . RECORD SERIES SEQUENCE

O ALPHABETICAL

^KUftCRICAL

a CHRONOLOGICAL

. O GEOGRAPHICAL

O OTHER(SPECIFYJ

VOLUftC

/

• FILE DRAYER(S)
a MICROFILM REEL(S]

, tf'COMPUTER TAPEJSJ
NUMBER D oTHERfspEc^yj

1 0 . ANNUAL ACCUMULATION
O FILE DRAWER(S)

J O MICROFILM REELfSj
ir-f^COMPUTER TAPE(SJ
. D flm4PP(«»erirv)

" • riL« is USED y&^lZL^
a DAILY O MONTHLY

1 2 . ! FILE BECOhCS INACTIVE AFTER

-JL—g. ° *«NTH(SJ .J^YEARtSj

t S . CURRENT LOCATICN(S> (BLOC. .FLOOR.ROOM)

L.L.G. TREASURY BLDG - RM- Ohf*
1 4 . IS RECORD SERIES DUPLICATED ELSEWHEREt

f i r YES, SPECIFY AOOrCT OH OFFICE)
ANNAPOLIS 21401 YES O NO KVltfSTliYL- f/JF OoH_

I S . ArCE^S RESTRICTIONS
( I P YES, CITE LAs(s) *

a YES
ItSauLAT I Off ( U J

I t . AUDIT REQUIREMENTS

O NONE^P^TATE O FEDERAL O INDEPENDENT

1 7 . I S AN INDEX SYSTEM
BRIEFLY AKB OBSCHI

t ( i r YE*.EXPLAIN
ANY KAJtD*AJtE/sO;

I S .

O YES NO

I S . KECOMCNDED RETENTION A~Lrt/

/ft& uioT/L-lter&o-nov rifts Wj/iep.

». NAME AND TITLE OF

is. Dee Stockett

Supervisor Data Operations, GAD

21. DATE..

May 30, 1990

DCS 330-4 (REVISED 2/«7j



INSTRUCT 1 CMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH HEM Oft
REVISED RECORD SERIES. FORCARD
WITH RECORDS RETENTION SCKEDULX
(DCS 3 3 0 - 1 )

flfc. DEPARTMENT/AGENCY
^ COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27S

JESSUP. MARYLAND 2 0 7 t 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENT

PAC* £ 3 or *?(*

3 . UNIT

DET IN ITI ON -RECORD I E 3 - A a m w or RELATES RECORDS MomuixV PILES AND u n o AS A UNIT row
AS MTTOTIOW AMO DttPOtlTtew W » M « g t •__

4 . RECORD SERIES TITXJC ~ -

f̂t-S7te<t- ^ , l g nPedADKH* file
# . RECORD SERIES DESCRIPTION ( MIKPLT DUCJIIM TMK

*!{• IMC SERIES. ' .
TYPE* Or IMrOKUATIOM/DOCUUKMTS/rORMS POUND

INCLUOK TKC PURPOSE OM rONCTIOM OF TMK SZf!

I

J 7. RECORD SERIES FORMAT(S)

' A LETTER S12E • MICROFILM

• LEGAL SIZE M. COMPUTER TAPS

A B O I N D BOOK • FLOPPY DISK

a AUDIO TAPE Q VIDEO TAPE

O OT>£R(SPECIFY)

S. RECORD SERIES SEQUENCE

• ALPHABETICAL

^NUMERICAL

O CHRONOLOGICAL.

. O GEOGRAPHICAL

O OTHER(SPECIFY)

f. VOLUME
• FILE DRASER(S)
• MICROFILM REEL(S)

Ĵ B̂ COMPUTER TAPE(S)
NUMBER o oTHERjspEciryJ

1 0 . ANNUAL ACCUMULATION
• FILE DRAWER(S)
• MICROFILM REEL(S)

r-8*COMPUTER TAPE(S)
O flnrwFw(««>r-f-trv|

I I . FILE IS USED
O DAILY

? yewwj
O MONTHLY

1 2 . w rCOMES INACTIVE AFTER
O MONTH(S) <* YEAR(S)

IS. CURRENT LOCATIGN(S) (BLDC. .FLOOR.
L.L.G. TREASURY BLDG _- RM- J ft (^
ANNAPOLIS 21A01 G^V1-*

14. IS RECORD SERIES DUPLICATED ELSEYHERST
EIP YE», irrcinr AOEKCT OR erpicx)

* Y E S ONO ^ruM-UP p>\v fryPv
I S ,

( I P

RESTRICTIONS O YES ^£f )O
, CITE Ukwim) * KaULATION(s)

I « . AUDIT REQUIREMENTS

O NONKV^P^STATE O FEDERAL ° INDEPENDENT

1 7 . IS AN INDEX SYSTEM
• R I V L T 4KB DUC1II

» f I P YES.EXPLAIN
ANT HAROSAmc/sOPTWARK)

OYIft^N O

I S . fgCCTWOOEO RETENTION .

I S . NAME AlO TITUE OP
is. Dee Stockett

Supervisor Data Operations, GAD

21. DATS .

May 30, 1990

DCS 530-4 (REVI */«7)



INSTWKTICfl3--TYPg OH PRINT A
SEPARATE rOf9* FOR EACH NEW OR
REVISED RECORD SERIES. FORVARD
WITH RECORDS RETENTION S O C D U J
(DCS 1 3 0 * 1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27f

JESSUP, MARYLAND 28714

AGENCY RECORDS INVENT

PACE &L-2k

f . DEPARTMENT/AGENCY
COMPTROLLER OF TREASURY

2. DIVISION
GENERAL ACCOUNTING DIVISION

3. UNIT

^ U T A OPgCPrTlOK^
DEFINITION-RECORD I E 3 - A anew or iun_ATXD RECORDS NORMALLY F t LJCD AMO U K O AS A UNIT FOR

MKt-x. AM nrrxwTiew A H B DitPOttTiew >tmpa«ei •

SERIES TlTiJC ' • • • - - - S. EARLIEST YEAR/LATEST YEAJ

TO

I C. RECORD SERIES DESCRIPTION f•KIKJT.T DKSCRIBK TMB

»IM THE SE:RII
TYFKS Or INrOMUTIOM/DOCVMnTiyrOmifl FOUND

INCLUDK TKK rURFOSC Ol« FUNCTION OF TMK K m

A3oe. Ci?. V»Hn\fl\'

!
j 7. RECORD SERIES FORMAT(S]
I
1 • LETTER SIZE • MICROTILM

O t.KGAL SIZE ^.COMPUTER TAPE

K O ( J N D BOOK • FLOPPY DISK

O AUDIO TAPE O VIDEO TAPS

O OTKER(SPECIFY)

• . RECORD SERIES SEQUENCE

O ALPHABETICAL

>&" NUMERICAL

O CHRONOLOGICAL

. O GEOGRAPHICAL

• OTHER(SPECIFY)

t. VOLUME

I
• FILE DRAVER(S)
• MICROFILM REEL(Sj

, »**COMPUTER TAPE(S)
NUMBER a oTHERfspEctryJ

10. ANNUAL ACCUMULATION
• FILE DRAVER(S) ~
• MICROFILM REEL(S]
* COMPUTER TAPE(S)
O flTHFB[c!PFrirv)

z
I I . FILE IS USED

O DAILY K MONTHLY

1 2 . FILE SCOMES INACTIVE AFTER
O MONTH(S) ,*£3rEAR[S)

IS. CURRENT LOCATION(S) (BLD6. .FLOOR,ROOM)
L.L.G. TREASURY BLDG - RM- DOS^
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSTOCREf
I IF fCfl, SPECt FT AOEKCT Oft OFFICs)

I S . ACCKTtS RESTRICTIONS O
( I F n e t , e m L A I ( I ] * RsauLATioN(s)

I f . AUDIT REQUIREMENTS

O NONE bft^STATE O FEDERAL ° INCEPENDENT

1 7 . IS AN INDEX SYSTEM
•RIKFLY AKO DUCHI

» [ I P TSS.K39UAIM
Afrr KAHBmAjt«/soi I S .

a YES ft N O

». NAME AND TITLE OF PREPARE!!
Is. Dee Stockett

iupervisor Data Operations, GAD

• • • wr-CTWufcrtPBi RETENTIONr^ ' ' Jr.J Vi •

5<ZTVT OPTS/VET /rry^LoTLbs ce»i&.

21. DATS __

May 30, 1990

DCS 530-4 (REVI 2/«7)



! INSTRtjCTf CMS,--TYPE OR PRINT A
SEPARATE FORM FOR CACM NEV OR
REVISED RECORD SERIES. FORVARO
WITH RECORDS RETEKTION S O C D U U
(DCS 130-1J

^fc. DCFARTMENT/AGENCY
^ COMPTROLLER OF TREASURY

DEPARTMENT Or GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207t4

2. DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORdS INVENT

PACE &S^or7(?

3. UNIT

DEFINITION-RECORD SERIES* OF mCLATSO K C O U t NORMALLY FILED AMD VfXO AS A UNIT PO*
3C A« »KLL A» WKIKNTION AMP Dl l fOIITieW W « M » g l -__

:^r RECORD SERIES TITLE

tt\teraL p/igyj^.+km*/
I «. RECORD SERIES DESCRIPTION (Micmur oKxcjtrsc TKX

*)< THE SERIES. ' .
TYFCS Or INrORUATION/DOCtiMENTS/rOIIMS POUND

tNcmoK TKK puxron en rmcrieN or TMC icm

^YVsTTSL f i l e - D P \/^)O^o^ v\vsTbGLc/ -f^Pnoj ftcnD^i * ft*- ^ ^ P ^ ^

i

j 7 . RECORD SERIES FOftMAT(S)
I

1 a LETTER SIZE D M1CROTILU

• LEGAL SIZE H COMPUTER TAPS

BOOK Q FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OT>-£R{SPECIFY)

«. RECORD SERIES £

• ALPHABETICAL

i^NLMERICAL

O CHRONOLOGICAI.

. • GEOGRAPHICAL

O OTHER(SPECIFYJ

fl. VOLIAC

/

• FILE DRA«ER(S]
• MICROFILM REEL(S]

, Or'cOMPUTER TAPC(S)
liUMBKrt a OTHER(SPECIFY)

1 0 . AIWUAL ACCUMULATION
O FILE DRAWER(S)

Jp£ •rMICROFlLM REEL{SJ
hiukEtk ° COMPUTER TAPE(S)

• O errnFP(gpc-«-trvj

I I . FILE IS USED
O DAILY «^WCNTM.Y

12. FILE :COMES INACTIVE AFTER
O MONTH(S) B^YEARfS)

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

L.L.G. TREASURY BLDG _ - RM- QjhC^
inuADm re n / . n i ^^CA^ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEVHCRET
fir YES,- m c i r r /.aorcr on orricc)

15. ACCrt* RESTRICTIONS
( ir mc«, CITK LA«(s) *

a YES JHto
RSauUAT I ON ( S J

IC. AUDIT REQUIREMENTS

O NONE x^^TATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM
BRISTLY AKO OKSCKI

» (IP TXS.KXrLAIN
ANY KAKOVAKc/sorTV,

It. RETENTION

OttI ^NO

I*. NAME AND TITLE OT

•is. Dee Stockett

Supervisor Data Operations, GAD

21. DATE .

May 30, 1990

DCS 330-4 (REVI 2/«7j



INSTWyCT»QT«S--TYl»g OR PRINT A
SEPARATE FORM FOR EACH NEW Oft
RCVISCS RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCKEDUU
(DCS 130-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727« VATERLOO ROAP
P.O. BOX 27f

JESSU*. MARYLAND 207t4

AGENCY RECORDS INVENT

PACE &.-?£.

f . DEFARTKENT/AGENCY
COMPTROLLER OF TREASURY

2. DIVISION
GENERAL ACCOUNTING DIVISION

3. UNIT

>>ftffl dteiftnous
DEFINITION-RECORD SERIES-* o > t O t * o r «*-ATM> mceoiiss NonuuV n u n AMO USKB AS A W I T row

w r o a n a c AS WKU. A» nrrxwriew A W pupot ir iew > w w « g i i_

SERIES TITLE - ~ - -

I 0. RECORD SERIES DESCRIPTION ( •RIKFLT DKSCJtIBC TMK
Ijl THE SERIES. ' .

TYPCS OP1 INFORUATION/OOCUIiKNTSyrOltMS FOUND
INCLUOK TMK PUKFOSC OH FUNCTION OF TMK >Kf!

DOCK"? Of \fe»Uk. fitiftvci**- f'Lf', L

j 7. RECORD SERIES FORKAT(S)
I
1 a m i m SIZE • MICROFILM

O LEGAL SIZE ^COMPUTER TAPS

K O W O BOOK • FLOPPY DISK

O AUDIO TAPE a VIDEO TAPE

a OTHER(SPECIFY)

«. RECORD SERIES SEQUENCE

O ALPHABETICAL

^*!NLftERICAL

O CHRONOLOGICAL

. • GEOGRAPHICAL

~ D OTHER(SPECIFY)

VOLLftC

lUMBEf

• FILE DRAVER(S)
• MICROFILM REELfSJ

« * COMPUTER TAPE(S)
D OTHER(SPECIFT)

1 0 . AMOIAL ACCUMULATION
• FILE DRAWER(S)
• MICROFILM REEL(S)
•̂COMPUTER TAPE(S)• UMBKJI

O ftTvicpKPcrirvl
n- nix is USED y^^L^y

O DAILY C O MONTHLY

12. Fll :COMES INACTIVE AFTER
O MONTH(S) -CfYEAR(S)

IS. CURRENT LOCATION(S) (
L.L.G. TREASURY BLDG
ANNAPOLIS 21401

LDC. .FLOOR^ROOU) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
I IF YCS, ifceirr AOOTCT OK OFFICK)

IS. RESTRICTI
(IF m , c m LAI[S) *

B YES -Bf^NO
nauLAT I ON ( S )

IC. AUDIT REGUUSMENTS

O NONK ̂ B^STATT O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM
BRIKFUT AKS DKXCHI

a YES A NO

t ( i r TKS.KXPLAIM
AKT KAJtomAXK/BOl

IS. RETENTION

\*. NAME AND TITLJC OF PREP,
is. Dee Stockett

Supervisor Data Operations, GAD

21. DATS

May 30, 1990

DCS 330-4 (REVISED 2/«7)



INSTRUCT! CMS,--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS JJO-t)

^fc. DEPARTMENT/AGENCY
^ COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 2Q7S4

2. DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENT

PAGE (bj OF /(*

J. LNIT

DEFINITION-RECORD ICS>A anoup or RXLATXO RCCOROS NORMALLY FILCO AMO u n o AS A UNIT FOR
c AM m i AM wmofriew AWD Dupotirrew W W K I ; _

-HRECORD SERIES TITLJC

•13/fauP JiZUlcnt. \himiLJ"£tr<LM,T.
S. EARLIEST YEAR/LATEST-YEA?

IQ7X TO H&GOr
C. RECORD SERIES DESCRIPTION ( BJtIKm.y DMCKIM TKW,

*|f THE SERIES. ' .

TYTCS OF" INFORVATfON/DOCUMeNTSyrOKMS POUND

INCLUOC TMS F-URFOSC OH FONCTfON Of TMC K i n

"B^eKuf of v'e/Olio'L f-h^T&^y ^e^o/ fb i" ;XJ T / V Ajunnlen. serQ,

7. RECORD SERIES FORMAT(SJ

O LETTER SIZE O MICROFILM

O LEGAL SIZE ^ CCMFUTER TAPE

^ b o W D BOOK Q FLOPPY DISK

O AUDIO TAPE a VIDEO TAPE

O OTKCR(SPECIFY)

«. RECORD SERIES SEQUENCE

• ALPHABETICAL

^NUMERICAL

O CHRONOLOGICAL

. Q GEOGRAPHICAL

• OTHER(SPECIFY)

t. VOLUbC
O FILE DRAWER(S)
• MICROFILM REEL(S]
^COMPUTER TAPE(S)
O OTHER{SPECIFY)

10. ANNUAL ACCUMULATION
D FILE DRAWER(S)

IQ • MICROFILM REEL(S]
RGSIIirXCOMPUTER TAPE(S)

11 • FILE IS USED ye-ASl^
O DAILY r O MONTHLY

12. T INACTIVE AFTER
O MONTH(S) -O^YEAR(»)

IS. CURRENT LOCATION(S) (
L.L.G. TREASURY BLDG
ANNAPOLIS 21401

_- KM- ^
14. IS RECORD SERIES DUPLICATED ELSEWHCRET

I IF VKSV- SPrCIPY AOEKCT OR OFFICX)

^ Y « °Nom4rm £i\e-coPJ
I S . ArrF«P» RESTRICT I <

I IF m , eiTt LA»(S) *
O YES ^Et-NO

EaULATION(s)

l « . AUDIT REQUIREMENTS

O NONE ">^STATE O FEDERAL O INDEPENDENT

1 7 . IS AN INDEX SYSTEM
•KIK7LY AKO DHCXI

T ( I F YKS.KXPLAIN

AKY KAHS&AIUC/SO!

a YES £ - NO

! • • RECOMMENDED RETENTION .

K r̂miM /vr ̂ c ft><L R>^^ Oilier.

I * . NAME AND TITLE OF
Ms. Dee Stockett

Supervisor Data Operations, GAD

21. DATS

May 30, 1990

DCS 330-4 (REVI */«7)



INSTWJCTIQMS--TYPC Oft PRINT A
SEPARATE FORM FOR CACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS SSO-I J

^ f c . DEFARTMENT/ACENCY
^ COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P . O . BOX 2 7 f

JESSUP. MARYLAND 2 0 7 » 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENT

PACK &0 OF *2jg

3 . UNIT

OCTINITION-RECORD IES- A aitoup or RKLAT» Meonot NORMALLY FILKD ANO VSXD AS A UNIT roit

m>cim«« AM WmU. AM WTPfTteW AKO D l t P O t l T i e W W1IM»gM

- 4 . -RECORD IBS TITUC - -

•£,)tr /gjjfroft. ^sTbftY &LTKMA £ihr
S . EARLIEST/TEAR/tATEST YEAf

jag-
I f . RECORD SERIES DESCRIPTION ( UnlKrUT DKSCJtIBK

t|« THE SERIES.
TMC TYI>KS Or INFORMATI ON/DOCUMENTS/rORMS FOCNO
' . INCLUOK TKK rURPOSC OK FUNCTION OF TMK SKIM

StfX.

j 7. RECORD SERIES FORMAT(S]
i

' O LETTER S I 2 E O MICROTILM

O LEGAL S12E *" COMPUTER TAPE

^ b o u f f i BOOK Q FLOPPY DISK

O AUDIO TAPE O VIDEO TAPS

• OTMER( SPEC I FT J

C. RECORD SERIES SEQUENCE

• ALPHABETICAL

tf NUMERICAL

O CHRONOLOGICAL

. • GEOGRAPHICAL

• OTHER(SPECIFY)

t. VOLUME
O FILE DRAWER(S]

. -. • MICROFILM REELfS]
lO JTCOMPUTER TAPE(S)
NUMBER a oxHERfspEciryJ

10. ANNUAL ACCUMULATION
D FILE DRAVER(S)-
• MICROFILM REEL(S)
*XOMPUTER TAPE(SJ
D m v P P ( c p c p i r v )

UMBEI

I I . FILE IS USED Xj^frfcLVJ
O DAILY C O MONTHLY

1 2 . FILE CCOMES INACTIVE AFTER
O MONTH(S) 'V-YEAR(S)

13. CURRENT LOCATICN(S) (BLDC. .FLOOR.ROOM)
L.L.G. TREASURY BLDG _- RM- XOS"
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tsr YKS,- tprcirr /.aexcr en own cm)

is. Arrr«̂ 5 RESTRICTIONS
( IF m , ci-nc LA«(SJ *

a Yss JB-HQ
RKOULATI ON ( S )

Iff. AUDIT REQUUtEMENTS

O NONE J ^ S T A T T O FEDERAL ° INDEPENDENT

1 7 . I S AN INDEX SYSTEM
BRIEFLY AKO OKSCTtl

Y ( I P TKS.KXmjkIN
AKY KAROVAKK/SOFTWAJUE )

f t . RETENTION

a YES >y NO

jVw3 g^piteD. Trapes ^/te- T>f€-^

1». NAMK AND TITLS OT PREP.
Ms. Dee Stockett

Supervisor Data Operations, GAD

21. DATK

May 30, 1990

DCS 330-4 (REVISED 2/«7)



| INSTRUCTIONS--TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SOCDULK
(DCS 1J0-I)

^fc. DCFARTMENT/AGENCY
^ ^ COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727* VATERLOO ROAD
P.O. BOX 27»

JESSUP, MARYLAND 207f4

2. DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENT

PAGE tat or /f&

3. UNIT

DEFINITION-RECORD SERIES-A aitoup ow iua-A.no KCCOHAS
nnnstoc A*

NORMALLY rtl-KO AND VtKB AS A UNIT FOIl
tew AMO D i i p o t i T t e w p w . p o » e i ;__

--RF SERIES TITLE J.-EARUIEST YEAR/LATEST YEA.

I3& TO JEg tr*
I «. RECORD SERIES DESCRIPTION (Hixrur ouarM TW

IN THE SERIES.

TYPKS Or INPOKMATION/DOCUMeMTS/rOltMS FOUND

INCLUDK TKC PUKPOIK OK rONCTION OF TMK SKfTT

f
7 . RECORD SERIES FORMAT(S)

O LETTER SI2E O MICROTILM

O LJEGJU. SIZE J^COMPUTER TAPE

J^BOCND BOOK O FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPS

O OTHER(SPECIFY)

« . RECORD SERIES SEQUENCE

O ALPHABETICAL

39"NLft£RICAL

D CHRONOLOGICAL

. Q GEOGRAPHICAL

D OTKER(SPECIFY)

t . VOLUME
• FILE DRA«ER(S)
• MICROFILM REEL(S]

.^COMPUTER TAPE(S)3
NUMBER Q oxHEujspEdryj

1 0 . ATMUAL ACCLMULATION
• FILE DRAVER(S]

-rf ^MICROFILM REELfSj
MSBhgH a COMPUTER TAPE(S)

• O onrvpo(gwfrirv)
I t . FILE IS USED

O DAILY

P jtea*jy
O MONTHLY

1 2 . ;COMES INACTIVE AFTER
O MONTH(S) AYEAR(S)

1 3 . CURRENT LOCATION[S> (
L.L.G. TREASURY BLDG _- R M - O / ) ^
ANNAPOLIS 21401 *

14. IS RECORD SERIES DUPLICATED ELSEVHCRET
f IF YC», IfCCIFT AOEKCT OR O m c s )

a YES>CNO

IS. ACrFyg RESTRICTIONS
I IF Tntm, eirm LAV(S) *

a YES *-NO
RXaULAT IOM ( S )

IS. AUDIT REQU(REMENTS

O NONE ̂ ^ T A T C O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM
•RIKTLT AKB DIICRI

T ( I F YKS.KX7LJI!M
ANT KAHSWAJUC/BI

I«.

a YES -f*o

... .—̂  — . RETENTION

ftulLC^ f*C #f */*** UOTIC AutiTrt.

I S . NAME AMI TITLE OF

Ms. Dee Stockett
Supervisor Data Operations GAD

2 1 . DATE

May 30, 1990

DCS 530-4 (REVISED 2/«7)



IMSTRUCT (QMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW Oft
REVISED RECORD S E R I E S . FORKARO
WITH RECORDS RETENTION S O £ D O S
(DCS 1 5 9 - 1 )

| f e . DEPARTMENT/AGENCY
W COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 1 WATERLOO ROAO
P . O . BOX 2 7 1

JESSUP, MARYLAND 2 0 7 t 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENT

a. UNIT

DEFINITION-RECORD SERIES* o r iiKLATxa mceoROS NORKALX.Y rtLJCO AND UXXO A S A U N I T FOII
at AM WglO. A» KCTPTTIOM AMO D t l P O t l T t e W > t m F Q g g l ; _

-R RECORD SERIES TITLE

Q MWMS
S . EARLIEST YEAR/LATEST YEA*

TO

RECORD SERIES DESCRIPTION { M I X F L T OKSCMIBK THS
HM THE SERIES. ' .

TTFKS OF" INFOKVATION/DOCVMeNTSyrORMS FOUNO
INCLUDC TtfaK P U V O f C OM FUNCTION OF TMK SK^I

ft3;r n\K A ^ V ^ ^ ' ^ ^ 1 ^ ^ ' ^ /

j 7 . RECORD SERIES FORMAT(S)
i

' O LETTER SIZE • MICROFILM

O LEGAL SIZE ^COMPUTER TAPE

^^pCXJND BOOK O FLOPPY DISK

O AUDIO TAPE • VIDEO TAPS

a OTHERJSPECIFTfJ

«. RECORD SERIES SEQUENCE

• ALPHABETICAL

^LNOCRICAL

• CHRONOLOGICAL

. • GEOGRAPHICAL

D OTHER(SPECIFY]

t. VOLUME

1
• FILE DRAVER(S)
• MICROFILM REEL(SJ
COMPUTER TAPEJSJ

WUMBBI* O OTKER(SPECIFY)

10. ANNUAL ACCUMULATION
• FILE DRAVER(S)

/ O MICROFILM REELfS)
Kcnsrr» COMPUTER TAPEISJ

• P OTHrn(gwrrlfY)

" * FILE IS USED yQ9/it<t/

O DAILY C O MONTHLY

1 2 . rCOMES INACTIVE AFTER
O MONTH(S) 9 YEAR(S)

I S . CURRENT LOCAT1ON(S) (
L.L.G. TREASURY BLDG
ANNAPOLIS 21401

-- *-A)S
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

I IP v c s , i p c e i r v /.aorev on OFFICE)
O YES BTNO

1 5 . ACrrtS RESTRICTIONS
(IP VKS.eiTX S-AvfsJ *

O YES JB'NO
CauUATIOM(s)

IC. AUDIT BEQUtREMENTS

O NONE ̂ g^STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX
BRIEFLY AKB DKSCXI

t [IF YU.KXPUIN
AKT KAXOSAXS/SO!

I S .

a YES * NO

• • . #n nwwiinofcB RETENTION

I S . NAME AND TITLE OF
I s . Dee Stockett

Supervisor Data Operations, GAD

2 1 . DATS

May 3(3, 1990

DCS 550-4 (REVISED 2/«7)



IMSTTOJCTIQTfS--TYPE OR PHIMT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 150-1 )

^ ^ DEPARTMENT/AGENCY
^^COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207t4

2. DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENTO

PACE // OF /U

1. UNIT

DEFINITION-RECORD SERIES-* °*O°* O r «LATKD RXCOR0S NORMALLY PfLKD AND UfKD AS A UNIT FOR
mm.rt.meJiCK AM i t u . AS RETENTION AMP DISPOSITION wmwiggt •

4. RECORD SERIES TITLE

SSfulnW folmi.
RECORD SERIES DESCRIPTION ( MIKFLT OK

•tM THE SERIES
SCRtBjrTMS^ TVPKS Or INFORMATION/DOCUMENT*/FORMS FOUND

INCLUOC TKC PUWOIB OR FUNCTION OF TMK »KK1Z:

7. RECORD SERIES FORMAT(S)

/(LETTER SIZE O MICROFILM

O I KffAL SIZE O CCWFVTER TAPS

^fcC>t«D BOOK • FLOPPY DISK

^^tlDIO TAPE O VIDEO TAPE

a OTHER{SPECIFY]

9. RECORD SERIES SEQUENCE

• ALPHABETICAL

"^-tOMERICAL

^>C CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

B. VOLUME

; /•/W 7 a MICROFILM REEL(S)
a COMPUTER TAPE(S)

NUMBER O OTHER{SPECIFY)

1 0 . ANNUAL ACCUMULATION

IU ISUr a MlCftoFnM REEL(S)

NbMhg* a COMPUTER TAPE(S)

V •nrv]
I I FILE IS USED

)j^DAII.Y O MONTHLY

12 iCOMES INACTIVE AFTER
O MONTH(S) O YEAR(S)

13. CURRENT LOCATION(S) (

L.L.G. TREASURY BLDG
ANNAPOLIS 21401 --m- wS

14. IS RECORD SERIES DUPLICATED ELSEWHERE»
flF YXS, SPECIFY AOENCY OR OFFICc)
ST YKS O NO
A hr c UPPo R.*r

15 . ACCESS RESTRICTIONS
( I F TKS. C I T S L A V ( B ] *

a YSS K N O
taULATIOMIs)

IC. AUDIT REQUIREMENTS

° NONK 9kSTATE O FEDERAL ° INDEPENDENT

1 7 . IS AN INDEX SYSTEM
•RIKFLV AKO DKSCHI

ClF YXS.KXJ»LAIN

ANY HARO«AJt«/sOFTWAJtK )
I S . RECOMMENDED RETENTION

OYES > , N O

It.^fAME AND TITLE OF
4s. Dee Stockett
Supervisor. Data Operations, GAD

21. DATE

May 30, 1990

DCS 350-4 (REVISED 2/«7)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 330-1)

DEPARTMENT Or GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7279 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 2Q7i4

AGENCY RECORDS INVEN1

PACE 2*o,2£
f . DEPARTMENT/AGENCY
COMPTROLLER OF TREASURY

2. DIVISION

GENERAL ACCOUNTING DIVISION
3 . UNIT

DEFINITION-RECORD S E R I E S - * 0 I t 0 * * O r «"«-ATKO RECORDS NORMALLY FILJCD AMD UfCO AS A UNIT FO*
WKrCWEHOC AS WKUX. AS *KTKHT1OM ANO P l t r O i l T I O f l WlttPflggl

I 4;-RECORD SERIES T1TUE * * ~

I • • RECORD SERIES DESCRIPTION lUmlmn'V D « « « I M TMK TYFM Or, INrOIOiATION/DOCU»KNTS/POI«Ma FOUND
•IN THE SERIES. . INCLUOC TMK PUItFOSe OH FUNCTION OF TMK ICITt

i

£«T, BB^i

7. RECORD SERIES FORMAT(SJ

J)»^ETTER SIZE • MICROFILM

a LEGAL SIZE O COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

B AUDIO TAPE • VIDEO TAPE

a OTHER(SPECIFY)

9. RECORD SERIES SEQUENCE

^ALPHABETICAL

D NOCRICAL

^CKRONOUOCICAL

• GEOGRAPHICAL

O OTHER(SPECIFYJ

0. VOLLME

NUMBER

O FILE DRATER{SJ
• MICROFILM REEU(S)
O COMPUTER TAPE(SJ
D OTHERfSPECIFYj

10. ANNUAL ACCUMULATION

"^ ' D MICROFILM REEL(S)
NOMhCH ° COMPUTER TAPE(S)

I V •

A
! •*• FILE IS USED

• ^ipAlLY B MONTHLY

IS*. FILE BECOMES INACTIVE AFTER

JZV O MONTH(S) ° YEAR(S)

13. CURRENT LOCATION(S) (

L.L.G. TREASURY BLDG
ANNAPOLIS 21401

. .FLOOR.ROOM) 1 4 . I S RECORD SERIES DUPLICATED ELSEWHERET
t l F VT», IPCCIFY AGENCY OH OFFIC8)

y^̂.•BSSWA - "^u 0fc&ivq'T7jot- $rft-^r Qfcrvia/

IS. ACCESS RESTRICTIONS
(IF YZS, CITS LA»(S) *

a YES NtkNO
CaULATION(s)

IC. AUDIT REQUIREMENTS

O NONE Nl STATE O FEDERAL P INDEPENDENT

17. IS AN INDEX SYSTEM
•Ricrur A K S D U C H I

T (|F" TKS.KXrUAIN
ANY MAJlOmAKK/soFTVAltS)

I t . RECOMMENDED RETENTION

a YES ^ ^ N O

Penn\*»&oTL\f, tot eJenVAK-

I S . NAME AND TITLE OF

Ms. Dee Stockett
Supervisor Data Operations, GAD

X I . DATE

May 3 0 , 1990

DCS 330-4 (REVISED 2/97)



INSTRUCTK3MS--TYPC OR PRINT A
SEPARATE FORM FOR CACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 130-1)

C01
DEPART) r/ACENCT

COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 207f4

2. DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENT

PAC •33.°r7fc
UNIT

SvlVTgm SUM d (IT
DEFINITION-RECORD IES- OF JUCLATXD RCCOROfl NORMALLY FtLJCS AMD UtID AS A UNIT

» AM W U AM MTPtTleW AKO BIIWHTI6W >WIMilgl

,-fF RECORD SERIES TITLE

ÎSTEK s^eityffigiPbfrfy
I « . RECORD SERIES DESCRIPTION ( MIKPLT DKSCXIBC TNS

* N THE SERIES.
TTPCS OF* INrOKUATION/DOCU»«NTS/rORMS FOUND

INCLUDK THK PURTOfC ON FUNCTION OF TMK K i n

ftCP ^ ̂ ^^ T^

j 7. RECORD SERIES FORMAT(SJ
!

a LETTER SIZE O MICROFILM

• LEGAL SIZE O COMPUTER TAPE

^^OtJND BOOK O FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

J^ OTHER(SPECIFY)

9. RECORD SERIES SE

O ALPHABETICAL

O NUMERICAL

>f^CHRONOLOG ICAL.

. O GEOCRAPHICAL

D OTHER(SPECIFYJ

.5T?

t. VOLLfcC

O FILE ORA*ER(S)
• MICROFILM REEL(SJ
a COMPUTER TAFE(SJ

**»"•** a OTKER(SPECIFY)

10. ANNUAL ACCUMULATION
fri&a rilX. DRAWER(SJ

• MICROFILM REEL[S]
MAlhK ° COMPUTER TAPE(S)

D WTVFPfcPFrirYl

4$i

it. FILE IS USED
)ff DAILY O MONTHLY

INACTIVE AFTER
l2» FILE t

—JL-. ° *BNTH(Sj ^ V E A R ( » )

IS. CURRENT LOCATION(S) (BLD6. ,FLi
L.L .G. TREASURY BLDG _ - RM- 0 $ £ "
ANNAPOLIS 21401

1 4 . I S RECORD SERIES DUPLICATED ELSEWHERE?
. f i r me*, SPKCIFY /.aorcr OR OFFICX)

I S . ACCESS RESTRICTIONS O YES ^ N O
( IP T i l , CITS L A v ( s ) * mcauLATION(s)

f t . AUDIT RECU(REMENTS

Q NONE X S T A T E O FEDERAL ° INDEPENDENT

1 7 . IS AN INDEX SYSTEM
•RIKFLY AKO DUCXI

1 ( i r TKS.KXTLAIN
AXY HAnomjutxJmo RETENTION

a YES X N O

Cu ^ t € ^ T ̂ /SC*vv. VS^^-

». NAME AND TITLE OT
«s. Dee Stockett

Supervisor Data Operations, GAD

20.

974-2180

21. DATE

May 30, 1990

DCS 330-4 (REVISED 2/«7)



1 ' I N S T T A J C T I QMS--TYPE Oft PHIMT A

I SEPARATE FORM FOR EACH NEW OR
I REVISED RECORD S E R I E S . FORKARO
I WITH pr-.r-aaas RETTEM-rfc^ 5fO«X^AC
^ ( O C S I S O - l )

ft
M . DEPARTMENT/AGENCY
[ COMPTROLLER OF TREASURY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 1 WATERLOO ROAD
P . O . BOX 2 7 1

JESSUP, MARYLAND 2 0 7 S 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENT

PAGE /{ or /fp

S . UNIT

r*$&

DEFINITION-RECORD SERIE3-A O l t O t m ° r "«-*TXD RCCOHOfl HOUMALLV PILXS AND UZKO AS A UNIT FOM
MtrKtaaiem AM WKU. AM WKTXMTIOW AMP o f p o w i T i e w W H M W I : _

4."RECORD IES TITLE

S^3TgW\ T55T5.
I « . RECORD £RI1 DESCRIPTION ( • R I K r U T OKSCXIBK TKK

1|l THE SERIES.
TYPKS OP* INPOKMATION/DOCUlKNTS/rOltMS POUND

INCX.UOK TKC PimrOIX Oil FUNCTION OF TMK I » T

iWClû es T ^ T ̂ TKV , ^efotfnx e r e

j 7 . RECORD SERIES FORMAT(S)

' ^ X L E T T E R SI2E • MICROFILM

^^UECAX. S12E O COMPUTER TAPS

^PBOCND BOOK • FLOPPY DISK

A AUDIO TAPE Q VIDEO TAPS

J^"OT*ER{ SPEC IFY J

• . RECORD SERIES SEQUENCE

O ALPHABETICAL

D NUMERICAL

J^CHRONOLOC ICAL

. • GEOGRAPHICAL

O OTHER(SPECIFY)

•-5o

I . VOLLftC
O FILE DRAVER(S)
• MICROFILM REEL(S;
• COMPUTER TAPE(S)

NUMBER Q orrHE^fspEd^yJ

1 0 . ANNUAL ACCUMULATION

fi "^ a MICROFILM REEL(S)
hUilhg* O COMPUTER TAPE(S}

. O OTVFB(cpcrtrY)

" • riL« is USED ^5 ~%>£QUnLUO
O DAILY ' O VEKXLY O M0NTM.Y

>*•- FLLS 1

wium
INACTIVE AFTER

O MONTH(SJ ^»-TEAR(»J

I S . CURRENT LOCATION(S) (BLJDG. .FLOCR.ROCU)
L.L.G. TREASURY BLDG _ - RM- 0Q£*
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED ELSEVHEREf
I t r T C » , snceiFY /.aorer OK OFFICZ)

V W » t ? "^Rf^t) (,'Rblk Y*\ l ^ t .

is. *rrr«re RESTRICTIONS
itr VKS, CITS LAW(|) *

a YSS Si NO
CauLATIOMts)

1 « . AUDIT REQUIREMENTS

O NOME F- STATE O FEDERAL ° INDEPENDENT

1 7 . J S AN INDEX SYSTEM USEDT ( I F YKS.EXPLAIN
•RIKFLY AKO DKSCXIBC ANY KAKO«AJUt/»O

a YES NO

I S . Ulil I ! • ! ! IIIII IJ RETENTION . .

C33 AW>iT/o XJ A- U PiiC /H, ^&MLS rrvhu »rtL

IS. NAME AND TITLK OF

Ms. Dee Stockett
Supervisor Data Operations, GAD

2 1 . DAI

May 3 0 , 1990

DCS 530-4 (REV! */•*)



INSTRUCT K3TIS--TYPE OR PRINT A
SEPARATE FORM FOR EACH HEW OR
REVISED RECORD SERIES. FORCARD
WITH RECORDS RETENTION
(DCS 130-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7S WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207f4

AGENCY RECORDS INVE.T

PACK-%.^lk
DEPARTMENT/AGENCY

COMPTROLLER OF TREASURY
2. DIVISION

GENERAL ACCOUNTING DIVISION
3. UNIT

DEFINITION-RECORD S E R I E S - * a i l O * » * W KMLATEO KKCOROS NORMALLY PILED AND UXKO AS A UWIT FOK
WKKZWCK A» WKU. A» »KTXMTtOW AWO DUPOIITIOM >UHWHg« •

pr RECORD SERIES TITUC

ATTfc/l ^ S E x t e T a
I « . RECORD SERIES DESCRIPTION ( M I K F L T DKSCJtfBK TKK TTI>!

t^ THE SERIES.
•KM Or INPORUATI ON/DOCUMENTS/POItMS FOUND

INCX.UDK THB PUKFOSC OM PQNCTION Or TMK BKfH

Ofe^Avx C^V)G>irS, ^ST/K)6-sy ^ H

7 . RECORD SERIES FORMAT(S)

• LETTER SIZE O MICROFILM

a UCCAL SIZE a COMPUTER TAP*

BOOK • FLOPPY DISK

Q AUDIO TAPE O VIDEO TAPS

j^OTHER( SPEC IFY J

• . RECORD SERIES SEQUENCE

• ALPHABETICAL

Q NUMERICAL

J>(CHRONOLOCICAU

. Q GEOGRAPHICAL

O OTHERfSPECIFYj

•-V3-.

t. VOLUME

• FILE DRAVER(S)
• MICROFILM REEL(S]
• COMPUTER TAPE(S]

" • « • • " O OTHERfSPECIFY)

1 0 . ANNUAL ACCUMULATION

/ ? # £ ? | r | L E DRA*ER(SJ
O MICROFILM REEL(S]

MiUhg* O COMPUTER TAPE(S)
O ftTVFBf CBPr I »*y t

a-
i t . FILE IS USED

O DAILY X a MONTHLY

l 2 ± ~ FILK 1 INACTIVE AFTER
O MONTH(S) 'CVEAR(S)

I S . CURRENT LOCATION(S) (BUMS. .FLOOR.ROOM)
L.L.G. TREASURY BLDG _- RM- Dl)S
ANNAPOLIS 21401

14. IS RECORD SERIES DUPLICATED
(>F *r», SPECiFT /.aexcr OR OFFICK)

IS. ACCESS RESTRICTIONS O YES - V N O
C iP TKS, CITS LA«[sJ * KKOULATI ON (S)

If. AUDIT REQUIREMENTS

o NONK E S T A T E a FEDERAL a INDEPENDENT

1 7 . IS AN INDEX SYS1
BftlKFLY AKO DKSCHII

O YES - V NO

V ( t P VKS.KXPUAIN
AKY K A K O W A K K / B O F T V .

» . NAME AND TITUC OF

Ms. Dee Stockett
Supervisor Data Operations, GAD

2 1 . DATS

May 30, 1990

DCS 330-4 (REVISED 2/«7)



INSTRt«T»QriS--TYI»C OR PRINT A

'SEPA&TS FORM FOR EACH NEV OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS I S O - ! )

j^k. DC^ARTMENT/ACENCY
^ ^ COMPTROLLER OF TREASURY

DEPARTMENT o r GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 1 VATERLOO ROAD
P . O . BOX 27S

JESSUP, MARYLAND 2 0 7 * 4

2 . DIVISION
GENERAL ACCOUNTING DIVISION

AGENCY RECORDS INVENT

PACE ? £ OF Jff

a. UNIT

DEriNITlCN-RECOflO SERIES*A aitoup o r RJCLATKO KKCOROI NORMALLY F I AND U » D AS A UNIT FOR

AS WKLL AS wrnomow AKO ouwttTrew >imw»ei

-f5f RECORD SERIES TITLX

ywiuio (/O ComPwrtAS
I . EARLIEST YEAR/LATEST YEA/

TO

i 9. RECORD SERIES DESCRIPTION ( •RIKFLY DKSCXIBK TKK TYPKS OF* IMrORMATfOM/DOCUMEMTS/PORMB FOCNO
iNex.uoK nae PUWOIC on FUNCTION OF THC SKRI' I N THE SERIES. ' . INCX.UOK TKB FURFOSC OR FUNCTION OF "

/)-// QfeilfrVKlL- Sy±~i&v\*y Pu{c&*s,tfO flnoh bZJerLop&o s>ofruj»

i\l\ D^w tilt* muir ?t z?^7^

/Z <r

^/L UHJTi *-

7. RECORD SERIES FORMAT(S)

D LETTER SIZE • MICROTILM

O LEGAL SIZE Q COMPUTER TAPS

^felOCND BOOK ~><^FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

• . RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

. O GEOGRAPHICAL

D OTHER(SPEC1FYJ

t . VOLUME

• FILE DRAWER{S]
• MICROFILM REEL(S]
• COMPUTER TAPE(S)

K D = 5 E F O OTHERJSPECIFYJ

1 0 . AJWUAL ACCUMULATION

O FILE DRAWER(S)
• MICROFILM REEL(S)

KbMhgR a COMPUTER TAPEtSj
. O flTVFD(€!PCri>Y)

I I . FILE IS USED

O DAILY O MONTHLY

12 ;OOMES INACTIVE AFTER
O MONTH(S) ^$EAR(SJ

U . CURRENT LOCATION(S) (
L.L.G. TREASURY BLDG _- RM-
ANNAPOLIS 21401

1 4 . IS RECORD SERIES DUPLICATED ELSEVHERSf
f i r YES,- t K C I F Y AOIXCT OR OFFICs)

a YES-^CNO

( I P
RESTRICTIONS O YES ^yCjfO

,-CfTK L A v ( s ) * RJCauLATION(s)
It. AUDIT REQUU«EMENTS

ONONK^R^STATr • FEDERAL O'INDEPENDENT

1 7 . IS AH INDEX SYSTEM
•RIKFLY AKO DKSCKI

T ( i r YKS.KXPLJIIN
ANT KAROWAJUC/SOI

I t . RETENTION

a YES >\NO
Mb b&eloteo soPno/^c feww*r>

I * . NAME AND TITLE OT
Ms. Dee Stockett

Supervisor Data Operations, GAD

21. DATE

May 30, 1990

DCS 550-4 (REVI */«7j


