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RECORDS l!TEI“OI AND DISPOSAL SCHEDULE M- 1 of 2
Dept. of Juvenile Services Contract Services
AGENCY Ol VIStOM
Item
No. Description Retention

I.

PROCUREMENT RECORDS

These records include all standard procurement
forms as well as other procurement media which

provide supporting data for commodities and
contracts.

Procurement records include the following

documents:

Bid Documents

A.
B.
C.
D.

II.

BB-4 Forms

Solicitation Notices

Minority Business Enterprise Reports
Interagency Reports

Expedited Reports

Contractual Sign-Off Sheets
Maryland Register Records
Correspondence For All Items

Contract Records

A.
B.
cC.
D.
E.
F.
G.
H.
I.
J.
K.

Schedule kpnn‘ by Donrm',
Agency, or Divislen Representetive

£8090 Mﬂ(zu%%ﬂ\

sk

Purchase Orders

Purchase Order Log _ 7
Intergovernmental Agreements
Budget Modifications

BB-4 Forms

Solicitation Notices

Award Notices

Minority Business Enterprise Reports
Interagency Reports |,

Expedited Reports

Action Agendas

Schedule . Ao!hotl zed "1

Retain for three (3) years
and until. all audit
requirements have been
fulfilled , then destroy.

Retain for three (3) years
and until all audit
requirements have been
fulfilled, then destroy.

y”/f» ﬁnﬂoﬁ/w—\,

Dete

-Signeture

50.'. Abchi Wot




L

Folri o 14 RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
AL {CONTINUATION SHEET) NG. 1553
PAGE
No. 2 of 2

1em ’ T
. Ne. . Description ) Retention

L. Sole Source Justifications )
M. Need For Multi-Year Forms {
N. Award Letters

0. Contracts and Attachments

P. Request for Funds

Q. One Bid Award Form

R. Contractual Sing-Off Sheets
) S. BB-4 Icog

T.- Maryland Register Records

.- U. Correspondence For All Items

3. |ITI. Purchasing - Purchase Orders

A. Purchase Orders ' Retain for three (3) years
B. Purchase Order Log and until all audit

C. Receiving Reports requirements have been

D. Requisitions For Supplies fulfilled, then destroy.
E. Unscheduled Requisitions For Supplies 2

F. Minority Business Enterprise Reports -
G. Emergency Reports
H. Correspondence For All Items

. 4. IV. contract & Invoice Payment Files
EY ’

A. BB-4 Forms Retain for three (3) years

B. BAward Letters and until all audit
C. Request For Funds requirements have been
D. Contract Payment List fulfilled, then destroy.

E. Purchase Of Care Invoices

F. Payment Files For Contracts and
Intergovernmental Agreements

G. Correspondence For All Items

5. V. Procurement Contracts & Payments Lists
A. BB-4 Forms S Retain for three (3) years
B. Out-Of-State Travel Forms‘ ‘ and until all audit )
C. Vendor Mailing Lists S requirements-have- be‘":: ?
D. RFP/Solicitation For Bid Lists fulfilled, then destr@y» =

E. Check Receipt Log . E
F. BB~4 Log A :
G. Contract Payment List .
H. Contract List ‘
I. Active Multi~Year Contract List :
Federal Express & Certified Mail Receipts § -

K. Correspondence For All Items ~ e
XAXEKXKXXKKXE KK KKXKKKKXK LAST ITEM XXXXXXXXXXXXXXXXXXXXXXXYXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
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ANSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

! REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 3350-1)

DEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS IHVENTOR: %

PAGE _]1 o©oF O

DEFARTMENT | AGENCY
Dept. of Juvenile Services

2. DIVISIOn

Budget & Management

UNIT ' :
Contract Services

’.

: DEFINITION-RECORD SERIES.A OROUP OF RXLATED RXCORDS NORMALLY FiLED .
: . REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFOSESR - !

4. RECORD SERIES TITLE

‘ _ ' .~ Bid Documents

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
- 87 To _Present

-~

P

IN F@E SERIES.

6. RECORD StRIES DESCRIPTION ‘BRIIFLY DESCRIBRE THE TYPKS OF IHPORHATION,DOCUHZNTB/FORH! FOUND
INCLUDE TME PURPOSE OR FUNCTION OF THK BEFRIES

This series consists of any combination of the following forms: BB-4 Forms,
Solicitation Notices, Minority Business Enterprise Reports, Interagency Reports,
Expedited Reports, Contractual Sign—-Off Sheets, Maryland Register Records,
Correspondence For All Items, and all other related bid material.

7. RECORD SERIES FORMAT(S)

X LETTER S1zE D MICROFILM

XX LEGAL S1zE 0O COMPUTER TAPE
' BOLND BOOK O FLOPPY DIsSK

0 Auplo TAPE 0O VIDEO TAFE

0 oTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
H ALPHARETICAL

0 NUMERICAL

0O CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

¥X FILE DRAWER(S)

O MICROFILM REEL(S)
8 O COMPUTER TAPE(S)

NMEER 0 orHER(SPECIFY)

10. ANNUAL ACCLMULAT ION

X FILE DRAWER(S)
0O MICROFILM REEL(S)
RONBER O COMPUTER TAPE(S)

FILE 1S USED

0O palLy X vEEKLY

12.

D MONTHLY

ke °

FILE BECOMES INACTIVE AFTER

0O omyreplspeciEY)

MONTH(S) XX YEAR(S)

321 Fallsway, Lobby

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

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir yes, sreciFY raEncy OrR oFrFice)
D YEs X No

15. ACCESS RESTRICTIONS

X no

0 vyes 16, AUDIT REQUIREMENTS
{1 yes, ci1Tx ranw{s) & rEcuLATIONIS) -
O NenE X STATE O FEDERAL O INDEPENDENT
17. 1S AN INDEX SYSTEM USED? {1r Y!ﬁ-!xPLA!NZ.
18. RECOMMENDED RETENTION

BRIEFLY AKND DESCRIRE ANY HARDIARE/SOFT!AR&)

0 yes ¥ No

@

Retain fior 3 years and until all &
audit requirements have been
fulfilled, then destroy.

18. NAME AND TITLE OF pPREPARER

Marcus Filson, Administrator

20. TELEPHONE NUMEER

333-6884

21. DATE

7-24-90

DCS 550-4 (REVISED 2/87)




JHSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REV]ISED RECORD SERIES. FORYARD

WITH RECORDS RETENTION SCHEDULE P.O.

{pGs 3350-1)

DEFARTMENT OF CENERAL SERVYICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

BQX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORS

PacE _2 _OF _5

DEFARTMENT / AGENCY
Dept. of Juvenile Services

2. DIVISIOoN
Budget & Management

3. WNIT :
Contract Services

1]

R DEF!NITIM-HECO_H: SRIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USKD AB A UNIT PFOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFOSESR

4. RECORD SERIES TITLE
H Contract Records

5. EARLIEST YEAR/LATEST YEAR
- 86 g Present

*

4N THE SERIES.

6. RECORD SERIES DESCRIPTION ‘IRIKFLY DXSCRIRE THE TYPES OF INFOMTIONIDOCMTSIPOM PFOUND

INCLUDE THE PURPOSE OGR FUNCTION OF THK SEFIES

This series consists of any combination of the following forms: .Purchase Orders;
Purchase Order Log; Intergovernmental Agreements; Budget Modifications; BB-4 Forms;
Solicitation Motices; Award Notices; Minority Business Enterprise Reports; Interagency

-- Reports; Expedited Reports; Action Agendas; Sole Source Justifications; Need For-
Multi-Year Forms; Award Letters; Contracts and Attachments; Request for Funds; One.Bid
Award Forms; Contractual Sign-Off Sheets; BB-4 Log; Maryland Register Records;
Correspondence For All Items ; and all other related material.

O LETTER SI1ZE O MICROFILM
B(LEGAL SIZE O COMFUTER TAPE

BOUND POOK D FLOPPY DISK

0 Auplo TAPE 0O VIDEO TAPE

O oTHER(SPECIFY)

AL pPHABET 1CAL
O NUMERICAL

O CHRONOLOGICAL
0 czocrAPHICAL

O OTHER(SPECIFY)

J. RECORD SERIES FORMAT(S) 8., RECORD SERIES SEQUENCE $. VOLUME

X FILE DRAWER(S)
15 0 MICROFILM REEL{S)
B coMPUTER TAPE(S)
NUMBER 0 orHER(SPECIFY)

10. ANNUAL ACCLMULAT ION
R FILE DRAWER(S)
3 0O MICROFILM REEL(S)
RGNAEZR B COMPUTER TAPE(S]

O omyrerlspecieY

111 pite 1s usED

¥ paiLy 0 ¥EEKLY

O MONTHLY

12. FILE BECOMES INACTIVE AFTER - vVaries

D MoNTH(S) C YEAR(S)

'
-
!
)
!
]

13. CURRENT LOCATION(S) [ELDG.,FLOOR,RROOM)

321 Fallsway, Lobby

14. 1S RECORD SERIES DUPLICATED ELSEWHERS?

tir yes, BrecirFy saEncy or oOrrice)
O YEsS D No Same Records - Not All

15. ACCESS RESTRICTIONS CYyes OnNo

(1P yes, ciTe Law{s) & rREGULATION(S]

16. AUDIT REQUIREMENTS

O NonE X8 STATE O FEDERAL 0O I|NDEPENDENT

17, 1S AN INDEX SYSTEM USED? (1r yxS.EXPLAIN

BRIEFLY AND DESCRIBE ANY KARDBARE/BOFTWARE )

D*n:s)& NoO

o

18. RECOMMENDED RETENT ION

Retain for 3 years and until all
audis- reqirements have been
fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER

Melvin Taylor, Admin. Specialist II

21. DATE

333-8005 7-17-90

DCS 550-4 (REVISED 2/87)




JHSTRUCTIGNS - - TYPE OR PRIN'.K‘ . TMENT GENERAL SERV] . '
S=rARATE Fomd Fom EACH NEW on | mecoms saacownt pivision | AGENCY RECORDS IWVENTOR-

_REVISED RECORD SERIES. FORWARD 7278 YATERLOO RQAD
WITH RECORDS RETENTION SCHEDULE P.O. BQX 275

. PAGE 3 OF . 5
(DGS 8350-1) JESSUP, MARYLAND 20792

« DEFARTMENT /AGENCY 2. Dlvision ' 3. T R
Dept. of Juvenile Services Budget & Managment Contract Services

: DEFINITION-RECORD SERIES.A ORCOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFOSESR .

4. RECORD SERlES. TITLE 5. EAm'lESr YEAR/LATEST YEAR
i Purchasing - Purchase Orders . - FY 1988 1o FY 1991

6. RECORD SERIES DESCRIPTION ‘IRIIPLY DXSCRIRE THE TYPES OF INFORMATION/DOCUMENTS/FORME FOUND
IN THE SERIES. . INCLUDE THE PURPOSBE OR FUNCTION OF THK SEZFIES

This series consists of any combination of the following forms: Purchase Orders;
Purchase Order Log; Receiving Reports; Requisitions For -Supplies; Unscheduled
Requisitions For Supplies; Minority Business Enterprise Reports; Emergency Reports;
Correspondence For All Items; and all other related purchasing material.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
RXLETTER S1ZzE D MICROFILM 0 ALPHAEETICAL EXFILE DRAWER(S)
U MICROFILM REEL(S)
o o 4
LEGAL S1ZE COMFUTER TAPE X ER 1 CAL C COMPUTER TAPE(S)
NUMBER
.D(BOLND BOOK DO FLOPPY DISK 0 CHRONOLOGICAL ~ D OTHER(SPECIFY)
0 AuD1O TAPE D VIDEO TAFE O cEOGRAPHICAL

10. ANNUAL ACCUMULAT ION

CxF ILE DRAWER(S)

- 2 O MICROFILM REEL(S)

. RUGBER O COMPUTER TAPE(S)
O cmreplspeciEY)

O OTHER(SPECIFY) O OTHER(SPECIFY)

I11. e 1s usED 12. FILE BECOMES INACTIVE AFTER

H pAILY D wEEKLY D MONTHLY 3 O MONTH(S XX YEAR(S
) ) 209)29:)0: M (s) (s)
14. 1S RECORD SERIES DUPLICATED ELSEWHERS?
tir yes, srrciry raency or orrice)

321 Fallway, Lobby S R R S D YES X& NO

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

ey

15. ACCESS RESTRICTIONS Cyes B no

16. AUDIT REQUIRSEMENTS
{1ir yes, c1Tx rLaw({s) & rEauLaTIONIS) R o

D NonE & STATE O FEPERAL O ‘INDEPENDENT

17. 1S AN INDEX SYSTEM USED? {1y yxsS.EXPLAIN
BEIEFLY AND DESCRIRE ANY HARDEBARE/SOFTWARE )

. - t

18, RECOMMENDED RETENTION & .

Qyes ¥ nNo ' Retain for 3 years and until all audit
' requirements have been fulfilled, then
destroy. : : ‘
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Mark Huber, Age.ncy Buyer 333-6897 7-9-90

DCS 350-4 (REVISED 2/87)




M— -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES . ' .
| SEPARATE FORM FOR EACH NE¥ OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTOR
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD . .

WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 .
pace 4 ofr 5 -
{DGS 350-1) JESSUP, MARYLAND 20794 —_— —_—
_‘mmu\czncx 2. DIVISICN ' : 3. UNIT
Dept. of Juvenile Services Budget & Management Contract Services

oS - ! ’
. DEFINITION-RECORD SERIES.A OMOUP OF RELATED RXCORDS NOMMALLY FILED AND USKD AS A UNIT Fon
! REFERFNCE AS WELL AS RETENTION AND D1Sro

O PURPQIES

4. RECORD SERIES TITLE ) 5. EARLUIEST YEAR/LATEST YEAR
‘ Contract & Invoice Payment Files FY 87 710 _91

6. RECORD SERIES DESCRIPTION ‘IRIRPLY DESCRIBE THE TYPES OF INPOMTION[DOCUMENTB/POM PFOUND
. ‘IK FyfE SERIES. INCLUDE THME PURPOSE GR PUNCTION OF THE BEFRIES
i i i i inc : BB-4 Forms;
This series consists of any combination of the follov.u_ng forms: '
" award Letters; Request For Funds; Contract Payment List;-Purchase Of C_a;e '_In\.ro:Lces,
Payment Files-For Contracts and Intergovernmental Agreements; Correspoiidence For
- All Items; and all other related material.

P O o e A e D n Bkl o A S L A N

¥

P IS I T

i

7. RECORD SERIES FORMAT|(S) 8. RECORD SERIES SEQUENCE 9. VOLUME |

£ LETTER SIZE U MICROFILM B AatPHaEETICAL XE FILE DRAWER(S) '

% 0O MICROFILM REEL(S)

LEGAL S1ZE 0O COMFUTER TAPE O NUMERICAL 8 O COMPUTER TAPE(S)
! NUMBER

.aoum BOOK O FLOPPY DISK 0 CHRONOLOGICAL . 0 OTHER(SPECIFY)

D AuD10 TAPE D VIDEO TAFE 0 GEOGRAPHICAL

10. ANNUAL ACCLMULAT ION

0 OTHER(SPECIFY) C FILE DRAWER(S)

0 OTHER(SPECIFY]

. . 2 O MICROFILM REEL(S)
. KGksZR O COMPUTER TAPE(S)
. O gnrerlseeciEy)
I 31 pite 1s usED 12. FiLE BECOMES INACTIVE AFTER
: XXpaiLy D WEEKLY DOMONTHLY. i g O MoNTH(S) RXYEAR(S)
'; 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) Al

-4 "14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

ti1r yes, sreciFy raEncy OR oOrFrice)

321 Fallsway, Lobby O YES fNo

13. ACCESS RESTRICTIONS O Yyes B NO

16. AUDIT REQUIREMENTS
{1 yes, ciTE LAW|3) & rEGuULATION(S)

DO NonE XXSTATE D FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? {1" y2B3. 09 PLAIN 18 ReC on
BRIEFLY AKD DESCRIRBE ANY HARDIARE/BOFT‘IAR!) : D ! .

Oyes X No

Retain for three years and until .
all audit requirements have heen
fulfilled, then destroy.

-t
18. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEER

Cynthia Yim, Fiscal Associate 333-6888

DCS 550-4 (REVISED 2/87)




IPZON T

\HNSTRUCT IGHS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

(BEVIED RECORD SERIJES. FORWARD 72735 WATERLOO ROAD
¥ITH RECORDS RETENTION SQ'EDULE P.O. BoX 273

-(DGS 880-1)

DEFARTMENT OF CENERAL SERVICES
- RECORDS MANAGEMENT DIVISION .

AGENCY RECORDS INVENTOR:

JESSUP, MARYLAND 20754

PAGE -5 orF. §

. DEFARTMENT /AGENCY

Dept. of Juvenile Services

Budget & Management

2. DIVISION A 3. WNIT

Contract Services

; DEFINITION-RECORD SERIES-

A GROUP OF REKLATED RECORDS NORMALLY FILED AND UESKD AS A U‘NIT‘ FOR
REFERENCE AS WELL AS RETENTION AND DInProm 1ON PURFOSESR

4, RECORD SERIES TITLE
‘ Procurement Contracts & Payments List

5. EARLIEST YEAR/LATEST YEAR
FY 87 TO Q1

IN 'FJE SERIES.

6. RECORD SERIES DESCRIPTION (IRIIPLY DISCRSIB THE TYPES OF IHPOMTION,DOCWTSIPOM FOUND

INCLUDE THME PURPOSE OR FUNCTION OF THK 3!!’1!8

This series consists of any combination of the following forms: BB-4 Forms;
Out—of-State Travel Forms; Vendor Mailing Lists; RFP/Solicitation For Bid Lists;
Check Receipt log; BB-4 Log; Contract Payment List; Contract List; Active
Multi~Year Contract List; Federal Express & Certified Mall Receipts; Correspondence
For All Items; and all other related materlal.

O LETTER SI1ZE D MICROFILM

0 LrGal s1zE XX COMPUTER TAPE

BOUND ook DO FLOPPY DIsSK
0O Auplo TAPE 0O VIDES TAPE

O OTHER(SPECIFY)

O ALPHAEETICAL
XX NUMERICAL

0 CHRONCLOGICAL,
0 cEocRAPHICAL

O OTHER|{SPECIFY)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE $. VOLUWME

O FILE DRAWER(S)

O MICROFILM REEL(S)
4 C COMPUTER TAFPE(S)

NUMBER O oTHER(SPECIFY)

10. ANNUAL ACCILMULAT JON

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

psgszﬁ'ﬂ COMPUTER TAPE(S)
@] c"n»-r' ([SPeCiEY)

b 13- pile 1s wsED

O palLYy X ¥sEEQY

O MONTHLY

12. FILE BECOMES INACTIVE AFTER

g D MoNTH(S) BXYEAR(S)

13. CURRENT LOCATION(S) (ELDG.,FLOCR,ROCM)

e g e

321 Fallsway, Lobby

14.. 1s R.ECORD SERIES DUPLICATED ELSEYHERET

tir yES, BRECIFY raENCY OR OFFicE)
0 yEs JB/NO

15. ACCESS RESTRICTIONS O YEs G NoO
{1r yzs, ci1Tx taw(s) & recuraTion|s)

16. AUDIT REQUIREMENTS

0O NenNE XX STATE DO FERERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (I1y YXS.EXPLAIN

HYES O nNo IOTUS 1,2,3 software

e

BRIEFLY AND DESCRIEE ANY HARDEARE/SOFTWARE )

18. RECOHMMENDED RETENTION

Retdin for 3 years and until all
audit requirements have been

fulfilled, then destroy.

12. NAME AND TITLE ©OF PREPARER 20. . TELEPHONE NUMEER 21. DATE

Kacynthia Clark, Office.Secretayy

333-6884

7-24-90

DGS 850-4 (REVISED 2/87)




