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DEPARTMENT OF GENERAL SERVICES
Record* Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.

1301
PACE .. c .
NO. 1 Of 4

State Aviation
DEPARTMENT OF TRANSPORTATION DIVISION OF MANAGEMENT AND AUDIT

AOENCY DIVISION

Item
No. Detcriptlon Retention

•

L

BUDGET RECORDS

Estimates of expenditures
Report to legislature on prospective amendments
Approved budget changes and amendments
Activity reports
Year-end closing information
Guidance and directives

PAYROLL RECORDS

Time cards

Biweekly leave journal
Payroll-deduction journal

ACCOUNTING RECORDS

Activity reports
Paid bills and invoices

EXECUTIVE DEVELOPMENT PROGRAM (EDP)

Nomination packages; interview and scoring records;
training, work assignment, and acting capacity
records.

Schtdglt Approved by D*portm*nt,

Agency, or Division Ropreisntatlv*

Tijnrw /M/ /?//»f/J'&«iSs**4«r 7<-rrk.t<kl.C$cr-
TU»o

Sdi.Jyl* Authorised fcy

Ih.A

Retain in office for 3
years following the close
of the fiscal year, then
destroy.

Retain in office for 3
years or for 1 year after
the close of the calendar
year of record activity
if all audit requirements
have been fulfilled, then
destroy.

Retain in office for 1
year after the close of tb
calendar year of record
activity, then destroy.

Retain in office for 3
years or for 1 year after
the close of the fiscal
year of record activity
if all audit requirements
have been fulfilled, then
destroy.

Retain in office for 2
years after completion of
EDP cycle, then transfer fc
Records Center for an add-
itional 5 years, then dest oy.

1
Data Stal* Aft*>lv<»t



•>
FORM- ,M-IA RECORDS RETENTION AND DISPOSAL SCHEDULE
REV- 2/7S (CONTINUATION SHEET)

F^Br Description

5

6

7

s

ORGANIZATION AND FUNCTION MANUAL

Organizational change files, including correspondence;
approval documentation (gubernatorial, legislative, and
secretarial); original function statements and charts.

TRANSPORTATION PROFESSIONAL SERVICES SELECTION BOARD
(TPSSB)

Project files relating to TPSSB meetings: approvals,
waivers, correspondence, and supporting documentation.

MANAGEMENT STUDIES AND REPORTS

Management audits and studies
Service contract monitoring files
Fiscal analyses

TRAVEL MANAGEMENT

^ M Paid airline and railroad ticket invoices
Out-of-state travel authorization forms involving no
air or rail transportation

9

•

Travel policy and administrative guidance

RECORDS MANAGEMENT

Records retention and disposal schedules

Records transmittal and receipt forms

SCHEDULE

No- ism
PAGE
NO. 2 of 4

Retention

Retain in office for 5 years,
then transfer to Archives for
permanent retention.

Retain in office for 5 years,
then destroy.

Retain in office for at least
1 year and until information
either becomes obsolete or is
no longer needed, then destroy.

Retain in office for 3 years,
or for 1 year after the close
of the fiscal year of record
activity if all audit require-
ments have been fulfilled, then
destroy.

Retain in office until super-
ceded by the second revision,
then destroy.

Retain in office until schedulej
completely revised, then des-
troy superceded schedule.
(Note: Revised schedules should'
include any items on previous i
schedules for which records
still exist.)

Retain archival receipts in
office permanently; retain
receipts for temporary records
in office until those records
are destroyed, then destroy
the receipt.

P S - 0«



roRM RM <A RECORDS RETENTION AND DISPOSAL SCHEDULE
"EV. 2/75 (CONTINUATION SHEET)

h^HP Description

10

•

12

•

Record inventories

Notices of disposal clearances
Certificates of records disposal

FORMS MANAGEMENT

Forms files

Forms register

Forms management activity report
Interagency Forms Management Committee projects

INVENTORY CONTROL

Inventory listings
Inventory related information

ADMINISTRATIVE AND GENERAL CORRESPONDENCE

NOTE: Record Material is any material, regardless of its
physical form, received or created in connection w
the transaction of public business of a State
agency or office. It may include papers, books,
punched cards, magnetic tapes, photographs, maps,
film, sound recordings, or other documentary mat-
erials.

Non-Record Material is any material created or
acquired solely for reference or exhibition pur-
poses. Examples are: manuals, pamphlets, and
circular letters; extra copies of documents
preserved only for convenience of reference such
as reading, tickler, and suspense file copies of

SCHEDULE
NO. 1301

PAGE
NO. 3 of 4

Retention

Retain in office until next'
inventory is complete, then
destroy.

Retain permanently in office.

Retain in office until form
becomes obsolete, then destroy

Retain in office for 1 year
following the close of the
year of record activity, then
destroy.

Retain in office for 3 years
following completion, then
destroy.

Retain until superceded, then
destroy

Retain non-record material in
office for 3 years, then
destroy. All material of
record significance should be
treated as the retention
schedule provides for that
particular item.

|
1

th
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FORM-RM- 1 A
REV. 2/7S

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHEDULE
N o - 1301

PAGE
NO. 4 of 4

r W ^ Description Retention

12
iont,

correspondence; work papers, such as drafts of
letters or memoranda; shorthand notes and notebook!
that have been transcribed; other temporary papers
used to control internal work in progress; and
stocks of publications and reproduced documents.

•



INSTRUCT IQMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

880-1)

REV 11
IwiTH

^ ^ D G S

I a M -

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 1 OF 12

I. DEPARTMENT/AGENCY

Transportation

2. DIVISION 3. UNIT

Asst. Secretary, Administration Div. of Management and Audit

DEFINITION-RECORD SERIES-* O R O U * O r MLATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR
REFERENCE AS W L X AS RETENTION AND DISPOSITION PUHPOBE8

4. RECORD SERIES TITLE

BUDGET RECORDS
8. EARLIEST YEAR/LATEST YEAR

1988 TO 1993

0. RECORD SERIES DESCRIPTION (BRIIII'l-r DKSCHIM THE TYPES or INPORMATION/DOCUMENTS/PORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SE*1E«)

Contains records pertaining to the development of the operating and capital budgets of the
Office of the Assistant Secretary, Administration, including: Instructions & guidance,
directors' estimates of expenditures, calculation sheets, computerized budget printouts,
narrative status reports, activity reports, approved budget changes and amendments, and
year-end closing information.

•

7. RECORD SERIES FORMAT(S)

O. LETTER SIZE • MICROFILM

$ LEGAL SIZE • COMFUTER TAPE

BOUND BOOK D FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

S OTHER(SPECIFY)

11 y 15 r-ompiTt-pr paper

6. RECORD SERIES SEQUENCE

B ALPHABETICAL

B NUMERICAL

B CHRONOLOGICAL

° GEOGRAPHICAL

° OTHER(SPECIFY)

9. VOLUME

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

^ , ,. D COMPUTER TAPE(S)
****** a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

% FILE DRAWER(S)
]y5 O MICROFILM REEL(S)
RTjntWT a COMPUTER TAPE(S)

D QTMTRI RPFr iry l
II . FILE IS USED

g DAILY D WEEKLY D MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

A t T T D"°"™<S» ^VHAR(S)

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

Division of Management and Audit

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, SPECIFY AGENCY OR OFFICE)
» YES o NO Issuing & using offices.

18. ACCESS RESTRICTIONS • YES B NO

(IF YES, CITE LAV(S) A RBOULATION(S)
16. AUDIT REQUIREMENTS

ttNONE • STATE • FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|p YES.EXPLAIN

DKIEFL.Y AKD DKSCRIMB ANY HARD«ARE/SOFTKARE)

O YES Ct NO

18. RECOMMENDED RETENTION

Three years in office following the close
of the fiscal year .

NAME AND TITLE OF PREPARES*

Robert F. Campanaro
Administrative Officer

2 0 . TELEPHONE NUMBER

859-7652

2 I . DATE

June 12, 1991

DCS 3 3 0 - 4 (REVISED 2 / S 7 )



INbTRUCTION?- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

SBO-I )

REV IE

JwiTH

fl. DE,

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE OF 12

I. DEPARTMENT/ACENCY

Transportation
2. DIVISION

Asst. Secretary, Administratio
3. UNIT

i Div. of Management & Audit

DEFINITION-RECORD SERIES'* O R O U P O F RELATED RECORDS NORMALLY FILED AMD USED AB A UNIT FOR
REFERENCE AS HELL AS RETENTION AND DISPOSITION PURPOSES •

4. RECORD SERIE8 TITLE

PAYROLL RECORDS

8 . EARLIEST YEAR/LATEST YEAR
]QftR TO 1QQ1

». RECORD SERIES DESCRIPTION lBRII"'l-V DESCRIBE TKK TYPES or INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE 8ERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Payroll records required of the Division of Management and Audit, specifically, time
cards, biweekly leave journals, and payroll deduction journals.

•

7. RECORD SERIES FORMAT(S)

D LETTER SIZE • MICROFILM

• LEGAL SIZE • COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

• AUDIO TAPE • VIDEO TAPE

8 OTHER(SPECIFY)

11 y Tj computer paper

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

a NUMERICAL

H CHRONOLOGICAL

n GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

B FILE DRAWER(S)
Q MICROFILM REEL(S)
• COMPUTER TAPE(S)

NUMBER D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

B FILE DRAWER!8)
W 3 • MICROFILM REEL(S)

RUmPJIT a COMPUTER T A P E J S J
• a OTHER(sPFriry)

II . FILE IS USED

O DAILY • WEEKLY H MONTHLY

12. FILE BECOMES INACTIVE AFTER

1 D MONTH(S) X) YEAR(S)
NUMBER

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

' Division of Management and Audit

14. IS RECORD SERIES DUPLICATED ELSEWHEREt

(IF YES, SPECIFY /.OEKCY OR OFFICE)

XX YES D NOSHA DOT Accounting Section

15. ACCESS RESTRICTIONS • YES H NO

(IF YES, CITE LAV(B) ft RKOULATION(B)

16. AUDIT REQUIREMENTS

• NONE E9 STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YES.EXPLAIN

BKIEPLY AKD DBSCRIBB ANY HARD*ARK/SOFTWARE)

O YES XR NO

18. RECOMMENDED RETENTION"-^"
'.>i

Time cards - 3 years in office, then destroy
Biweekly leave journal?and payroll deduction

journal - 1 year inioffice, then'destroy.

NAME AND TITLE OF PREPARER

Robert F. Campanaro '
Administrative Officer

20. TELEPHONE NUMBER

859-7652

21. DATE •*"""

June 12, 1991

DCS 8S0-4 (REVISED 2/87)



INSTRUCT IQN^--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

880-1 )
I WITH

^W)GS

I « rtc

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 3 or 12

I. DEPARTMENT/AGENCY

Transportation

2. DIVISION

Asst. Secretary, Administratic

1. UNIT

n Div. of Management & Audit

DEFINITION-RECORD SERIES-* OKOUP Or »WLATED RKOORDB NORMALLY1 FILED AND U H D A* A UNIT FOR
REFERENCE AB BELL At RETENTION AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE
ACCOUNTING RECORDS

8. EARLIEST YEAR/LATEST YEAR

IQfiR T O 1QQ1

«. RECORD SERIES DESCRIPTION (BRIKI'UY D"CRIBE THE TYPKS or INPORMATION/DOCUMENTS/POKMS POUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THI SERIES)

Accounting records constitute periodic remaining balance and related budget reports
produced by the Division of Management and Audit, and bills and invoices paid against
its cost center budget.

»

7. RECORD SERIES FORMAT(S)

IX LETTER SIZE • MICROFILM

O LEGAL SIZE • COMPUTER TAPE

BOUND BOOK D FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

9cOTHER(SPEC IFY J

11 X 15 computer paper

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

D NUMERICAL

5 CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

». VOLUME

O FILE DRAWER(S)
• MICROFILM REEL(S)

_ _ _ _ . O COMPUTER TAPE(S)
N U M B E R OTHER! SPEC I FYj

• computerized'

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
• MICROFILM REEL(E]

RTOBOr D COMPUTER TAPE(S)
>O QTHFPI BPFrlFVl

j " • FILE IS USED

BXDAILY Q WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER
5mputerized

• MONTH(S) » YEAR(S)

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

Division of Management and Audit

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, SPECIFY /.OENCY OR OFFICE)

* YES D NO i n v oi c e s at billing agencies.

IB. ACCESS RESTRICTIONS • YES H NO

(IF YES, CITE L.A«(S) A REGULATION!S)
18. AUDIT REQUIREMENTS

O NONE H STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YKS.K>7LA1N

BRIEFLY AKD DESCRIBE ANY HARDBARB./SOFTWARE )

O YES S NO

IS. RECOMMENDED RETENTION

Three years in office after the close of the

fiscal year, then destroy.

9. NAME AND TITLE OF PREPARES

Robert F. Campanaro ,
Administrative Officer

2 0 . TELEPHONE NUMEER

859-7652
2 I . DATE

June 12, 1991

DCS 530-4 (REVISED 2/07)



I^STRUCT IQNS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

B50-I )

REV IE

J^WITH
^mxss

jl . DE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 4 or 12

I. DEPARTMENT/AGENCY

Transportation

2. DIVISION

Asst. Secretary, Administratioi

8. UNIT

Div. of Management & Audit
DEFINITION-RECORD SERIES-* O B O U F Or "KLATBD RECORDS NORMALLY1 FILED AND UtID AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE

EXECUTIVE DEVELOPMENT PROGRAM (EDP)
8 . EARLIEST YEAR/LATEST YEAR

1984 TO 1991

e. RECORD SERIES DESCRIPTION (BRIKruv DESCRIBE THE TYPES or INFORMATION/DOCUMKNTS/PORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE IIP1EI)

Nomination packages; interview & scoring records; training, work assignment and
acting capacity records. Includes forms, memos, invoices, etc.

•

7. RECORD SERIES FORMAT(S)

fi> LETTER SIZE • MICROFILM

O LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

O AUDIO TAPE G VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

B NUMERICAL

B CHRONOLOGICAL

D GEOGRAPHICAL

K> OTHER(SPECIFY)

Bv EDP cycle

9. VOLUME

» FILE DRAWER(S)
• MICROFILM REEL(S)

2 D COMPUTER TAPE(S)
NU*">H" D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

B FILE DRAWER(S)

^ O MICROFILM REEL(S)

nmnnr ° COMPUTER TAPEISJ
D QTHERIKPFriryl

II. FILE IS USED

O DAILY D WEEKLY & MONTHLY

12. FILE BECOMES INACTIVE AFTER

a MONTH(S) TO YEAR(S)

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

Division of Management & Audit

14. IS RECORD SERIES DUPLICATED ELSEWHERET

( I F YES, SPECIFY /.OENCY OR OFFICE)
a YES BKNO

IS. ACCESS RESTRICTIONS • YES x£ NO
(IF YES, CITE LAB|I] & REGULATION!s)

16. AUDIT REQUIREMENTS

• NONE XB STATE • FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YES.E>7LAIN
BI.IIFLY AND DESCRIBE ANY HARDWARE/ SOFTWARE)

• YES B NO

18. RECOMMENDED RETENTION

Office - 2 years
Records Center - 5 years, then destroy.

'9. NAME AND TITLE OF PREPARER

i

Rhett Murphy, Mgr., EDP

20. TELEPHONE NUMBER

859-7722

2 I. DATE

6/13/91

DCS 330-4 (REVISED 2/87)



I »i>TRl>CT IQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 8S0-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 5 OF 12

I. DEPARTMENT/ACENCY

Transportation
2. DIVISION

Asst. Secretary, Administ
]. UNIT

r a t i o n Div. of Mgmt & Audit
DEFINITION-RECORD SERIES-A attOUf Or "LATBD RECORDS NORMALCY P I U D AMD UtKD AS A UNIT FOR

REFERENCE AS WELL AW RETENTION AND DlirOSITIMl l»tmW»M •

4. RECORD SERIES TITLE

ORGANIZATION AND FUNCTION MANUAL

8 . EARLIEST YEAR/LATEST YEAR
|Q71 TO 1QQ1

• • RECORD SERIES DESCRIPTION (•RI"FUY DESCRIBE THE TYPES Or INPORMATION/DOCUMENTS/PORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Organization change files, including correspondence, approval documentation,
original function statements and organization charts.

•

7. RECORD SERIES FORMAT(S)

XI LETTER SIZE • MICROFILM

a LEGAL SIZE D COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

D CHRONOLOGICAL

O GEOGRAPHICAL

BXOTHER{SPECIFY)

Organizational Unit

9. VOLUME

BXFILE DRAWER(S)
D MICROFILM REEL(S)

. D COMPUTER TAPE(S)
NU**BK" O OTHER( SPECIFY)

10. ANNUAL ACCUMULATION

H FILE DRAWER(S)
j , O MICROFILM REEL(S)

NTJHBTR"0 COMPUTER TAPE(S)

. D QTHTBlRPFPIFYl
II . FILE IS USED

B DAILY >ft WEEKLY O MONTHLY

l2> FILE BECOMES INACTIVE AFTER

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

• Division of Management and Audit

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlP YTS, SPECIFY AOEKCY OR OFFICE)
x§t YES Q NO Organizational Unit

18. ACCESS RESTRICTIONS • YES ZKNO

(IP YE8. CITE LA*(s) A RKOULATION(S)
16. AUDIT REQUIREMENTS

x5 NONE B STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|p YW.S.EXPLAIN

BKIKFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

O YES £K NO

18. RECOMMENDED RETENTION,;.- ̂  f

(L-5. >
Office - 5 years •
Archives - permanently

19. NAME AND TITLE OF pREPARER

Rhett Murphy, OFM Coordinator

2 0 . TELEPHONE NUMBER

859-7722

2 I . DATE

6/17/91

DCS 530-4 (REVISED 2/87)



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
JflTH RECORDS RETENTION SCHEDULE

590-1)

REV IE
^ W I T H
^ H X i S

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE Jj OF 12

I. DEPARTMENT/AGENCY

Transportation

2. DIVISION

Asst. Secretary, Administratioi

3. UNIT

Div. of Management and Audit

• DEFINITION-RECORD SERIES-* 0 B 0 0 * O r """-ATBD RECORDS NORMALLY FILED AMD USED AB A UNIT FOR
REFERENCE AS WELL A» RETENTION AND DISFOSITICN PURPOSES^

4. RECORD SERIES TITLE

TRANSPORTATION PROFESSIONAL SERVICES SELECTION BOARD (TPSSB)
5 . EARLIEST YEAR/LATEST YEAR

1<}«7 TO 1Q91

6. RECORD SERIES DESCRIPTION j"BIK|r|'Y DESCRIBE THE TYF-BS or INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Files relating to TPSSB meetings: meeting folders, minutes, Board of Public
Works certifications, waivers, correspondence, regulation changes, fiscal year reports of
activities, cassette .tapes of individual meetings, etc.

•

7. RECORD SERIES FORMAT(S)

B LETTER SIZE • MICROFILM

D LEGAL SIZE D COMFUTER TAPE

BOUND BOOK D FLOPPY DISK

B AUDIO TAPE ° VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

fc CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

& FILE DRAWER(S)
• MICROFILM REEL(S)

10 D COMPUTER TAPE(S)
N U M W B * Q OTHER{ SPECIFY)

10. ANNUAL ACCUMULATION

x £ FILE DRAWER(8)
j _ 3 / 4 1 3 MICROFILM REEL(S)
RTBBSnr D COMPUTER TAPE(S)T B

• cfTHF.nl RPrn rv
II . FILE IS USED

O DAILY O WEEKLY X fiXMONTHLY

12. FILE BECOMES INACTIVE AFTER

Annr D r o n H | 9 ' « VEAR(S)

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

Division of Management and Audit

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AOENCY OR OFFICE)

D YES XXI NO

15. ACCESS RESTRICTIONS • YES £> NO
( IF Y M , CITE LAW(S) A RBOULATI ON ( B)

16. AUDIT REQUIREMENTS

XB NONE D STATE D FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YS8.E>VLAIN

BRIEFLY AKD OB8CRIMB ANY HARDIARK/SOFTWARE)
18. RECOMMENDED RETENTION

a YES a NO Index of sealed estimates
received, including project number, description Retain in office 5 years, then destroy>
of project, and status. On floppy disk -
ProfessionaT'Write

9. NAME AND TITLE OF PREPARES

Dorothy Runkles

20. TELEPHONE NUMBER

859-7359

2 I. DATE

6/17/91

DCS 550-4 (REVISED 2/87)



IHSJRUCTIQMS•-TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

BBO-I)
I w i T H

^ ^ D G S

I t nt?I . DEPARTMENT/AGENCY

Transportation

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

\sst. Secretary, Administration

AGENCY RECORDS INVENTORY

PAGE _2 OF 12

1. UNIT

Div. of Management and Audit

DEFINITION-RECORD SERIES A OROUP OF RELATED REOORDS NORMALLY PI LCD AND USED AS A UNIT FOR
REFERENCE A« I K U A* RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

MANAGEMENT STUDIES AND REPORTS
8 . EARLIEST YEAR/LATEST YEAR

1989 TO 1991

6. RECORD SERIES DESCRIPTION (""'KrU't' DESCRIBE THE TYPES Or INrORMATrON/DOCUMCNTS/rORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SBF1ES)

Contains management audits and studies of varying subjects and scope, service
contract monitoring, and fiscal analyses.

•

7. RECORD SERIES FORMAT(S)

8 LETTER SIZE O MICROFILM

O LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

O OTHER{SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL

° GEOGRAPHICAL

XB OTHER(SPECIFY)

TV->pI'I-^I

9. VOLUME

8 FILE DRAWER(S)
a MICROFILM REEL(S)

2 D COMPUTER TAPEIS)
N U M B K " D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

E FILE DRAWER(S)
1 / 5 O MICROFILM REEL(S)

R t n m i r ° COMPUTER TAPEIS)
• QfrnFP(RPrriFV)

II . FILE IS USED

Q DAILY ° WEEKLY g MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

1 D MONTH(S) »YEAR|8)

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

Division of Management and Audit

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(|F YES, SPECIFY AOENCY OR OFFICE)
• YES £ NO

IB. ACCESS RESTRICTIONS • YES g NO

(ir YES, CITE LA«(s) A RBOULATION(S)
16. AUDIT REQUIREMENTS

$)NONE • STATE O FEDERAL • INDEPEXOEHT

17. IS AN INDEX SYSTEM USEDT {IF YES.E>7LAIN

BKIEFLY AND OESCRIBtt ANY HARDBARB./SOFTWARE)

D YES fix NO

18. RECOMMENDED RETENTION

One year in office and until information
either becomes obsolete or is no longer needed,
then destroy.

9. NAME AND TITLE OF pREPARER

Robert F. Campanaro '
Administrative Officer

2 0 . TELEPHONE NUMBER

859-7652

2 I . DATE

6/17/91

DCS 330-4 (REVISED 2/87)



INSTRUCTIQNS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
.WITH RECORDS RETENTION SCHEDULE

880-1 )

REV IE
^^ IF ITH
^•DOS

I . DEPARTMENT/AGENCY

Transportation

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278
JESSUP, MARYLAND 20794

2. DIVISION

AGENCY RECORDS INVENTORY

PAGE 8 OF 12

3. UNIT

Asst. Secretary, Administration Div. of Management and Audit

DEFINITION-RECORD SERIES-* O B O U * O F W*LATBD RECORDS NORMALLY1 FILKD AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •_

4. RECORD SERIES TITLE

TRAVEL MANAGEMENT
8 . EARLIEST YEAR/LATEST YEAR

l Q g f t ' TO 1QQ1

Travel management records consist of paid airline and railroad invoices, out-of-state

travel authorization-forms involving no air or rail transportation, and policy and

administrative guidance.

«. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE
•IN THE SERIES.

THE TYPES OF1 INFORMATION/DOCUMENTS/FORMS POUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

•

7. RECORD SERIES FORMAT(S)

gxLETTER SIZE • MICROFILM

B LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

• AUDIO TAPE G VIDEO TAPE

° OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

D NUMERICAL

B CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

9 . VOLUME

B FILE DRAVER(S)
O MICROFILM REEL(S)

1 / 5 D COMPUTER TAPE(S)
N U M B B " D OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION

x B FILE DRAWER(S)

1/15 D MICROFILM REEL(S)
RUmmr ° COMPUTER T A P E ( S J

• O QTHFP(RPFriFv)

I I I . FILE IS USED

XX DAILY D WEEKLY D MONTHLY

I Z' FILE BECOMES INACTIVE AFTER

X0 MONTH(S) • YEAR(S)

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

Division of Management and Audit

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, SPECIFY /.OEKCY OR OFFICE)

« YES Q NoState Travel Mgmt. Office

18. ACCESS RESTRICTIONS • YES XKNO

(IF YES, CITE LAB(B) A RKOULATION(s)
16. AUDIT REQUIREMENTS

O NONE £> STATE • FEDERAL • INDEPENDENY ;

17. IS AN INDEX SYSTEM USEDT (|p YES.E>7LAIN

BRIEFLY AND DESCRIBE ANY HARDSARK/SOFTWARE)

• YES XK NO

18. RECOMMENDED RETENTION'' '

.Retain in'office for- 3 years, then destroy.'

, .,..-ô  -
•-••,JKV*-IV'

t». NAME AND TITLE OF PREPAREH

Robert F. Campanaro >

Administrative Officer

20. TELEPHONE NUMBER

859-7652

2 I. DATE

6/17/91

DCS 830-4 (REVISED 2/87)



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

880-1 )

I. DEPARTMENT/AGENCY

Transportation

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

Asst. Secretary, Administratio

AGENCY RECORDS INVENTORY

PAGE OF 12

1. UNIT

i Div. of Management and Audit
DEFINITION-RECORD SERIES-* O R O U P O r ™"-ATKD RKCORDS NORMALLY PILED AND UtID AS A UNIT FOR

MKFCWKNCK A« WBLL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

RECORDS MANAGEMENT
8 . EARLIEST YEAR/LATEST YEAR

1954 TO 1 9 9 1

e. RECORD SERIES DESCRIPTION (•"II"'UY DESCRIBE THE TYPES or INPORMATION/DOCIAKNTS/PORMB FOUND
•IN THE SERIES. INCLUOK THK PURPOSE OR FUNCTION OF THK MFtEl]

Items essential to the management of the Transportation Department's records carried
out by the Division of Management and Audit through records management coordinators in
each of the department's modal agencies.-.These include retention schedules, transmittal
and receipt forms, record inventories, disposal clearance notices, and disposal certificates.

•

7. RECORD SERIES FORMAT(S)

£ LETTER SIZE ° MICROFILM

O LEGAL SIZE • COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

• NUMERICAL

ftXCHRONOLOGICAL

O GEOGRAPHICAL

£> OTHER{SPECIFY)

Organizational

9. VOLUME

£ FILE DRAVER(S)
a MICROFILM REEL(S)

1 D COMPUTER TAPE(S)
NU*""t* D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

£ FILE DRAWER(S)
1 / 1 5 D MICROFILM REEL(S)

NTJOTBTT a COMPUTER T A P E ( S )
. D OTHgRfRPPriFYi

II . FILE IS USED

CX DAILY D WEEKLY • MONTHLY

12. FILE BECOMES INACTIVE AFTER

n MONTH(S) XR YEAR(S)

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

Division of Management and Audit

14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY /.OEKCY OR OFFICE)
XH YES D NO State Records Center & Archives

18. ACCESS RESTRICTIONS • YES £ NO

(IF YES, CITK LAB(B) a RKOULATIONIS)

16. AUDIT REQUIREMENTS

£ NOME O STATE • FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( IP YH.KXPLAIN

BKIKPLY AND DESCRIBE ANY HARDMARK/SOFTWARE)

O YES S NO

18. RECOMMENDED RETENTION

Retention schedules-until revised, then destroy
Transmittal receipts:archival-permanently;
temporary - destroy With records.

Inventories - destroy when next inventory comj
Records of disposal - permanently in office.

lete

9. NAME AND TITLE OF PREPARER

Robert F. Campanaro >
Administrative Officer

2 0 . TELEPHONE NUMBER

859-7652
2 I . DATE

6/17/91

DCS 850-4 (REVISED 2/87)



)HSTRUCTIQNS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

980-1)
I WITH

^ ^ D G S

TTTDI
Trar

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 10 OF 12

1. DEPARTMENT/AGENCY

Transportation

2. DIVISION

Asst Secretary, Administration
3. UNIT

Div. of Management and Audit

DEFINITION-RECORD SERIES-* O R O U P Ol* «*LATKD RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS W a AS RETENTION AND DISPOSITION PUBPO8EI

4. RECORD SERIES TITLE

FORMS MANAGEMENT
S . E A R L I E S T Y E A R / L A T E S T YEAR

1?88 TO 1991

• . RECORD SERIES DESCRIPTION (•"llr|ruY DESCRIBE THE TYPES or INPORMATION/DOCUMENTS/PORMB FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OF THI SBPtES)

Items essential to the management of the Transportation Department's forms carried
out by the Division of Management and Audit through forms management coordinators in each
of the deapartment's modal agencies. These include forms files, forms registers, forms
management activity reports,--and Interagency Forms Management Committee projects.

•

7. RECORD SERIES FORMAT(S)

•XLETTER SIZE O MICROFILM

G LEGAL SIZE • COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

e. RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

£ CHRONOLOGICAL

• GEOGRAPHICAL

£> OTHER (SPECIFY)

Topical

». VOLUME

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

~. . D COMPUTER TAPE(S)
N U M B B * O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

0 FILE DRAWER(S)
.„ D MICROFILM REEL(B]

mmW ° COMPUTER TAPE(S)
• OTHFBIRprriryl

II . FILE IS USED

O DAILY ° WEEKLY X£> MONTHLY

12. FILE BECOMES INACTIVE AFTER

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

Division of Management and Audit
14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF Vt», SPECIFY /.OCKCY OR OFFICE)
x8 YES o NO Using offices

IB. ACCESS RESTRICTIONS • YES IP NO

(IF YKS, CITS L A W ( S ) A RKOUI-ATION(S)

16. AUDIT REQUIREMENTS

X0 NONE ° STATE • FEDERAL • INDEPETOENT

17. IS AN INDEX SYSTEM USEDT (IF YKS.K>J>UAIN

DF.IEPUY AND DESCRIBE ANY HARDBARB./SOFTWARE)

° YES X # NO

IB. RECOMMENDED RETENTION ( I n O f f i c e O n l y )
Forms files - until obsolete.
Forms register - 1 year, then destroy.
'Eorms management activity reports and Inter-
agency Forms Management Committee projects -
3 years, then destroy.

9. NAME AND TITLE OF PREPARER

Robert F. Campanaro ,
Administrative Officer

20. TELEPHONE NUMBER

859-7652

2 I. DATE

6/17/91

DCS 350-4 (REVISED 2/87)



IHSTPUCTIQNS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

BSO-I )

jjflTH

I « r-»r-

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. BOX 27B

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 11 OF 17t

I. DEPARTMENT/AGENCY

Transportation

2. DIVISION

\sst. Secretary, Administration

1. UNIT

Div. of Management and Audit

DEFINITION-RECORD SERIES-* O R O U P O r MLATBD RECORDS NORMALLY PILED AND U K D AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •__

4. RECORD SERIE8 TITLE

INVENTORY CONTROL
B. EARLIEST YEAR/LATEST YEAR

1989 TO 1991

• . RECORD SERIES DESCRIPTION {•Rll"n-r DESCRIBE THE TYPES Of INPORMATION/DOCUMBNTS/FORMS POUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Material required in the control of physical inventory located in the Division
of Management and Audit.

•

7. RECORD SERIES FORMAT(S)

H LETTER SIZE • MICROFILM

° LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

• AUDIO TAPE • VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

£• NUMERICAL

S CHRONOLOGICAL

O GEOGRAPHICAL

B OTHER(SPECIFY)

9. VOLUME
x & FILE DRABER(S)

• MICROFILM REEL(Sj
1/20 Q COMPUTER TAPE(S)

HTB!BEFC3OTHER(SPEC,IFY)

10. ANNUAL ACCUMULATION

x£ FILE DRAWER(S)

n / a ° MICROFILM REEL(S)
RTJOtmr ° COMPUTER TAPE(S)

D OTHEBf BPFrlFYl

II . FILE IS USED

O DAILY O WEEKLY HXMONTHLY

12. FILE BECOMES INACTIVE AFTER

O MONTH(S) XP YEAR(S)

{ 13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOMJ

Division of Management and Audit

14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY /.orKcy OR OFFICE)
xS YES o NoDiv. of Operating Services

IB. ACCESS RESTRICTIONS O YES BXNO

(IF YES, CITE LAV(S) « RBOULATION(S)

16. AUDIT REQUIREMENTS

D NONE XJP STATE n FEDERAL D INDEPENOENT

17. IS AN INDEX SYSTEM USEDT (IF YES.K>^LAIN

BRIEFLY AND DESCRIBB ANY HARDVARS/SOFTWARE)

D YES f?X NO

I S . RECOMMENDED RETENTION
( OHV?^Or«^

Until superseded, then destroy.

8. NAME AND TITLE OF PREPARER

Robert F. Campanaro '
Administrative Officer

2 0 . TELEPHONE NUMBER

859-7652
2 I . DATE

6/17/91
Ui

. - j • i

DCS 550-4 (REVISED 2/87)



INSTRUCT IQN$_- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

BSO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

A6ENCY RECORDS INVENTORY

PAGE 12 OF 12

I. DEPARTMENT/AGENCY

Transportation

2. DIVISION

Asst. Secretary, Adrainistrati

1. UNIT

>n Div. of Management and Aud
DEFINITION-RECORD SERIES-* °"OU|g O r ""LATED RECORDS NORMALLY PILED AND USED AB A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PUItPOBEB

4. RECORD SERIES TITLE

ADMINISTRATIVE AND GENERAL CORRESPONDENCE
S. EARLIEST YEAR/LATEST YEAR

1988_. TO 1991

«. RECORD SERIES DESCRIPTION J •"'IC'ri-v B«»CRIBB THE TYPES or INPORMATtON/DOCUMBNTS/PORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE IIF1CI]

Correspondence generated by the Division of Management and Audit.

•

7. RECORD SERIES FORMAT(S)

XKLETTER SIZE • MICROFILM

O LEGAL SIZE O COMPUTER TAPE

BOUND BOOK D FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

O NUMERICAL

& CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

}P FILE DRAWER(S)
D MICROFILM REEL(S)

1/^3 D COMPUTER TAPE{S)
HtMaBn O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

£ FILE DRAWER(S)

n/a D MICROFILM REEL(S)
Rtnmnr D COMPUTER T A P E ( S )

D QTHFPlRprriFYl

j " • FILE IS USED

O DAILY D WEEKLY >S MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

mLww D"°"™(8) ^VEAR(S)
13. CURRENT LOCATION(S) ( BLDG..FLOOR,ROOM)

Division of Management and Audit

14. IS RECORD SERIES DUPLICATED ELSEWHEREI

tlF VEi, SPECIFY S.OENCY OR OFFICE)
3D YES a NO Receiving Offices

IB. ACCESS RESTRICTIONS • YES 5® NO
(IF YES, CITE LAI|I) A RKOUUATION(S)

16. AUDIT REQUIREMENTS

ftCNONE O STATE • FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( IF YKB.OVLAIN

BKIIFLY AKD DESCRIBB ANY HARDWARE./SOFTWARE )

• YES Gt NO

18. RECOMMENDED RETENTION

Retain in office for 3 years, then destroy.

9. NAME AND TITLE OF pREPARER

Robert F. Campanaro
Administrative Officer

2 0 . TELEPHONE NUMBER

859-7652
2 I . DATE

6/17/91

DCS 530-4 (REVISED 2/87)


