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. RECORDS RETENTION AND DISPOSAL SCHEDULE 1l of 4
St. Mary's College of Maryland
AQENCY OIVISION
tem
No. Description Retention
L. Board of Trustees Minutes
Minutes of the meetings of the Board of Trustees - Retain permanently.
of the College. Transfer periodically
to the State Archives.
2. President's Office
A. Statistics A
Annual reports of enrollment, degree, grades, ‘Retain permanently.
and racial/ethnic statistics for the institutionl. Transfer periodically to
College Archives.*
B. Commencement/Graduation Lists
Official programs or lists identifying students Retain permanently.
who have successfully completed all academic Transfer periodically
requirements and are graduating from the to College Archives.*
institution.
3. Comptroller
A. Audit Reports
Signed copies of reports conducted by persons Retain permanently.
or agencies other thatn the Legislative Auditors.| Transfer periodically
to College Archives.
B. Accounting Documents
' Tuition and fee statements, monthly statements Retain for 3 years and
to students, petty cash and check reconciliations|, until all audit require-
bank statements, cash deposit reports, journal ments have been fulfilled,
entries, invoices, purchase orders, and out of then destroy.
schedules.
C. Accounting Reports -

Schedule Mpnvod by Oo'mom,
Agency, or Divisien Representetive

127

Date

i .rm%&:&[w A fyv”;"f.mé_

Copies of reports generated by the Comptroller's
Office including: Contracts, invoice printouts,
and student year-end printouts.

Schedule Autheraed by

Shalefe

Retain’ﬁor 5 yeans*and

until all audit’ réquire-
ments have been fulfilled,
then destroy.

+
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bOKM T M YA RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
HEV 775 (CONTINUATION SHEET) NO 13095
PAGE
Mo 9 of 4
. Item
No Description Retention
4, Personnel
A. Employee Personnel Files - Inactive '
Microfilm files after ,
Alphabetical files for former personnel. Files| employee leaves the .
contain the MS-310 form or 311 contract form, college. Retain film !
benefit information, any court or legal permanently, transfer to |
documents, evaluations, letters of commendation| College Archives.* :
or reprimand, copies of appointment letters,
and annual pay rate information. Files for
employees leaving the college before 1988 have
been microfilmed.
I
B. Payroll Exemption Reports '
Printout issued by the State Payroll Office Retain permanently. Transfer
on which any changes in salary, hours worked, periodically to College :
and overtime/compensatory time for each Archives.* .
payroll are registered manually. A copy of
this report is sent to the State Office to be
used in processing payroll checks.
5. Administrative Services

N

A.

Budget Amendments

Requests sent to the Governor's Office for
budget augmentations, The amendments usually
reflect newly received grant funds or college
generated revenue which are being added to the
original budget appropriation. The amendments
serve as a record of this revunue for the
college.

EEO Statistics

Statistics and reports concerning Equal
Employment Opportunity activities on
campus. Includes hiring statistics and
on-campus complaint investigations.

Registrar

A.

Transcripts/Academic Records

Official transcripts for each student consistin
of cumulated academic reports as recorded by
the Registrar and any additional records such
as grade change approvals, independent study
and study abroad reports, and grade rosters.

Schedule of Classes

Final official schedule of classes offered
each semester or term. The Schedules record
the actual sequence of course offerings and
supplement the College catalod.

Archives.*

Archives.*

b per
Archives.*

. Y

{ Archives.*

|

Ret?inqpermanently. Ttansfer
odicdlly to College

Retain permanently. Transfer
periodically to College

Retain permanently. Transfer
periodically to College

(]

Retain permanently. Transfer
periodically to College

S . 4




FOUM 1M 1A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
REV 275 {CONTINUATION SHEET) NO. 1395
PAGE
NO. 3 of 4
‘ ltem ‘l
No. Description Retention '
P
—
7. Physical Plant
A. Blueprints and Specifications
Architect's blueprints and drawings for Retain permanently. Transfer
campus buildings and renovations and copies periodically to College
of the building requirements as established by Archives.*
the architects and the college. Submittal
reports varifying compliance with the
specifications are filed with Specifications.
i
B. Toxic Reports ;
Reports and documentation for asbestos, PCB, Retain permanently. Transfer
and water inspections. These are the only periodically to College |
reports documenting workers activity with Archives.* :
asbestos removal and the locations and serial
numbers of transformers with PCB. |
|
8. Advancement Office ;
!
A. Catalog |
The official college catalog issued annually Retain permanently. Transfeﬂ
describing college policies, course and degree periodically to College
offerings and listing faculty and administrati#n.Archives.* :
. B. Alumni Board Records s
|
Minutes and financial ledgers of the Alumni Retain permanently. Transfer
Council (formerly Board of Governors). periodically to College
Archives.*
C. Foundation Board Records |
Minutes and financial ledgers of the St. Mary'q Retain permanently. Transfer
College Foundation, Inc., an independent fund- | periodically to College i
raising organization. The Foundation is Archives.*
responsible for the purchase of art work, ;
furniture and boats for the college as well
as supporting programs. !
!
i
9. Financial Aid !
A. Perkins Loan Records
Files for students receiving Perkins Loan Retain.permanently +-Transfer
funds containing promissory notes and records per;tdicel}yvtp\:pbl;‘kgk .
of payment. Loan regulations require that Arclfives. i ! :
the original promissory note be retained ; E
permanently. S ! ¢
B. Student Financial Aid Records i
Alphabetical files for each student Retain files for 5 years af%et
requesting or receiving financial assistance studettsrgmaduétgﬁpt;&ﬁgygb,
containing FAF, budget forms, application the c6ll&ge permanently and
' forms, and award letters. until all audit requirements
have been fulfilled, then ,
destroy.
§
i
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S UMM M YA RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
HEV. 2778 (CONTINUATION SHEET) No. 1395
PAGE
NO. 4 of 4
‘ Item
No. Description Retention
10. } Health Services

1l.

12.

frem e o

A.

Natural Science and Mathematics Division
A.

Public Safety
A.

. Vaccination Records

Controlled Drugs

Dispensing log recording student name,
prescription information, nurses and physicians
signatures for each prescription issued for

a controlled drug.

Drug Inventory Books

Sheets for each drug used by the Health Center
recording order dates, and prescription use.

Health History Forms

Completed health history forms for all students
containing information on immunization, medical
conditions and treatments. Forms are updated

to include all treatments by the Health Center.

A set of records identifying all students
receiving a vaccination during a special

mumps vaccination program conducted by the
College.

Radiation Records

Reports issued by State Inspector and licenses
for radioactive materials used in teaching and
research.

Desk Logs

Daily report log listing all activities by
officers.. Includes check-in and out times,
reports of calls, summary of actions taken
and times.

Incident/Crime Reports

Forms filled out for each incident investigated
on campus. Includes a description of the
incident, date, names of complaintants,
witnesses, action taken, and officer's name.

Retain for 10 years,
then destroy.

Retain for 10 years,
then destroy.

Retain for 5 years after
stud&nts graduate,or leave
the college permanently, then
destroy.

Retain for 10 years after
the date of the vaccination
program, then destroy.

Retain permanently. Transfer
periodically to College
Archives.*

Retain for 10 years,
then destroy.

Retain for 10 years,
then destroy.

{
* Tt Collepd Afchives ceases
operation or is no longer
maintained, transfer to
State. Archives.: N

8 . da.




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

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

St. Mary's College of Maryland

Board of Trustees

WiITH RECORDS RETENTION SCHEDULE P.O. BOX 2753 2(0
PAGE I OF

(OGS 880-1) JESSUP, MARYLAND 20794 —

‘)EFARTMENT/AGENCY 2. DIVISION 3. WNIT

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FIJLED

AND USED AB A UNIT FOR

![ 4. RECORD SERIES TITLE

! Minutes

REFERENCE AS NELL AS RETENTION AND DISPOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
1928 TO 1991

| 6. RECORD SERIES DESCRIPTION |
‘IN THE SERIES.

Minutes of the meetings of
the Board of Trustees of the College.
then transferred to the State Archives.

BRIEKFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTBIFOM FOUND

INCLUDE THE PURPOSBE OR FUNCTION OF THE SEFIES )

Original minutes are held on campus for 10 years and

7. RECORD SERIES FORMAT(S) 8.
XX LETTER SIZE O MICROFILM

O LEGAL s1ZE 0O COMFUTER TAPE C NUMERICAL

BOOK O FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

RECORD SERIES SEQUENCE
O ALPHAEETICAL

X CHRONOLOG | CAL .
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

B FILE DRAWER(S)
) O MICROFILM REEL{S)
O COMPUTER TAFE(S)
NUMBER 0 orep(SPECIFY)

10. ANNUAL ACCUMULAT ION
X% FILE DRAWER(S)

O MICROFILM REEL(S)

KOWSPR O COMPUTER TAPE(S)

0 OTHER(SPECIFY)

P11 piLE 1S UsED 12. F|ILE BECOMES INACTIVE AFTER
O DAILY 0 WEEKLY ¥ monmLy 10 O MONTH(S) BXYEAR(S)

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
State Archives /Calvert Hall - President's t1® vyES, BPECIFY ,OENCY OR OFFICE)
office O YES XXNO

15. ACCESS RESTRICTIONS o vyes ®no 16. AUDIT REQUIREMENTS

(1r vyes, ciTE LAW(8) & REGULATION(S)

X NONE O STATE 0O FEDERAL O INDEPENDENT

17, 1S AN INDEX SYSTEM USED? (1P YRS.E>XPLAIN

18. RECOMMENDED RETENT ION ’ s
BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE )
. . . -
; . er ‘periodically
O YyES XX NO Retain permanently. tﬁggfﬁigyggykﬁwJ y
to State Archives. " e W YV WY T o
i
L Ny
NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEBER 21. DATE
. P 2 M I + b
Jan Blodgett/County Archivist (301)475-7844 3/13/91

DGS $50-4 (REVISED 2/87)




IHSTRYCT JIGLIS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
W1TH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO. ROAD
P.O. BOX 2738
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 2 OF Zé

EFARTMENT /AGENCY
St. Mary's .College of Maryland

2. DIVISION

President's Office

3. UNIT

DEF INITION-RECORD SERIES.A 9FOUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE
| Statistics

AND USED AS A UNIT FOR
LTI1ON PURPOSES

5. EARLIEST YEAR/LATEST YEAR
? T™ 1991

| 6. RECORD SERIES DESCRIFPTION (DRlIPLY DEBCRIBE THE TYPES OF INFOMT'ON/DOCMNTB/'OM FOUND

‘IN THE SERIES.

INCLUDE TMHE PURPOBE OR FUNCTION OF THE SERIES )

Statistics relating to enrollment, racial/ethnic, degree and grades.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
% LETTER S1ZE O MICROF ILM O ALPHABETICAL # FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL SIZE 0O COMFUTER TAPE O NUMERICAL 3" O COMPUTER TAPE(S)
NE“B i
BOOK O FLOPPY DISK & CHRONOLOG 1 CAL . D OTHER(SPECIFY)
o o
AUDIO TAPE VIDEO TAPE GEOGRAPH | CAL. 0. AMNNUAL ACCUMULAT ION
O OTHER(SPECIFY) - O OTHER(SPECIFY) 0 I FILE DRAWER(S)
"0 MICROFILM REEL(S)
ROMEPR O COMPUTER TAFPE(S)
O OTHER(SPECIFY)
1 e 1s used 12. FILE BECOMES INACTIVE AFTER
0 pAILY O WEEKLY HX MONTHLY O MONTH(S) X YEAR(S)

ROREE

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

Calvert Hall

14, 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir veEs, sepEcirFY raENCY OR OFFicE)
.0 YES QgNO

15. ACCESS RESTRICTIONS D YEs XNo 16. AUDIT REQUIREMENTS
{1r vEs, ciTE LAW(S) & REGULATION(S)
BXNONE U STATE O FEDERAL 0O INDEPENDENT
17, 1S AN INDEX SYSTEM USED? 3y :
(1r vEs, E>rLAIN 18. RECOMMENDED RETENT ION

BRIEFLY AND DESCRIBE ANY HARDBARE/SONFTWARE |

0vyes B Nno

P . g e N R
Retain Permanentl&. {i%ﬁ&i f}é)igﬁ%
? ‘

« ity AR
B et el B

e s ye " aente 3

N

KX

ks
L 4

)

‘.NAME AND TITLE OF PREPARER
Jan Blodgett

20, TELEPHONE NUMBER

(301) 475-7844

L J

3 T
21, DATE 3 il v.p A2 MIL A RV am o

res om0 M, S Fa Lo

~371379

G-

DGS $50-4 (REVISED 2/87)




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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

St. Mary's College of Maryland

President's Office

REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 278
P. OF 2
(DGS 350-1) JESSUP, MARYLAND 207%4 AGE 3_' —-G"
EFARTMENT / AGENCY 2., DIVISION 3. WINIT

DEFINITION - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE
« Commencement/Graduation Lists

REFERENCE AS RELL AS RETENTION AND DISPFOS

ITION PURPORES

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
? To _1990

‘N THE SERIES.

8. RECORD SERIES DESCRIPTION (DRIIPLY DESCRIBE THE TYPES OF INFOMTUON/DOCMNTB/FOM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

Official programs or liFts identifying students who have successfully completed all
academic requirementsdare graduating with a specific class.

7. RECORD SERIES FORMAT(S)
X PETTER S1ZE O MICROFILM
O LEGAL SIZE O COMFUTER TAPE

BOOK U FLOPPY DISK
AUDIO TAPE O VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O NUMERICAL
*# CHRONOLOGICAL

9. VOLUME
F¥ ILE DRAWER(S)

D MICROFILM REEL(S)

1 _ O COMPUTER TAPE(S)
NUMBER D orHER(SPECIFY)

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

*¥ FILE DRAWER(S)

., O MICROFILM REEL(S)
RUNBER O COMPUTER TAPE(S)

O OTHER|SPECIFY)

". piLE 1S USED $2. FiLE BECOMES INACTIVE AFTER
‘ 0 paILY 0 WEEKLY XB MONTHLY 10O D MONTH(S) HE YEAR(S)
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,RROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

Calvert Hall

0 yes BXno

"f1® YES, BPECIFY sGENCY OR OFFICE)

15. ACCESS RESTRICTIONS

O YES 33 NO
{(1r ves, cive LAW({S) & REGULATION(S)

16. AUDIT REQUIREMENTS

XNONE O STATE O FEDERAL 0O INDEPENDENT

17, IS AN INDEX SYSTEM USED?! ((F vRg.E)XPLAIN
BREIEFLY AND DESCRIBE ANY HARDIARE/BOFTWARE)

D YEE XXNO

18.

RECCOMMENDED RE TENI TON

Retain permanently.

" . L
i
N .k

“NANE AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMEER
(301) 475-7844

21. DATE 'U

3/13/91

DGS 350-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
{DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

72783 WATERLOO RQAD
P.O., BOX 278
JESSUP, MARYLAND 20794

race 4 or 26

EFARTMENT / AGENCY
St. Mary's .College of Maryland

2. DIVISION

Comptroller

3. UINIT

DEFINIT | ON - RECORD SERIES‘A GROUP OF RELATED RECORDS NORMALLY PFILED

REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES

Audit Reports

TITLE

LTION PURPOSKER

AND USED A8 A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

1979 vo _1991

!

6. RECORD SERIES

Signed copies

'IN FHE SERIES,

of independent auditors final reports.

BRIKFLY S8CR H 8 O D N ORMS =]
DESCRIPTION | R LY DK IBE THE TYPE T INFORMAT!ION/DOCUME Tl/' FOUN
INCLUDE THE PURPOBE OR FUNCTION OF THE BEFRIES }

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X LETTER SI1ZE O MICROFILM O ALPHABETICAL x¥xFILE DRAWER(S)
D MICROFILM REEL(S)
O LEGAL S1ZE O COMFUTER TAPE O NUMERICAL ] O COMPUTER TAPE(S)
NUMBER 0 orHER(SPECIFY)
BOOK DO FLOPPY DIsK XXX CHRONOL OG | CAL,
) o
AUDIO TAPE VIDEO TAPE GEOGRAPH I CAL 10. ANNUAL ACCUMULAT JON
O OTHER(SPECIFY) O OTHER(SPECIFY) EXFILE DRAWER(S)
1" O MICROFILM REEL(S)
RGWEPE O COMPUTER TAFE(S)
O _OTHER(SPECIFY)
P11 piLe 1s usep 2. FILE BECOMES INACTIVE AFTER
. O pailLY O WEEKLY 3 MONTHLY 10 O MONTH(S) BXYEAR(S)
! 13. CURRENT LOCATION({S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Margaret Brent Bldg. Comptroller's Office tir ves, seEciIFY raEncy OR orFrice)
D YES % NO
15. ACCESS RESTRICTIONS O vyes Bino 16. AUDIT REQUIREMENTS

{sr ves, ci17e LAW(B) & rREGULATION(S)

XXE NONE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r YRS.E)PLAIN

BEIEFLY AND DESCRIBE ANY HARDRBARE/SOFTWARE)

18. RECOMMENDED RETENTION

oy egr Y °
. 8. LT I
LN N A SRR B S

. < .
D YEs £x No Retain Permanently. “
'
» G
9 —— '
NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Jan Blodgett / County Archivist (301) 475-7844 3/13/91

DGS 350-4 (REVISED 2/87)




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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES, FORWARD 7278 WATERLOO RQAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 5 v
or 2
(DGS 880-1) JESSUP, MARYLAND 20794 PAGE e “‘QL
FARTMENT / AGENCY 2. DIVISION 3. WNIT
St. Mary's College of Maryland Comptroller

SEFINITION - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE

Accounting Documents

REFERENCE AS WELIL. AS RETENTION AND DISPOS

AND USED AS A UNIT FOR

11]1ON PURPOSES
5. EARLIEST YEAR/LATEST YEAR
1987 ToO 1991

‘IN THE SERIES.

5. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPKS OF INPOMTION/DOCMNTB/FOM FOUND
INCLUDR TME PURPOSE OR PUNCTION OF THE SEFIES)

Tuition and fee statements, monthly statements to students, petty cash and check
reconciliation, bank statements, cash deposit reports, journal entries, invoices,
purchase orders and out of schedules.

7. RECORD SERIES FORMAT(S)

O LETTER SI1zE O MICROFILM

O LEGAL SIZE 0O COMFUTER TAPE
‘omp POOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

XBTHER({ SPECIFY)

size varies

8. RECORD SERIES SEQUENCE
O ALPHABET ICAL

O NUMERICAL

=% CHRONOLOGICAL

0 GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

XX FILE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAFPE(S)
R 0 oTHER({SPECIFY)

25
NUM

$0., ANNUAL ACCUMULAT jON
XX FILE DRAWER(S)
8 O MICROFILM REEL(S)

KOMEEE U COMPUTER TAPE(S)

O _OTHER(SPECIFY)

Margaret Brent Bldg.

O YEsS & NO

. piLE IS USED 12. F|LE BECOMES INACTIVE AFTER
O DAILY EX WEEKLY O MONTHLY 3 O MONTH(S) XX YEAR(S )
RONEER
13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

(1 vyes, sepECcIFY 20ENCY OR OFFICE)

O YES £ NO

BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE)

destroy.

RECOMMENDED RETENT JOIN '™ = owsin-tenisn

Retain for 3 years and until all audit
requirements haveibeen fulfi%}ed, then

15. ACCESS RESTRICTIONS O YES & No 16. AUDIT REQUIREMENTS
(1" vyes, crTvx Law(s) & rREGULATION(S)
O NONE RXSTATE 0O FEDERAL XANDEPENDENT
)
17. 185 AN INDEX SYSTEM USED? {I1r vS.E>PLAIN 18 S

LTI Y W

\
I

|

{

¢
1
i

&

I

{

t ¢
N .
)

§

:

,NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20. TELEPHONE NUMEER

(301) 475-7844

Dolons 1 h .'»'g,k?'h Ll “){'L_Aul_b
::-""‘f’;m.--rn-\‘t

DATE LY
3/13/91 ¢

VS e AT T NN L - iy

21.

DGS 550-4 (REVISED 2/87)




Lo TRWSTIQMNS - - TYPE OR PRINT A
SEPARATE FOFM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
YITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 273

AGENCY RECORDS INVENTURY

PAGE é or 20

(DGS 880-1) JESSUP, MARYLAND 20794
FARTMENT / AGENCY 2. DIVISION 3. UINIT
St. Mary's College of Maryland Comptroller

DEFINITION - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY F!LED

REFERENCE AS WELL AS RETENTION AND (X E-3m-}-]

4. RECORD SERIES TITLE

Accounting Reports

AND USED AS A UNIT FOR

ITION PURPOSES
3. EARLIEST YEAR/LATEST YEAR
1985 7o 1991

5. RECORD SERIES DESCRIPTION (DRIIPLY DESCRIBE THE TYPES OF lNFOMTIQN/DOCMNTB/POM FOUND

1IN THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES )

Copies of reports generated by the Comptroller's Office including Contracts,

Invoice Printouts,

and Student Year-End Printouts.

7. RECORD SERIES FORMAT(S)

O LETTER SizE O MICROFILM

O LEGAL SI1ZE 0O COMFUTER TAPE
.omp BOOK 0O FLOPPY DisK
0O AUDIO TAPE O VIDEO TAPE

XR OTHER(SPECIFY)

comgutef printouts

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
O NUMERICAL
BSCHRONOLOG I CAL,
0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLWE

BXFILE DRAWER(S)
O MICROFILM REEL(S)

E O COMPUTER TAPE(S)
N [

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

8XF ILE DRAWER(S)
2 O MICROFILM REEL(S)
RUMBER O COMPUTER TAPE(S)

0 OTHER(SPECIFY )

1. piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
O DALY WEEKLY O MONTHLY > O MONTH(S) *& YEAR(SB)
& RUWEER
13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE !
Margaret Brent Bldg. (1w ves, sPECIFY raENCY OR OPFICE)
0O YEs XXNO
15. ACCESS RESTRICTIONS Q vYEs Oxno 16. AUDIT REQUIREMENTS

{iFr ves, ciTk LAW(S) & REGULATION(S)

O NONE XKXBTATE O FEDERAL XX INDEPENDENT

17. I8 AN

0 YES Q,NO

INDEX SYSTEM USED? (i1r vyRS.E)PLAIN
BRIKPFLY ARKD DESCRIBE ANY HARDIAR:/SOPTHAR!)

destroy.

RECOMMENDED RETENT JON

Retain for 5 years and until all audit
requirements have been ﬁp}fikled, then

*

l PR
\

s "

.
v e N v
g - .

ll. NAME AND TITLE OF PREPARER

Jan Blodgett / County Archivis

t

20. TELEPHONE NUMEBER

(301)475-7844

DATE ’ .
3/13/91

21.

DGS 550-4 [REVISED 2/87)




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

REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 2758

AGENCY RECORDS INVENTORY

or 26

PAGE 7

(DGS 580-1) JESSUP, MARYLAND 20794
_,EPARTMENT/AGENCY 2. DIVISION 3. UINIT
. Mary's College of Maryland Personnel

DEFINIT I ON - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FI]LED

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE
« Employee Personnel Files - Inactive

REFERENCE AS WELL AS RETENTION AND DISPOS]T]ION PURPOSEN

5. EARLIEST YEAR/LATEST YEAR
2. T0 __199]

| 6. RECORD SERIES DESCRIPTION (BR|IFLY DESCRIBE THE TYPES OF INFOMTION/DOCU’ENTB/FORM’S FOUND

‘IN THE SERIES.

Alphabetical files for former personnel.
any court or legal documents received,

INCLUDE TMHE PURPOSE OR FUNCTION OF THE SEFIES)

Files contain the MS-310 form, benefit informaion,
evaluations, letters of commendation or reprimand,
copies of appointment letters and annual pay rate information.

Some file have been

BOOK U FLOPPY DISK
AUDIO TAPE 0O VIDEO TAFE

0 OTHER(SPECIFY)

O CHRONOL.OG I CAL
0 GEOGRAPHICAL
O OTHER(SPECIFY)

microfilmed.
|
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X¥X LETTER SI1ZE O MICROFILM KALPHABET I CAL #XFILE DRAWER(S)
, O MICROFILM REEL(S)
O LEGAL SI1ZE O COMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
NU"B!E

C OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

LK FILE DRAWER(S)
} D MICROFILM REEL(S)
ROWEER O COMPUTER TAPE(S)

O OTHER(SPECIFY)

|11 FiLE 1S USED 12. FILE BECOMES INACTIVE AFTER
O pAlLY O WEEKLY 3k MONTHLY Romgen D MONTH(S) L YEAR(S)
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Margaret Brent Bldg. -~ Personnel office tir ves, speciFy sceEncY or orrice)
O YEs @ No
15. ACCESS RESTRICTIONS % YyEs O No 16. AUDIT REGUIREMENTS

{ir vEs, c1TE LAW(B) & REGULATION(S)
MD Annotated Code. State Government §10 616 (h)

BXNONE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r YES.E>PLAIN

BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE }

O yEscxfk NO

18. s
PR ot

RECOMMENDED RETENTIQN . . %» 7

-t

Retain permaneﬁtly. Records may be
microfilmed and the microfilm copy

retained permanently. .
D)
‘.NANE AND TITLE OF PREPARER 20, TELEPHONE NUMEER 21. DATE
Jan Blodgett/County Archivist (301)475-7844 3/13/91

DGS 350-4 (REVISED 2/87)




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

REV ISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
{DGS 850-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO. ROAD
P.O. BOX 2758
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace B or 26

‘;mm /AGENCY

St. Mary's College of Maryland

2. DIVISION

Personnel

3. WNIT

DEFINIT | ON - RECORD SER|ES-A GROUP OF RELATED RECORDS NORMALLY FILED

! 4. RECORD SERIES TITLE

+ Payroll Exemption Reports

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURFOSES

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
7  TO 1991

| 6. RECORD SERIES DESCRIPTION (DRIIPLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/POM FOUND

IN THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFRIES )

Printout issued by the State payroll office on whiéh any changes in salary, hours
worked, and overtime/compensatory time for each payroll period are registered manually.
A copy of this report is sent to the State office to be used in processing checks.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
D LETTER SI1ZE O MICROF 1M O ALPHABETICAL X® FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL SIZE 0O COMFUTER TAPE O NUMERICAL 11 O COMPUTER TAPE(S)
| NUMBER o orHER([SPECIFY)
‘ BOOK U FLOPPY DISK 8SCHRONOLOG I CAL ‘
0 o
AUDIO TAPE VIDEO TAPE GEOGRAPH I CAL 10. ANNUAL ACCUMULAT ION
xR OTHER(SPECIFY) O OTHER(SPECIFY) XX FILE DRAWER(S)
U MICROFILM REEL(S)
cqmpurer priptout RGWEER O COMPUTER TAPE(S)
O OTHER(SPECIFY)
L31. piLe 1s useD '2. FILE BECOMES INACTIVE AFTER
O DAILY XX WEEKLY O MONTHLY 2 D MONTH(S) X YEAR(S)
RUMBERN

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Margaret Brent Bldg - Personnel Office

XX YEs 0O No

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
ti® vyes, seECIFY saENCY OR OPFFIcCE)

State Payroll Division

15. ACCESS RESTRICTIONS

BXvyeEs

{1r vyes, ci1TE LAW(S) & REGULATION(S)
MD Annotate Code. State Government §10-616(h)

0O NO

0 NONE

16, AUDIT REQUIREMENTS

RXSTATE O FEDERAL XX INDEPENDENT

17.

0 YES . NO

1S AN INDEX SYSTEM USED? (17 YRS.EXPLAIN
BRIEFLY ARD DESCRIBE ANY HARDIARE/BOFTHARE)

records

RECOMMENDED RETENTIMN. .o i e e

Retain permanently a% official payroll

i THVIRDGE

BT R e A

é_ M O e
i
¥

'NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20. TELEPHONE NUMEER
(301) 475-7844

R S
L

AR BN TR B W I
DATE - g

3/13/91

et e e

21,

DGS 3550-84 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 207%4

AGENCY RECORDS INVENTORY

Pace _1__or Zb

—?EPARTMENT /AGENCY
ST. Mary's College of Maryland

2. DIVISION
Administrative Services

3. WINIT

DEFINIT I ON - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

; 4. RECORD SERIES TITLE

Budget Amendments

REFERENCE AS WELL AS RETENTION AND DISPOS

AND USED A8 A UNIT FOR
©

5. EARLIEST YEAR/LATEST YEAR
198010 __1991

| 6. lE.CORD SERIES DESCRIPTION (.HIIFLY DESCRIBE THE TYPES OF INFORMATION[DOCMNTSIPORM’S FOUND

revenue for the college.

‘IN THE SERIES.

Requests sent to the Governor's Office to request budget augmentations.
usually reflect newly received grant funds or college generated revenue which are being
added to the original budget appropriation.

INCLUDE THE PURPOSE OR FUNCTION OF THE BEFIES )

The amendments

The amendments serve as a record of this

7. RECORD SERIES FORMAT(S)
XIETTER SI1ZE O MICROFILM

0 LEGAL si1ZE 0O COMFUTER TAPE

BOOK U FLOPPY DISK
AUDIO TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
0 NUMERICAL
TKEHRONOLOG | CAL
D GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

EXFILE DRAWER(S)

O MICROFILM REEL(S)

1" D COMPUTER TAPE(S)
NUMBER 0 o1y pp(SPECIFY)

10. ANNUAL ACCUMULAT ION
X® FILE DRAWER(S)
1" O MICROFILM REEL(S)
ROWBER O COMPUTER TAPE(S)
0 OTHER(SPECIFY)

f e,

FILE 1S USED 12. F|LE BECOMES INACTIVE AFTER
O pAILY O WEEKLY BXMONTHLY mml.gr O MONTH(S) 8*yEAR(SB)

'

. 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Margaret Brent Bldg. Administrative Services

Office

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vEs, sPECIFY sraEency OR oFriceE)
x¥%x YES D no (Governor's Office)

15. ACCESS RESTRICTIONS

Q yes
{ir vyes, ci1TE LAW(8) & rREGULATION|S)

BxNO

16. AUDIT REQUIREMENTS

D NONE XXX STATE 0O FEDERAL BX| NDERPENDENT
17, IS AN INDEX SYSTEM USED? : ‘.
Lir ves.xrLaIn 18. RECOMMENDED RETENTION . ... - -~
BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE ) ’ ; AR o
. . . A . ’
D YEs *@ NoO Retain permanently. =
PR M
[y
"NANE AND TITLE OF PREPARER 20, TELEPHONE NUMEBER 21. DATE . : ‘.
JanBlodgett/ County Archivist (301) 475~7844 3/13/91

DGS 550-4 (REVISED 2/87)




INSTRYUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR’

REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOC ROAD
P.O, BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTOURY

Pace _|() oF _2_4_

’_iﬁPARTMENT/AGENCY
STV Mary's College of Maryland

2. DIVISION

Administrative Services

3. WNIT

DEF INI'T | ON - RECORD SERIES'A GROUP Of RELATED RECORDS NORMALLY FJLED

4. RECORD SERIES TITLE

! EEO Statistics

REFERENCE AS WELL AS RETENTION AND DISPrOS

AND USED AS A UNIT FOR
1TION PURPOGES

5. EARLIEST YEAR/LATEST YEAR
88 TO 1991

‘IN THE SERIES,
Statistics and reports concerning Equal Employment Opportunity

Includes hiring statistics and on-campus complaint investigations.

INCLUDE THE

RECORD SERIES DESCRIPTION (BHIIPLV PESCRIBE THE TYPES OF INFOMTION/DOCMNTS/'OM FOUND
PURPOSBE QR FUNCTION OF THE SEFIES

activities on campus.

)

7. RECORD SERIES FORMAT(S)

EXLETTER SIZE O MICROFILM

O LEGAL S1ZE O COMFUTER TAPE
BOOK O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE
0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
O NUMERICAL

xBxCHRONOLOG | CAL

9. VOLUME

XBXFILE DRAWER(S)

O MICROFILM REEL(S)

1 O COMPUTER TAPE(S)
NUMBER [, OTHER( SPECIFY)

0 GEOGRAPHICAL

O OTHER({SPECIFY)

10. ANNUAL ACCUMULAT ION

X8 FILE DRAWER(S)

" O MICROFILM REEL(S)
ROGNEER O COMPUTER TAPE(S)

0 OTHER(SPECILEY )

I 1. piLE 1S usED
O PAILY

O WEEKLY B MONTHLY

12. piLE BECOMES INACTIVE AFTER

Eﬂéﬁ!ﬁi O MONTH(S) R« YEAR(S )

. 13. CURRENT LOCATION{S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPL ICATED ELSEWHERE?
Margaret Brent Bldg. Administrative Services é" v:zé{srzc|rv saeNcY or orrice)
Office YES NO
15. ACCESS RESTRICTIONS XX YES g No 16. AUDIT REQUIREMENTS

(vr vyE8, CITE LAW({8) & REGULATION(S)
MD ANNGTATED CODE STATE GOVERNMENT §10-617(c)

XF NONE U STATE DO FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1y YES.E>PLAIN

BRIEFLY AND DESCRIEE ANY HARDWARE/SBOFTWARE )

0 YEsS 8x NO

-,

18. RECOMMENDED RETENTION .vomn " §
. PN AN U R
Retain permanently. - ..}

3
| v

¢

‘NANE AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20,
(301)475-7844

TELEPHONE NUMEBER

. s
(NI "

21. DATE -

3/13/91

DGS 350-4 (REVISED 2/87)




INSTRUCT 1GNS--TYPE OR PRINT A DEFARTMENT OF CGENERAL SERVICES - 3
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 72785 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 278
(DGS 550-1) JESSUP, MARYLAND 20794 Pace |1 or 26
_,e:rmmx-:m/;\cavcv 2. DIVISION 3. WIT
. Mary's College of Maryland Registrar

A GROUP OF RELATED

DEFINITION-RECORD SERIES-

RECORDS NORMALLY W}!LED

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

+  Transcripts/Academic Records

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR

—)22l. TO 1L

| 6. RECORD SERIES DESCRIPTION (BRIIPLY DESCRIBE THE TYPES OF INFOR"ATION/DOCMNTS/FOM FOUND

‘IN THE SERIES,

INCLUDE THE PURPOSBE OR FUNCTION OF THE SEFRIES)

Official transcripts of each student consisting of cumulated academic reports as
recorded by the Registrar and any additional records such as grade change approvals,
independent study and study abroad reports, and grade rosters.
information is maintained in a computer database rather than in hard copy.
| versions of the other reports are still maintained.

Since 1987 transcript
Paper

7. RECORD SERIES FORMAT(S) 8.
x¥ LETTER SIZE O MICROFILM

O LEGAL S1ZE @ COMFUTER TAPE 0 NUMERICAL

BOOK 0O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAFE

0 OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
£ ALPHABET 1 CAL

O CHRONOLOG I CAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME
BXFILE DRAWER(S)

0O MICROFILM REEL(S)

12 O COMPUTER TAPE(S)
NUMBER D oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
S8 FILE DRAWER(S)
O MICROFILM REEL(S)

RUWBER O COMPUTER TAPE(S)

O OTHER(SPECIFY)

| 17. giLe 1s useD

Q paiLy 0O WEEKLY BXMONTHLY

12. Fi{LE BECOMES

o

INACTIVE AFTER
0O MONTH(S) @XYEAR(S)

. 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Anne Arundel Hall - Room 108 tir ves, sPeciry sraency or oFrFice)
0O yES X¥XoO
15. ACCESS RESTRICTIONS &5 YES O NO 16. AUDIT REQUIREMENTS

{1ir vyes, ciTE LA®(S) & REGULATION(S)
MD Annotated Code. State Government §10-616(j)

QNONE O STATE O FEDERAL 0O INDEPENDENT

S snaiiin

17. 1S AN INDEX SYSTEM USED? (1r YES.E>PLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

18. RECOMMENDED IETE%’;'I:; &g )(‘“; i 3‘,}% > E

O vyes ,Q NO Retain permangntly.&ﬁya TR :
L :
[y ¥ \¥ ]
by ¥ ,\' o "“"mq’.)...
Ee‘y»“f’:'“i: e @

L
-'NANE AND TITLE OF PREPARER 20, TELEPHONE NUMEER 21. DATE
Jan Blodgett/County Archivist 301-475-7844 3/13/91

DGS 550-4 (REVISED 2/87)




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

REVISED RECORD SERIES, FORWARD

WITH RECORDS RETENTION SCHEDULE P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROQAD

BOX 278

AGENCY RECORDS INVENTURY

race {2 or 2(_

(DGS 880-1) JESSUP, MARYLAND 20794
FARTMENT / AGENCY 2. DIVISION 3., UNIT
St. Mary's College of Maryland Registrar

DEFINITION - RECORD SERIES°A GROUP OF RELATED RECORDS NORMALLY PFILED

AND USBSED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Schedule of Classes

5. EARLIEST YEAR/LATEST YEAR
2 o 1991

'IN THE SERIES.

Final official schedule of classes offered issued each semester or term.

RECORD SERIES DESCRIPT ION (IRIIFLY DESCRIBE THE TYPKS OF INFOMTION/DOCMNTB/FOM FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THK BEFIES

The Schedules

record the sequence of course offerings and supplement the College Catalog as a record

of the College's academic activities.

7. RECORD SERIES FORMAT(S) 8.
O LETTER SIZE D MICROFILM

O LEGAL S1ZE 0O COMFUTER TAPE 0O NUMERICAL

‘omn BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE
BXOTHER( SPECIFY)

size varies

RECORD SERIES SEQUENCE 9.
O ALPHABET | CAL

XBX CHRONOLOG I CAL, .
0 GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME
x® FILE DRAWER(S)

O MICROFILM REEL(S)
l._ O COMPUTER TAPE(S)
NUMBE

0 OTHER(SPECIFY)

ANNUAL ACCUMULAT j ON
X8 FILE DRAWER(S)

1Rl O MICROFILM REEL(S)

ROWEPE O COMPUTER TAPE(S)

10.

O OTHER(SPECIFY)

1. riLE 1S USED 12. FILE BECOMES INACTIVE AFTER
O pAILY O WEEKLY XX MONTHLY 10 O MONTH(S) EXYEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Anne Arundel Hall Room 108 ti® vyes, srEciry saEnNcY OR OFFicE)
O YE8 &NO
1S. ACCESS RESTRICTIONS 0 YES XXNoO 16, AUDIT REQUIREMENTS

(tr vEs, ciTKk LAW({S) & REGULATION(S)

& NONE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED?! (1pF YRS.EXPLAIN

BRIEFLY AND DESCRIBE ANY MARDWARE/SOFTWARE)

0 YES Q. NO

-

RECOMMENDED RETENT ION

s 8

B}

8
Retain permanently.

|l. NAME AND TITLE OF PREPARER 20,

Jan Blodgett/County Archivist

TELEPHONE NUMEER
(301) 475-7844

21. DATE = . .. V&
3/13/91

DGS $50-4 (REVISED 2/87)




INSTRYCT QNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

St. Mary's College of Maryland

Physical Plant

P.O. BOX 2758 13 Z(ﬂ
OF
(DGS 8350-1) JESSUP, MARYLAND 20794 PAGE
V EFARTMENT /AGENCY 2. DIVISION 3. UNIT

DEFINITION-RECORD SERIES.* ®ROVF

OF RELATED RECORDS NORMALLY FILED

4, RECORD SERIES TITLE

. Blueprints and specifications

REFERENCE AS RELL AS RETENTION AND DISPOS

AND USED AS A UNIT FOR
ITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
1960 +vyo 1991

6. RECORD SERIES DESCRIPTION |
IN

college.

THE SERIES.

BRIEFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTSIFOM FOUND
INCLUDE THE PURPOSBE OR FUNCTION OF THE BEFRIES)

Architect's blueprints for campus buildings and blueprints for renovations along
with copies of the building requirements as established by the architects and the

Submittal reports varifying compliance with the specifications are filed
with the specification books.

RUMERY

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
£ LETTER SIZE O MICROF ILM FALPHABET 1CAL O FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL SIZE 0O COMFUTER TAPE O NUMERICAL 20 c% O COMPUTER TAPE(S)
NUMBER 0 oTHER(SPECIFY)
BOOK O FLOPPY DISK 0 CHRONOLOGICAL .
AUDIO TAPE 0O VIDEO TAFPE 0 GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
%) OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
lef o micrOFILM REEL(S)
Dlats ROWMBER O COMPUTER TAPE(S)
0 OTHER|SPECIEY)
111 pie 15 usED _ 2. FILE BECOMES INACTIVE AFTER
Q palLY D WEEKLY CX MONTHL.Y O MONTH(S) OxXEAR(S)

Maintenance Building

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

_D YES XX NO

14. 18 R:ECORD SERIES DUPL ICATED ELSEWHERE?
tir vyes, sPECIFY roENCY OR OFFiCE)

15. ACCESS RESTRICTIONS

0 YES
{ir vyes, ciTe LAW({S) & REGULATION(S)

XK NO

16, AUDIT REQUIREMENTS

QGNONE O STATE O FEDERAL 0O INDEPENDENT

17.

0O vyes £x NO

15 AN INDEX SYSTEM USED?! (1pr YRS,E)PLAIN
BRIEFLY ARND DESCRIBE ANY HARDHARE/!OFT"ARE)

RECOMMENDED RETENT ION

Retain permanently.

'NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20. TELEPHONE NUMBER
(301)475-7844

21, DA‘TE
3/13/90 Tt u

DGS 550-4 (REVISED 2/87)




IHSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REV ISED RECORD SERIES. FORWARD

WIiTH RECORDS RETENTION SCHEDULE
(DGS 380-1)

S ornwnAL SERVICES | AGENCY RECORDS INVENTORY
7278 WATERLOO ROAD

P.O. BOX 278
JESSUP, MARYLAND 20794 pace 14 _or 26

_‘EPARTMENT /AGENCY

St. Mary's College of Maryland

2. DlvisiIOn 3. UINIT

Physical Plant

DEF INIT1ON -RECORD SERIES.” OROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOS

AND USED AS A UNIT PFOR

4. RECORD SERIES TITLE
. Toxic Reports

ITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
2. To _1991

| 6. RECORD SERIES DESCRIPTION (BRIIPLY SDE‘RBICERSII! THE TYPES OF INFORMTION/DOCMNTB/FOM FOUND
'IN THE f

Files for reports and documentation for asbestos, PCB, and water inspections. These

files are the only copies of documentation of workers activity with asbestos removal
and locations and serial numbers of transformers with PCB.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES |

7. RECORD SERIES FORMAT(S)
IXLETTER SIZE O MICROFILM

D LEGAL SIZE 0O COMFUTER TAPE

BOOK O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME
X
O ALPHAEETICAL BXFILE DRAWER(S)
O MICROFILM REEL(S)
O NUMERICAL 13

C COMPUTER TAPE(S)

NUMBER 0 orHER(SPECIFY)

BXCHRONOL.OG 1 CAL,

O GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
XD FILE DRAWER(S)
6" O MICROFILM REEL(S)
ROWBER O COMPUTER TAPE(S)

O OTHER(SPECIFY)

[ 11,

FILE IS USED 12. F|LE BECOMES INACTIVE AFTER
O DAILY 0 WEEKLY XB MONTHLY nm{o.“. O MONTH(S) *& YEAR(S)

O OTHER({SPECLEY)

Maintenance Building

1 13, CURRENT LOCATION{S) (BLDG.,FLOOR,ROOM}

14. 1S RECORD SERIES DUFL ICATED ELSEWHERE?

1w vyEs, sPECIFY raENCY OR OFFICE)
O YES IXNO

15. ACCESS RESTRICTIONS O YES XR NO
(sr vyES, cITE LAW(B) & REGULATION|S)

16. AUDIT REQUIREMENTS

#NONE D STATE 0O FEDERAL D INDEPENDENT

0 yes O No

17. 1S AN INDEX SYSTEM USED? e
(1r vEs.E2PLAIN 18. RECOMMENDED RETENT JON
BRIBEFLY AKND DESCRIBE ANY MRD-ARE/BOFT"ARE)

S i T

Retain Permanentl%?‘Jfgggxrgggt)2§§g . i
H
y

e

" .
(R 1,4‘ . 3

1

_.NANE AND TITLE OF PREPARER
Jan Blodgett/County Archivist

, {
20. TELEPHONE NUMBER 21. DATE - I ﬂ_,,m-y.f,;yn_:’i_f

L A
(301) 475-7844 3713791

DGS 350-4 (REVISED 2/87)




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

REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

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

Pace |5 or 2

FARTMENT [ AGENCY
St. Mary's College of Maryland

2. DIVISION
Advancement Office

3. UNIT
Publications

SEF INIT | ON - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSES

4. RECORD SERIES TITLE

Catalog

AND USED AB A UNIT FOR

8. EARLIEST YEAR/LATEST YEAR
1926 TO _ 1991

8. RECORD SERIES DESCRIPTION (DRIIPLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTBIFOM FOUND

‘N THE SERIES.

INCLUDKE THE PURPOSE OR FUNCTION OF THK SEFRtES )

The official college catalog issued annually which describes college policies, course
and degree offerings, and lists faculty and administration.

7. RECORD SERIES FORMAT(S)

O LETTER S1ZE O MICROFILM

0 LEGAL SiIZE 0O COMFUTER TAFE
.aou\xp BOOK U FLOPPY DISK
0 AUDIO TAPE 0O VIDEO TAPE

D OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
0 NUMERICAL
B XCHRONOLOG 1 CAL,

9. VOLUME

¥ ILE DRAWER(S)
O MICROFILM REEL(S)
2 O COMPUTER TAPE(S)

NUMBER o or\ e p(sPECIFY)

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

¥ FILE DRAWER(S)
P MICROFILM REEL(S)
KUWLER O COMPUTER TAPE(S)

'". piLE 1S usED

O pAlLY X WEEKLY

0 OTHER(SPECIFY )

12. F|LE BECOMES INACTIVE AFTER

O MONTHLY NUE*QH‘ 0O MONTH(S) XX YEAR(S)

13. CURRENT LOCATION(S) (BLDG,,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

Baltimore Hall (Library) Maryland Room

O YES QxNO

(1» ves, serecIFY raenNcy OR OPFFiceE)

15. ACCESS RESTRICTIONS Q yES

(1" ves, cI1TK LAW(S) & REGULATION(S)

X NO 16. AUDIT REQUIREMENTS

ByNONE O STATE O FEDERAL 0 INDEPENDENT

17. 185 AN INDEX SYSTEM USED? {(1® vas.E)PLAIN
BEIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

0 yEs XB NO

18. RECOMMENDED RETENT JON

Retain permanently. e e

,. NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20. TELEPHONE NUMBER
(301) 475-7844

21. DATE. oo '
3/13/91

DGS 550-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
WiTH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O., BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

race 1l or 26

_‘EPARTMENT/AGENCY

2. DIVISION
Advancement Office

3. lNIT

Alumni Affairs

St. Mary's College of Maryland

DEFINITION-RECORD SERIES-® ®7OUF

OF RELATED RECORDB NORMALLY W]LED

AND USED ABS A UNIT FOR

LA,

: RECORD SERIES TITLE

Alumni Board

REFERENCE AS RELL AS RETENTION AND DISPOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
1927 TO 1991

. 6. RECORD SERIES DESCRIPTION (DRIIPLV DESCRIBE THE TYPES OF INPOMTION/DOCMNTB/FOM FOUND

‘IN THE SERIES.

INCLUDE THME PURPOSBE OR FUNCTION OF THE BEFIES )

Minutes and financial ledgers of the Alumni Council (formerly Board of Governors).
These files represent the administrative and fiscal records of the organization.

X® FILE DRAWER({S)
C MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

ANNUAL ACCUMULAT ION
XXX FILE DRAWER(S)

D MICROFILM REEL(S)
KROWBER O COMPUTER TAPE(S)

D OTHER(SPECIFY)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
UXLETTER S1ZE O MICROFILM O ALPHABETICAL
D LEGAL SI1ZE U COMPUTER TAPE 0O NUMERICAL ]
NUMBE
BOOK O FLOPPY DISK X@ CHRONOLOG ! CAL,
AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL ‘o
0 OTHER(SPECIFY) D OTHER(SPECIFY)
6"
11 piLE 1S USED 12. F|LE BECOMES INACTIVE AFTER
O pAaILY O WEEKLY x® MONTHLY O MONTH(S)

X YEAR(S)

_mombty

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
White House/Alumni Office tir vyes, serEciFY saENcY OR OFFicE)

0 YEs xRxNO
15. ACCESS RESTRICTIONS 0 YES 2sn0 16, AUDIT REQUIREMENTS

{ir vyes, ciTeE LAW(8) & REGULATION(S)

0O NONE EXSTATE O FEDERAL XX INDEPENDENT

17. IS AN INDEX SYSTEM USED?! (IF YES.E>PLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

0 ves X pno

18. RECOMMENDED RETENT ION

s A e e

. 4 - ro.o
Retain permanently.:. . ., , +» " - !
; .

.

. %

'NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20.
(301)475-7844

TELEPHONE NUMEBER

21. DATE ..

3/13/91

e 1. vy

DGS 350-4 (REVISED 2/87)




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

REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 8380-1)

DEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace [ or 26

FARTMENT / AGENCY
St. Mary's College of Maryland

2. DIVISION
Advancement Office

3., UNIT
Foundation

DEFINITION - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE
Foundation Board

REFERENCE AS WELL AS RETENTION AND DISPOBIT|ON PURFOSES

AND USED A8 A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1971 o 1991

| 6. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTS/POM FOUND

‘IN FTHE SERIES.

independent fund-raising organization.
of art work, furniture and boats for the college.
and fiscal history of the Foundation.

INCLUDE THE PURPOSE OR FUNCTION OF THE BEFIES )

Minutes and financial records of the St. Mary's College of Maryland Foundation, Inc. an
The Foundation is responsible for the purchase
The records represent the administrative

7. RECORD SERIES FORMAT(S)
QXRETTER S1zE O MICROFILM

0 LEGAL S1ZE 0O COGMFUTER TAPE

BOOK U FLOPPY DISK
10 TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
0 NUMERICAL
HXTHRONOLOG | CAL,
0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
x3¥XFILE DRAWER(S)
O MICROFILM REEL(S)

2 q O COMPUTER TAFPE(S)
NUMBER 0 oTrHER(SPECIFY)

10. ANNUAL ACCUMULAT JON
XX FILE DRAWER(S)
1/2 O MICROFILM REEL(S)
RUMEER 0 COMPUTER TAPE(S)
O OYTHER(SPECIEY)

P11 plLE 1S USED

12. FILE BECOMES INACTIVE AFTER

O DAILY EXWEEKLY O MONTHLY 10 O MONTH(S) XX YEAR(S )
RUNBER
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL |CATED ELSEWHERE?

Calvert Hall/White House

tir vyes, spECIFY raEnNcYy OR OFFicE)
O YES &xNO

15. ACCESS RESTRICTIONS

O yeEs G NO
(1" vye8, ciTE LAW(8} & REGULATION(S)

16. AUDIT REQUIREMENTS

D NONE O STATE O FEDERAL XXX |NDEPENDENT

17. 1S AN INDEX SYSTEM USED1?! (1w YRS EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

0 yES £ NO

18. RECOMMENDED RETENKISN'J } 347 )51nt

Retain permanently.
N L'

OB T N . BRI A T e S R N LY :“»kz'.é:}

N

AT

:

; :

] .
1

¥

FHe g By g
-'T‘UWE AND TITLE OF PREPARER 20, TELEPHONE NUMEER 21. DATE
Jan Blodgett/County Archivist (301) 475-7844 3/13/91

DGS 550-4 [REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

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

race |8 oF 206

FARTMENT / AGENCY
St. Mary's College of Maryland

2. DIVISION

Financial Aid

3. WNIT

DEFINITION -RECORD SERIES-

A GROUP OF RlLA'f!D RECORDS NORMALLY PFILED

4. RECORD SERIES TITLE

|
i
, Perkins Loan File

REFERENCE AS WELL AS RETENTION AND DIspPOS

AND USED AS A UNIT FOR

1TION PURPOSES
5. EARLIEST YEAR/LATEST YEAR
1970 vo 1991

| 6. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTS/'OM FOUND

these agencies as needed.

‘'N THE SERIES.

Files are maintained for each student receiving Perkins Loan funds.
the promissary note and any records of payment.
notifying state agencies in cases of non-payment and provides sets of records to
Upon completion of the payments the files become inactive.
Loan regulations require that the original promissery note be retained permanently.

INCLUDE THE PURPOSE OR FUNCTION OF THK BEFIES )

Active files contain

This office is responsible for

7. RECORD SERIES FORMAT(S)
X
)Efcu-:ﬂm S1ZE O MICROFILM
O LEGAL SIZE 0O COMFUTER TAPE

BOOK O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
0O NUMERIJICAL

XXHB CHRONOLOGICAL

. VOLUME

RXFILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER|{SPECIFY)

RoWRER

O GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
, *BUF|LE DRAWER(S)
7" O MICROFILM REEL(S)

ROGMBER O COMPUTER TAPE(S)

O OTHER(SPECIEY)

lll.

FILE 1S USED 12. F|LE BECOMES INACTIVE AFTER
| O DALY 0 WEEKLY FXMONTHLY L0 O MONTH(S) X2 YEAR(S)
! 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

Margaret Brent Bldg. Financial Aid Office

O YES %XNO

ti1r ves, sepEciFy raENcY OR OFFicE)

15. ACCESS RESTRICTIONS

XX YES
(1r vyes, c1TE LAW(B) & rREGULATION(S)

MD Annotated Code State Government §10-616(j)

0O No

16. AUDIT REGUIREMENTS

0O NONE SKSTATE RXFEDERAL RXINDEPENDENT

17.

1S AN INDEX SYSTEM USED? (1Fr YRS.EXPLAIN

18. .I‘ECOMMENDED RETENT ION . «
BEIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE ) :
a YES X No ' . Retain permanently.
_.NANE AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Jan Blodgett/County Archivist (301) 475-7855
3/13/91

DGS 550-4 (REVISED 2/87)




IHSTRYCTIQNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES : :
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES, FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 273

P or 26
({DGS 8550-1) JESSUP, MARYLAND 20794 AGE 1'3— —

EFARTMENT /AGENCY 2. blvision 3. UNIT

St. Mary's College of Maryland Financial Aid

DEF INITION - RECORD SER|ES'A GROUP OF RELATED RECORDS NORMALLY FJ]LED

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

' Student Financial Aid Files

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
1981 o 1991

| 6. RECORD SERIES DESCRIPTION (PR!¥FLY DEECRIBE THE

‘IN FHE SERIES.

the student permanently leaving the college.
application form, and award letters.

Alphabetlcal files for each stwent requesting or receiving financial assistance.
are maintained for the student's academic career and become inactive upon graduation or
The files contain the FAF, budget forms,

TYPES OF INPORNATION/DOCUNENTS/'OR"S FOUND
INCLUDE THE PURPOSBSE OR FUNCTION OF THE SERIES )

Files

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES

XX LETTER S!ZE O MICROFILM

0 LEGAL sS1ZE O COMFUTER TAPE 0O NUMERICAL

BOOK O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE
0 OTHER(SPECIFY)

XHX ALPHABET I CAL

0 CHRONOLOG I CAL
0 GEOGRAPHICAL
U OTHER(SPECIFY)

SEQUENCE 9. VOLUME

L FILE DRAWER(S)
0. MICROFILM REEL(S)
O COMPUTER TAFE(S)
O OTHER(SPECIFY)

0

NUMBE

10, ANNUAL ACCUMULAT ION

X FILE DRAWER(S)
] O MICROFILM REEL(S)
ROWMGEER O COMPUTER TAPE(S)

O OTHER(SPECIFEY)

31, piLge 1s useD

Q palLy 0O WEEKLY X MONTHLY

12. rF|LE BECOMES

NUMEEE

INACTIVE AFTER
O MONTH(S) %% YEAR(S)

» 13, CURRENT LOCATION(S) ( BLDG. , FLOOR, ROOM ) 14. IS R.ECORD SERIES DUPL ICATED ELSEVPE*'
Margaret Brent - Financial Aid tir vyEs, seEciFY raEncy OrR oOFrice)
0O YES GXNO
15. ACCESS RESTRICTIONS R YES 0 No 16, AUDIT REQUIREMENTS

(1r vyes, ciTE LAW(B) & REGULATION(S)
MD Annotated Code State Government §10-616(j)

D NONE QySTATE A FEDERAL £k INDEPENDENT

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

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

0O vyEs K NO

18. RECOMMENDED RETENTION

Retain inactive files 5 years after . o
student graduates’ orfleaves.the\college
v,
permanently or until all Audits-are
completed, whichéver is later.

'NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20.
(301) 475-7844

TELEPHONE NUMBER

21. DATE

3/13/91 7 . T

DGS 550-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
WI1TH RECORDS RETENTION SCHEDULE
(DGS 850-1)

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIV 1S 1ON AGENCY RECORDS INVENTORY
72785 WATERLOO ROAD
JESSU::OmszWM pace 20 or Ll

FARTMENT / AGENCY
St. Mary's College of Maryland

2. DIVISION 3. UNIT
Health Services

DEF INI1T ) ON - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

4. RECORD SERIES TITLE
Controlled Drugs

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
1987 o 1991

drug.

6. RECORD SERIES DESCRIPTION (DRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTS/'OM FOUND
‘IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEFRTES |

Dispensing log recording the student name, prescription tag from the drug bottle,
nurses signature and physicans signature for each prescription issued for a controlled

7. RECORD SERIES FORMAT(S)
O LETTER SIZE O MICROFILM
O LEGAL S1ZE 0O COMFUTER TAPE

BOOK O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME
0 ALPHABETICAL ® FILE DRAWER(S)
L O MICROFILM REEL(S)
0 NUMERICAL O COMPUTER TAPE(S)
NWEEE

X cHRONOLOG I CAL O OTHER(SPECIFY)

0 OGRAPH | CAL
ce ! 10, ANNUAL ACCUMULAT ION

D oTHER(SPECIFY) O FILE DRAWER(S)
0 5..0 MICROF ILM REEL(S)
RUWMEPE ©O COMPUTER TAPE(S)
0 OTHER(SPECIFY)

L1 piLg 1s used

12. FILE BECOMES INACTIVE AFTER

10 BX
EXpALY 0 WEEKLY O MONTHLY O MONTH(S) YEAR(S)
; 1121:1:1.4: 3
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

Health Center

-('l' YES, SPECIFY /JGFENCY OR orrice)
O YEs XXNo

15. ACCESS RESTRICTIONS X ves
(1" vEs, CcI1TE LAW({8B) & REGULATION(S)

0 No 16. AUDIT REQUIREMENTS

Md Annotated Code. State Government §10-616(3i) O NoNE D STATE O FEDERAL RxINDEPENDENT

PRI S0 2ne 08 i et eien s

17. 1S AN INDEX SYSTEM USED? = N € REAT S 1340 e
(1r vas.eorLaIn 18. RECOMMENDED ET&NTION”‘EVE‘“‘&*)%-“%
BRIEFLY AND DESCRIBE ANY HARDIARI:/SOFTUARE)

0 YES 88X No

13

Retain Permanently; .

AT g

N T SV TR -
PRI " T2 TN ) [ N
TR v ey f%‘(‘ ¢ o e (X0 ’,

AR SN g

‘.NA.NE AND TITLE OF PREPARER
Jan Blodgett / County Archivist

20. TELEPHONE NUMBER 21. DATE
(301)475-7844 3/13/91

DGS 350-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
{(DGS 8850-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD

P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

race 21 ofF 2¢_

_,EPARTMENT/AGENCY
St. Mary's College of Maryland

2. PDIVISION
Health Services

3. INIT

DEF INIT I ON - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY F]LED
REFERENCE AS WELL AS RETHENTION AND DISPFOS

4. RECORD SERIES TITLE

. Drug Inventory Books

AND USED AS A UNIT FOR

ITION PURPOSES
5. EARLIEST YEAR/LATEST YEAR
1987 yo 1991

| 8.

‘N THE SERIES.

Ring binder with separate sheets for each drug used by the Health Center.
record when drugs were ordered, received, and each time one is administered.

RECORD SERIES DESCRIPTION (BRIIPLY DESCRIBE THE TYPKS OF INFORNATION/DOCUHENTS/PORM! FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE BEFRIES)

The sheets

7. RECORD SERIES FORMAT(S)
XX LETTER SIZE O MICROFILM

0 LEGAL SI1ZE 0O COMFUTER TAPE

BOOK O FLOPPY DISK
AUDIO TAPE O VIDEO TAFE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
¥X ALPHABET 1CAL
O NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL

DO OTHER(SPECIFY)

9. VOLUME

IXFILE DRAWER(S)

D MICROFILM REEL(S)

3" O COMPUTER TAPE(S)
NGMEER 0 oy pp(sPECIFY)

10, ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
D cOMPUTER TAPE(S)

D OQTHER(SPECIFY)

il piLE 1S USED 12. FiILE BECOMES INACTIVE AFTER
O pDAILY FXWEEKLY O MONTHLY O MONTH(S) BXYEAR(S)
RUMEER
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

Health Center

O YyEs X¥No

_tir ves, spEciFY raEncy oR oFrice)

15. ACCESS RESTRICTIONS

{ir vEs,

O YES
CITE LAW({8) & REGULATION(S)

BxNO

16. AUDIT REQUIREMENTS

IXNONE O STATE O FEDERAL D INDEPENDENT

17.

0 vyes ¥ No

IS AN INDEX SYSTEM USED? (1r YES,.E)XPLAIN
BEIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

RECOMMENDED RETENT ION

Retain Permanently.

—.NANE AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMEER

(301) 475-7844

21. DATE

- 3/13/91 o

DGS 350-4 (REVISED 2/87)




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

REVISED RECORD SERJES. FORWARD
WITH RECORDS RETENTION SCHEDULE

{DGS 580-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O, BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace 22 oF 26

FARTMENT / AGENCY

St. Mary's College of Maryland

2. DIVISION
Health Services

3. UNIT

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

REFERENCE AS RELL AS RETENTION AND DISPrOS

4. RECORD SERIES TITLE

Health History Forms

JILeN PuRFOsE

AND USED AS A UNIT PFOR

5. EARLIEST YEAR/LATEST YEAR
1985 go 1991

| 6. RECORD SERIES DESCRIPTION (PR'EFLY DESCRIBE THE TYPKS OF INFORMATION/DOCUMENTS/FORMS FOUND

Completed health history forms for all entering students.
hn immunization, medical conditions, and previous treatments.

‘’IN THE SERIES,

INCLUDE THE PURPOSE OR FUNCTION OF THE BEFIES |

The forms contain information
The forms are maintained

until students graduate and any treatment received at the Health Services Center is noted

on the form.

7. RECORD SERIES FORMAT(S)

kx® LETTER SI1ZE O MICROFILM

O LEGAL S1ZE 0O COMFUTER TAPE
BOOK U FLOPPY DISK
AUDIO

TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
xx8 ALPHABETICAL

0 NUMERICAL

0 CHRONOLOG I CAL

0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

xHxFILE DRAWER(S)

O MICROFILM REEL(S)
L. O COMPUTER TAPE(S)
NUMBE

D OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

X8 FILE DRAWER(S)
1 O MICROFILM REEL(S)
ROGRBPH U COMPUTER TAPE(S)
0 OTHER(SPECIFY)

1. riLe s usep 12. F|LE BECOMES INACTIVE AFTER
O pAalLY XYEEKLY O MONTHLY 0 MONTH(S) X0 YEAR(S)
RURBER
13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Health Center {ir vyeEs, spEciry sraEncy or orFrice)
DO YES &xNO
15. ACCESS RESTRICTIONS xBXYES D NO 16. AUDIT REQUIREMENTS

(1r vEs,

CI1TE LAW(B] & REGULATION(S]
MD Annotated Code. State Government §10-616(i)

XNONE O STATE O FEDERAL 0O INDEPENDENT

17.

0 yEs XX nNoO

IS AN INDEX SYSTEM USED?T (1r vES.E)XPLAIN
BREIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

Retain 5 years

leaves the college permanenuly . .

RECOMMENDED RETENT JON

o

after student- gradUates or

-

—.NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20. TELEPHONE NUMEER

(301) 475-7844

21. DATE

3/13/91° " .

DGS 550-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 278

Pace 23 of 26

(DGS 880-1)

QEPARTMENT /AGENCY
. Mary's College of Maryland

A GROUP OF RELATED RECORDS NORMALLY NILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSES

JESSUP, MARYLAND 20794

2. DlvisSION

Health Services

3. UINIT

DEFINITION-RECORD SERIES-

4., RECORD SERIES TITLE

: Vaccination Records

5. EARLIEST YEAR/LATEST YEAR
1989 o -

D
RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS /FORMS FOUN
‘tN ‘FTHE SERIES., INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

| 6.

A set of records created furing a special mumps vaccination program conducted by the
college. The records identify all students receiving a vaccination. The State
Health Department requested that the records be retained for a 10 year period.

7. RECORD SERIES FORMAT{S) 8. RECORD SERIES SEQUENCE 9. VOLUME
B LETTER SIzE O MICROFILM ¥ ALPHARETICAL EFILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL s1ZE 0O COMFUTER TAPE 0 NUMERICAL O COMPUTER TAPE(S)
NUMBER o oy rp(SPECIFY)
BOOK O FLOPPY DISK 0 CHRONOLOG I CAL
o o
AUDIO TAPE VIDEO TAPE GEOGRAPH | CAL 0. ANNUAL ACCUMULAT 1ON
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
O MICROFILM REEL(S)
ROWEEE © COMPUTER TAPE(S)
0 OTHER(SPECIFY )
11, eiLE 1S USED 12. FILE BECOMES INACTIVE AFTER
O pAILY 0O WEEKLY D MONTHLY D MONTH(S) X YEAR(S)

_RUMsER

i

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
tir yes, sepEciIrY sraENCY OR OFFicCE)
Health Center O.vyES EXNO
15. ACCESS RESTRICTIONS xE YES O NoO 16. AUDIT REQUIREMENTS

(1" vyEs, ci1TE LAW(8) & REGULATION(S)

MD Annotated Code. State Government §10-616(1i) #NONE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r YES,E)XPLAIN

18. .RECOMMENDED RETENT JON
BRIKFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )
' ' ' Retain for lgzy frdﬁ"th%“°~
X
o ves o no date g)f th '3 1u5§131ﬁprogfram.
f .
: :
® ‘
NAME AND TITLE OF PREPARER 20, TELEPHONE NUMBER Zk'

1
$ P&:‘:%«:x ﬂtf@"”*&i‘ﬁi‘w J
/ ’§“/§=1 “ewe spra e

Jan Blodgett/County Archivist (301) 475-7844

DGS 550-4 (REVISED 2/87)




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

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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

race 24 or 26

?EPARTMENT /| AGENCY
STY Mary's College of Maryland

2. DIVISION
Natural Science & Mathematics

3. UNIT

DEF INIT 1 ON - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

| 4. RECORD SERIES TITLE

Radiation Records

REFERENCE AS RWELL AS RETENTION AND DISPOS

AND USED A8 A UNIT FOR
LTION PURPOSES

5. EARLIEST YEAR/LATEST YEAR

Yl TO 1001

| 6. RECORD SERIES DESCRIPTION (DRIIFLY DESCRIBE THE TYPKS OF INFOMTION/DOCMNTS/FOM FOUND

THE SERIES.

INCLUDE THE PURPOSE QR FUNCTION OF THE SBEFIES )

Reports issued by the State Inspector and licenses for radioactive materials used the
the Natural Science and Mathematics division for teaching and research.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
#X LETTER SI1ZE O MICROFI1IM O ALPHAEETICAL TYFILE DRAWER(S)
., O MICROFILM REEL(S)
O LEGAL S1ZE 0O COMFUTER TAPE O NUMERICAL 4 O COMPUTER TAPE(S)
NUMB!E
BOOK O FLOPPY DISK %38 CHRONOLOG | CAL . U OTHER(SPECIFY)
o o
AUDIO TAPE VIDEO TAPE GEOGRAPH [ CAL 10. ANNUAL AGCUMULAT 1ON
0 OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
0 5..0 MICROFILM REEL(S)
ROWSER O COMPUTER TAPE(S)
O OTHER(SPECIFY)
P10 giie s useD 12. FILE BECOMES INACTIVE AFTER
O DAILY O WEEKLY GRMONTHLY O MONTH(S) K< YEAR(S)

RUSGER

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

Kent Hall - Division Office

O YES G NO

14. 18 R'ECORD SERIES DUPLICATED ELSEWHERE?
tir vEs, sPECIFY raENCY OR OFFicE)

15. ACCESS RESTRICTIONS

Q yes
(1r vyes, ci17TeE LAW(8) & REGULATION(S)

16.

& NO

X

AUDIT REQUIREMENTS

O NONE O STATE 0O FEDERAL 0O INDEPENDENT

17.

0 YES x§ NO

IS AN INDEX SYSTEM USED? (1r YES.E>PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

RECOMMENDED RETENT JON

Retain permanently.

—‘NANE AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20, TELEPHONE NUMEER

(301) 475-7844

21. DATE

"3/13/91

DGS 550-4 (REVISED 2/87)




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

REVISED RECORD SERIES, FORWARD
¥WITH RECORDS RETENTION SCHEDULE
{DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O., BOX 278
JESSUP, MARYLAND 20794

Ppace 25 or 2¢

EFARTMENT / AGENCY

St. Mary's College of Maryland

2. DIVISION

Public Safety

3. WNIT

DEFIN'T'W -RECORD SERIES- A GROUP OF RILAT!D RECORDS NORMALLY FILED

REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

Desk Logs

ITION PURPOZES

AND USED AS A UNIT MFOR

5. EARLIEST YEAR/LATEST YEAR
? vo 1991

| 6. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTSIFOM FOUND

TN FHE SERIES.,

Daily reports listing all activities by officers.

reports of calls, summary of action taken and times.

INCLUDE THE PURPOSE OR FUNCTION OF THE BEFRIES |

Includes checkOin and out times,

7. RECORD SERIES FORMAT(S)
O"LETTER Si1ZzE O MICROFILM
O LEGAL SIZE U COMFUTER TAPE
BOOK U FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABEETICAL
D NUMERICAL

X% CHRONOLOGICAL

9. VOLUME

& FILE DRAWER(S)
O MICROFILM REEL(S)
0 COMPUTER TAFPE(S)

9
"“’"""“ O OTHER(SPECIFY)

U GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT JON

XX FILE DRAWER(S)
6" 0O MICROFILM REEL(S)
RUWBER U COMPUTER TAPE(S)
O OTHER(SPECIEY)

L1 pie 1s usen 2. FILE BECOMES INACTIVE AFTER
#X DAILY 0O WEEKLY O MONTHLY N;mﬂ' O MONTH(S) &¥EAR(S)
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Public Safety Bldg (i1r vES, sPECIFY roENCY OR OFFicCE)
0O YES R NO
15. ACCESS RESTRICTIONS Ccyes & wo 16. AUDIT REGUIREMENTS
(1" ves, ci17E LAW(S) & REGULATION(S) .
XXB NONE O STATE O FEDERAL 0O INDEPENDENT
17. 1S AN INDEX SYSTEM USED?! (I® vyRS.E>PLAIN

BREIEFLY AND DESCRIBE ANY MARDRUARE/SOPFTWARE )

0 YES XX NO

RECOMMENDED RETENT ION

Retain permanently.

"NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

(301) 475-7844

21, DATE '

. PP
4 P e . h nid s ERY >

3/13/91°

PGS 350-4 (REVISED 2/87)




INSTRYCTIQNS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTURY

—!ll'EPARTMENT/AGENCY
. Mary's College of Maryland

REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 278
P 26 o
(DGS 350-1) JESSUP, MARYLAND 20794 ace 26 or 26
2. DIVISION 3. WNIT

Public Safety

DEF INIT I ON - RECORD SERIES'A GROUP OF RELATED RECORDS NORMALLY PFILED
REFERENCE AS WELL AS RETENTION AND Dlsros

RECORD SERIES TITLE

4.
!
1 Incident/Crime Reports

AND USED A8 A UNIT PFOR

1TION PURPOSES
5. EARLIEST YEAR/LATEST YEAR

2 TO __1991

‘IN

officer's name.

Forms filled out for each incident investigated on campus.
of the incident, date, names of complaintants, witnesses, action taken and

| 6. RECORD SERIES DESCRIPTION (BRI'FLY DESBCRIBE THE TYPES OF IHFORNAT!ON/DOCMNTG/FOM FOUND
INCLUDE THE PURPOSE OR FPUNCTION OF THK BEFIES)

THE SERIES.

Includes a description

7. RECORD SERIES FORMAT(S)

x& LETTER S1ZE D MICROFILM

0 LEGAL S1ZE 0D COMFUTER TAPE
BOOK 0O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE

O OTHER{SPECIFY)

RECORD SERIES SEQUENCE
O ALPHAEETICAL
D NUMERICAL
B 3CHRONOLOG I CAL

9. VOLUME
¥ I1LE DRAWER(S)
D MICROFILM REEL{S)
O COMPUTER TAPE(S)
NUMBER 0 orppR(sPECIFY)

0O GEOGRAPHICAL
0 OTHER(SPECIFY)

ANNUAL ACCUMULAT JON

B(FILE DRAWER(S)

10.

O MICROFILM REEL(S)
0 COMPUTER TAPE(S)
0 OTHER|SPECIFY )

FILE 1S USED
O DALY

j 11,
X WEEKLY

12.

O MONTHLY 10

FILE BECOMES INACTIVE AFTER
O MONTH(S)

XXYEAR(S)

Public Safety Bldg

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,RROOM)

O YES @sNO

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
tir vyEs, spEcIFY raENcY OR OFFicE)

15. ACCESS RESTRICTIONS

WXYES

{ir yES, CcI17TE LAW(S) & REGULATION(S)
MD Annotated Code. State Government §10-618(f)

8 No

16. AUDIT REQUIREMENTS

BXNONE O STATE O FEDERAL 0O INDEPENDENT

17.

0 YES XXXX NO

IS AN INDEX SYSTEM USED? (I1r YES.,E)PLAIN
BRIEPLY AND DESCRIBE ANY HARDRARE/SOFTWARE )

18, RECOMMENDED RETENT JON

Retain permanently. ... . .

. » oM & Ay ., pe ¥
ELENEETIY AT 4
Cavalge 0iid

-

—.NANE AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMBER
(301)475-7844

DATE
erndl Ay,

BN A v

21

Tt e [ e i ot

. oriet.
gt o e S

I N R |

DGS 550-4 (REVISED 2/87)

]




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

DEPARTMENT OF GENERAL SERVICEé
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

1. DEFARTMENT /AGENCY 2.

Dept. of Health & Mental Hygiene

Epidemiology & Prevention

REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
@) RECORDS RETENTION SCHEDULE P.O. BOX 273 . L oF 5
580-1) - JESSUP, MARYLAND 20794 ACE
A
DIVISION AIDS Admn. . 3. BNIT

Youth OQutreach

DEF INITION-RECORD SERIES.® OMOUF OF RELATED RKCORDS NORMALLY FILED AND USKD AS
ARFERENCK AS WELL AS REKTENTION AND DIRPOSITION PURPOIEN.

A UNIT FOR

4. RECORD SERIES TITLK
Government Survey on AIDS policies/activities

5. KARLIEST YEAR/LATEST YEAR
1/88 40 12/88

THE SERIES.

é. RECORD SERIES DESCRIPTION ‘IRIIFLV DESCRIBK THK “Pll or INFOMTIQNIDOCWTIIPOMI FOUND

INCLUDR THK PURPOSE QR FUNCTION OF THK IBPIII’

Denise Nolls 1988 Local Government Survey on AIDS by specific counties in Maryland.

7. RECORD SERIES FORMAT(S)
BXLETTER BI1ZE O MICROFILM

‘u:cuu. S1zE - 0O COMPUTER TAPE
O pounND BOOK O FLOPPY DISK

0 MAMERICAL

0 AUDIO TAPE 0O VIDEO TAPK
0 OTHER( SPECIFY)

8. RECORD SBERIES BEQUENCE
" LOALPHABET | CAL

@ CHRONOLOGICAL
O GEOGRAPHICAL
0 OTHER([SPECIFY)

9. VOLUME
Gk FILE DRAVWER(S)
O MICROFILM REEL(S)
0 COMPUTER TAPE(S)
0 OTHER(|SPECIFY) -

ANNUAL ACCUMULAT 1 ON
DFILE DRAWER(S)
O MICROFILM REEL(S)
KRUMERR O COMPUTER TAPE(S)

(o] OTHER| SPECIFY )

1. piLE 1S USED

Q palLy 0 ¥ERQY G xMoNTHLY

12. rFiILE BECOMES INACTIVE AFTER

Wﬂﬂ' . O MONTH(S) R YEAR(S)

13, CURRENT LOCATION(S) ( BLDG, , FLLOOR, ROOM)
201 W. Preston St., Floor 3, Rm. 322

1S RECORD SERIES DUPL ICATED ELSEWHERE?
tir vyeo, sreciry soency O OrFrick)
0O vyes OgNoO

13. ACCESS RESTRICTIONS Ows QnNo
lsr vyea, ciTx LAw(s) & mRxauLaTION|S)

16. AUDIT REQUIREMENTS

P/NONE O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USKD? [1r vas.x)rLAIN
BRIKFLY AND DEKBCRIRR ANY HA“DIAR&/IOFTIARI,

-

18. RECOMMENDED RETENT JON

DG3 $30-4 {REVISED 21/87)

®YES . . NO All files stored according PLEASE RETAIN PERMANENTLY
to year.
@
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATK
lei
Aleisha Green/ nlb 225-5019 . 08/16/91
F1é.7 3/ ]




JUSTRUCTIGHS: -TYPE OR PRINT A
BEPARATE FORM FOR EACH NEW OR

REVI5ED RECORD SERIES, FORWARD
‘2 RECORDS RETENT ION SCHEDULE

7278

580-1) JESSUP,

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVI5I1ON
WATERLOO ROAD -

P.O. BOX 278
MARYLAND 20794

AGENCY RECORDS INVENTORY

P

PAGE 2 _on. 5

1. DEFARTMENT /AGENCY
Dept. of Health & Mental Hygienp

T
2, .DlVlﬂlm AIDS Admn. 3.
Epidemiology & Prevention

UNIT
Youth Outreach Program

DEFINITION-RECORD SERIKS-

A GROUP OF REXLATED RECORDS NORMALLY FILED AND USKD AB A UNIT FOR
ARFERENCE AS WELL A® NEVENYION AND DIGPOSITION PURFOIESN

4. RECORD SERIES TITLE

Governor's Task Force on AIDS Drafts/Notes

5. KARLIEST YEAR/LATEST YEAR
1/86  vo 12/86

—_—

‘YN THE SERIES,
1986 Governor's Task Force on AIDS:

. (-] o PDOCUMENTS /FORMS FOUND
6. REC SERIES DESCRIPTION ‘Iﬂl.'l.f DESCRIBE THK TYPKS OF INFORMATION/ /

INCLUDK THE PURPOSE QR FUNCTION OF THK l!ﬁlll)

; File 1-3: Agenda Documents & Materials
) File 4 : Articles on AIDS
File 5 : Correspondence
File 6 : Tables, Reports, & House Bills
File 7 : Governor's Advisory Council
File 8 : Governor's Interdepartmental AIDS Workshop
File 9 : Briefing Book
File 10 : Minutes
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES BEQUENCE 9. VOLUME
XLETTER S1ZE O MICROFILM K ALPHABRTICAL then R FILE DRAWER(S)
O MICROFILM REEL(S)
‘u:c:u. SI1ZE 0O COMPUTER TAPE 0 NMMERICAL D COMPUTER TAPE(S)
. RUMEER
O BOUND BOOK O FLOPPY DISK @ CHRONOLOGICAL, . [ OTHER(SPECIFY)

0 AUDIO TAPE 0O VIDEO TAPE

O OTHER{ SPECIFY)

0 GEOGRAPHICAL
0 omrER(SPECIFY)

10. ANNUAL ACCLMULATION
Y FILE DRAWER(S)

O MICROFILM REEL(S)

NOWGRR O COMPUTER TAFPE(S)
0 OYHER[SPECLEY )

1. piig 18 used

8 palLYy 0 ¥EEQY 2K MONTHLY

12. FiLK BECOMES INACTIVE AFTER

WE&!!‘ ., D MONTH(S) & YEAR(S)

13. CURRENT LOCATION(S) [BLDG,,FLOOR,ROOM)
* 201 W. Preston St., Rm. 322, Floor 3
Baltimore, MD 21201

14. 18 RECORD SERIKS DUPL ICATED ELSEWHERE?

tir v, sreciPY so0ENcY OR OFrick)
Ovwes &NoO

18. ACCESS RESTRICTIONS Ovws 8 nNo
lir vxs, ciTe LAW(S) & nEauLATION(S)

16. AUDIT REQUIREMENTS

@ NONE D STATE O FEDERAL D INDEPENDENT

17. 18 AN INDEX SYSTEM USED? [1r yrs.OPLAIN
BHIKFLY AND DESCRIRR ANY HANDWARE/ SOFTWARK )

@ YyEs D pNnoO
ALL RECORDS FILED CHRONOLOGICALLY.

@

18. RECOMMENDED RETENT ION

PLEASE RETAIN PERMANENTLY

~
19. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEER 21. DATE
Aleisha Green/nlb 225-5019 : - . 08/16/91

063 350-4 (REVIGED 2/87)

Fi16.7 i 3/




JUSTRUCTIGNS - - TYPE OR FRINT A
SEPARATE. FORM FOR EACH NEW OR

DEFPARTMENT OF GENERAL -SERVICES
RECORDS MANAGEMENT DIVISION

1

AGENCY RECORDS INVENTORY

Dept. of Health & Mental Hygiene

Epidemiology & Prevention

REV iSED RECORD SERIES, FORWARD 7278 UATERL0.0 ROAD
WITH RECORDS FETENTION SCHEDULE P.O. BOX 273 paGE 3 or 5
$80-1) JESSUP, MARYLAND 207%4
[
$ . DEFARIMENT |AGENCY 2. DIVISION 3. ULNIT

Youth Outreach

DEFINIT . GN-RECORD SERIES-

A OROUP OF RILATED RECORDSE NOMMALLY FlLIXD
REFERENCE AS NELL AS RETENTION AND DIfPFPOBLITION PURPOIES

AND USED AS A UNIT FOR

4, RECORD SERIES TITLE
GENERAL CORRESPONDENCE

¥. EARLIEST YEAR/LATEST YEAR
83 +yo 88

B

. CRD SERIES DESCRIPTION
REcC RIES DESCR ‘-m THE SERIES.

1. AIDS HTLV Grant Applications |

2. AIDS HTLV Testing Sites
1 3. Out of State Testing Sites .
* 4. General Correspondence
' 5. Center for Diseases Control (CDC)
6. Contracts & Proposals .

7. Procurement Manual for Service Gontracts

8. House of Corrections
9. Local Health Departments VBP
10. Nursing Homes/Admit. Homeless /Patients

BRIKFI.Y DEXSCRIDX THK TYPES OF INPOMTIMIMCMTI/'OWI FOUND

JIHNCLUDK THEK PUAPOSE OR FUNCTION OF THK 'lﬁl!"
11. Speakers on AIDS

12. Staff Meetings/Minutes
13. Reading Files/1985-88
14. Weekly Reports

15. AIDS and Substance Abuse

7. RECORD SERIES FORMAT(S)

SXLETTER SI12E O MICROFILM
LIGAL SIZE 13 COMFUTER TAPE O IRMIRICAL
BOLND BoOK O FLOPPY DISK

Q AUDIO TAPE U VIDEO TAPE

0 OTHER( SPECIFY)

0, RECORD SERIKS SEQUENCE
% ALPHABKT I CAL

5% CHRONOLOG I CAL,
U GEOGRAPHICAL
0 omER(sSPECIrY)

. YoLuMK

Ik PILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

RGEEN o orveR(sPECIFY)

ANNUAL ACCLMULAT ION

B FILE DRAVER(S) .
- O MICROFILM REEL(S) |

KCESZR O COMPUTER TANE(S) '
Q orven(seectey)

1. pig 18 usen 12. pILK DECOMES IMACTIVE AFTER I
a o 3 o ; o
DAILY WEDQ.Y H uormLy RUREEY MONTY( 3) YEAR(S) |

13. CUHRENT LOCATION(S) { BL.DG, , FLLOOR, ROOM
*201 W. Preston St., Third Floor, Rm. 322

Baltimore, MD 21201

14. 18 RECORD SERIES DUPL ICATED ELSEWHERE?

tip vis, srEciry rooncy Ox OFrick)
0 yxs ¥ no

18. ACCESS RESTRICTIONS O wms IXnNO
{1r Yoo, ciTe Law(n) & mREouLaTION(S) .

16. AUDIT REQUIREMENTS

A NONE O STATE DO FEDERAL, 0 INDEPENDENT

17. 18 AN INDEX SYGTEM USED? (1r vas.x)3PLAIR
SRIEFLY AND DEECRIRR ANY HARDRARK/SOFTWARK )

,g( YE8 O NO

18. RECOMMENDED RETENTION

PLEASE RETAIN PERMANENTLY

18, NAME AND TITLE OF PREPARER

Aleisha Green/nlb

20.
225-5019

TELEPHONK NUMEER

23. DATK

08/26/91 '

DGS 330-4 (REVISED 2/87)

7




.

JUSTRUCTIONS - - TYPE OR PRINT A

SEPARATE FORM FOR KACH NEW OR

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES, FORWARD 7278 WATERLOO ROAD
\TH RECORDS RETENTION SCHEDULE P.O. BOX 273 , 4 of S
‘ $80-1) : JESSUP, MARYLAND 20704 ACE
R
| 1. DEFARTMENT/AGENCY 2. pivision AIDS Admn. 3. waT

Dept. of Health & Mental Hygien Epidemiology & Prevention
: g g

Youth Outreach

A GROUP OF RELATKD REKCOARDS NORMALLY FlLED

AKFERENCK AS WELL AW RETKNYION ANO DIGPFODITION PURPQICS

DEFINITION-RECORD SERIES-

. . .

RECORD SERIES TITLE
Recommendations

4.

AND USKD AB A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR.

X IsK HK PES OF INFORMAT) DOCUMENTS /FORMSES FOUND
¢. RECORD SERIES DESCRIPTION (PRIEFLY DESCR e TY an/ /

‘SN THE SERIES.

INCLUDK THE PURPOSE QR FUNCTION OF THK BEriKS )

1. AIDS School Settlng POllcy 9. Ethnic Pbpulatibns
2. Consensus Development Conferences 10. Education
3. Spread of AIDS to Law Enforcement & .
Fire Department Personnel
4. AIDS Literature, Mail, & Materials
5. Surgeon General's Report on AIDS
6. Federal Register
7. Budget
8. H.E.R.O.
7. RECORD SERIES FORMAT(S) 8. RECORD SERIKS SEQUENCE 8. VOLUME
EXLETTER SIZE O MICROFILM B ALPHAEST | CAL M FILE DRAVER(S)
: O MICROFILM REEL(S)
‘u:cu. SIZE O COMPUTER TAPE 0 NUMERICAL O COMPUTER TAPE(S)
: RuweE “ O OTHER(SPECIFY
O pounD BOOK 0O FLOPPY DISK ® CHRONOLOGICAL R( )
O AUDIO TAPE 0O VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCUMULATION

O OTHER(SPECIFY)

O OTHER(SPECIFY)

O FILE DRAWER(S) :
O MICROFILM REEL(S) |
KRUGGRER O COMPUTER TAPE(S5)

Q m’ma(,szsmm_____i

1. riLe 13 usen 12. FILE BECOMES INACTIVE AFTER
Q pAlLY 0 wEEKLY X8 moNTHLY 3 . O MONTH(S) XX YEAR(S) ‘
RUREER |
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROON) 14. 18 RECORD SERIKS DUPLICATED ELSEWHERE?

*+ 201 W. Preston St., Flr. 3, Rm. 322
Baltimore, MD 21201

tir vxs, sreciry soxncy on orFrice)
0 ves 8 No

15. ACCESS RESTRICTIONS Qyes B no
lir ves, ciTx taw({s) & RxGuLATION(S)

16. AUDIT REQUIREMENTS

Gk NONE O SBTATE 0O FEDERAL 0O INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (1r vxs,zxrLaiN
BRIKFLY AND DEKSCRIRR ANY MHDIAREIIO"IARI)

xl;v.:snuo

ALL.FILES STORED CHRONOLOGICALLY.

[

RECOMMENDED RETENT I1ON

-

PLEASE RETAIN PERMANENTLY

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Aleisha Green/nlb 225-5019 . 08/16/91
F16.7 o 3/ |

DG3 3s0-4 (REVISED 2/87)




o - . -
~

o

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

REVISED RECORD SERIES. FORWARD
RECORDS RETENT |ON SCHEDULE

$80-1) JESSUP,

DEFPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIV IS 10N
727% WATERLOO ROAD
P.O. BOX 278

MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE __5 " ._5_

1. DEFARTMENT/AGENCY

Dept. of Health & Mental Hygijen

T
3..D|V|‘|°N AIDS Admn.
Epidemiology & Prevention

3. WINIT

Youth Outreach

A GROUP OF RELATED RECORDS NORMALLY FlLED

- i e
DT O O S marxnEnce As wELL Aw_mxvENTION ANG Plgrosiyion Punroncs

4. RECORD SERIES TITLE

MD State Wide Project for AIDS Education & Risk Reduction

AND u:kn AB A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1?85 TO 1986

‘IN THE SBERIKES.

n KSCRIBK THE TYPES OF INFORMATI DOCUMNENTS /FORMS FOUND
RECORD SERIKS DESCRIPTION |"!XFLY D an/ /

INCLUDR THE PURPOSBE QR FUNCTION OF THK sarics|

MD STATE WIDE PROJECT FOR AIDS EDUCATION & RISK REDUCTION:

File 1: Business Proposals
File 2: Cooperative Agreement
File 3: Financial Proposals
File 4: 1Impact Project )
File 5: Red Cross Notices/Health & Safety
File 6: Technical Proposals _
File 7: Telephone Information & Referral Service
File 8¢9 AIDS Reading Files — 1985 and 1986 '
7. RECORD SERIES FORMAT(S) 8. RECORD SKRIKS SEQUENCE $. VOLUME
- ‘ G FILE DRAVWER(S)
0 AXTTER SI1ZE O MICROFILM q(ALPHAETICAI.’ then 0 MICROFILM REEL(S)
.I.IGM. S81ZE 0O COMPUTER TAPE 0 NMMERICAL O COMPUTER TAPE|S)
' ROMEER o v sPECIFY )
0 BouND BOOK O FLOPPY DISK 6 CHRONOLOG I CAL, .

0 AUDIO TAPE 0O VIDEO TAPE
O OTHER| SPECIFY)

O GEOGRAPHICAL
O OTHER([SPECIFY)

ANNUAL ACCUMULAT O

¥ FILE DRAWER(S)

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

Q QTHER| SPECLEY.)

1. piLE 1S UsED

Q pailLy 0 wEEKLY ZXK MONTHLY

12. rFILE BECOMES INACTIVE AFTER

mﬁnu O MONTH(S) & YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
* 201 W. Preston St., Floor 3, Rm. 322
Baltimore, MD 21201

14. 18 RECORD SERIKS DUPL ICATED ELSEWHERE?

tir veu, sreciry sagncy on orrick)
O vxs g no

18. ACCESS RESTRICTIONS ogves ¥ no
(1r ves, c17x LAN(S) & RxcuLATION|S)

16. AUDIT REQUIREMENTS

BXNONE O STATE O FEDERAL D INDEPENDENT |

17. 18 AN INDEX SYSTEM USED? {ir vas.x>:PLAIN
BRIEFLY AND DESCRIRER ANY HA"D.AR&/IOFT'AR‘)

@ves )
ALL’' RECORDS STORED IN CHRONOLOGICAL ORDER

@

18. RECOMMENDED RETENTION

PLEASE RETAIN PERMANENTLY

o
I18. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEBER 21. DATK
Aleisha Green/nlb 225-5019 .. 08/16/91
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