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St..Mary's College of Maryland
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Item
No. Description Retention

1.

•

Board of Trustees Minutes

Minutes of the meetings of the Board of Trustees
of the College.

President's Office
A. Statistics

Annual reports of enrollment, degree, grades,
and racial/ethnic statistics for the institution

B. Commencement/Graduation Lists

Official programs or lists identifying students
who have successfully completed all academic
requirements and are graduating from the
institution.

Comptroller
A. Audit Reports

Signed copies of reports conducted by persons
or agencies other thatn the Legislative Auditors

B. Accounting Documents

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

C. Accounting Reports

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

Retain permanently.
Transfer periodically
to the State Archives.

Retain permanently.
Transfer periodically to
College Archives.*

Retain permanently.
Transfer periodically
to College Archives.*

Retain permanently.
Transfer periodically
to College Archives. *•

Retain for 3 years and
until all audit require-
ments have been fulfilled
then destroy.

Retain^oiPj) tyei&r<s~ and
until all audit require-
ments have been fulfilled
then destroy. . ,
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RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHED'JLt
N0 1395
PAGE
NO of 4

Item

No Description Retention

5.

6.

Personnel
A. Employee Personnel Files - Inactive

Alphabetical files for former personnel. Files
contain the MS-310 form or 311 contract form,
benefit information, any court or legal
documents, evaluations, letters of commendation
or reprimand, copies of appointment letters,
and annual pay rate information. Files for
employees leaving the college before 1988 have
been microfilmed.

B. Payroll Exemption Reports

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

Administrative Services
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.

B. 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.

B. 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.

Microfilm files after
employee leaves the
college. Retain film
permanently, transfer to
College Archives.*

Retain permanently. Transfer
periodically to College
Archives.*

Retain permanently. Transfer
periodically to College
Archives.*

Retain permanently. Transfer '
periodically to College \
Archives.* i

Retainj?ermartently. Transfer
periodically to College
Archives.*

Retain permanently. Transfer
periodically to College
Archives.*



1 < > > M I'M ' RECORDS RETENTION AND DISPOSAL SCHEDULE
R E V '• 7S (CONTINUATION SHEET)

Item
No.

7.

8.

9.

Description

Physical Plant
A. Blueprints and Specifications

Architect's blueprints and drawings for
campus buildings and renovations and copies
of the building requirements as established by
the architects and the college. Submittal
reports varifying compliance with the
specifications are filed with Specifications.

B. Toxic Reports

Reports and documentation for asbestos, PCB,
and water inspections. These are the only
reports documenting workers activity with
asbestos removal and the locations and serial
numbers of transformers with PCB.

Advancement Office
A. Catalog

The official college catalog issued annually
describing college policies, course and degree
offerings and listing faculty and administratic

B. Alumni Board Records

Minutes and financial ledgers of the Alumni
Council (formerly Board of Governors).

C. Foundation Board Records

Minutes and financial ledgers of the St. Mary's
College Foundation, Inc., an independent fund-
raising organization. The Foundation is
responsible for the purchase of art work,
furniture and boats for the college as well
as supporting programs.

Financial Aid
A. Perkins Loan Records

Files for students receiving Perkins Loan
funds containing promissory notes and records
of payment. Loan regulations require that
the original promissory note be retained
permanently.

B. Student Financial Aid Records

Alphabetical files for each student
requesting or receiving financial assistance
containing FAF, budget forms, application
forms, and award letters.

j

SCHEDULE

NO. 1395

NO. 3 of 4
*

Retention

i

Retain permanently. Transfer
periodically to College
Archives.*

I

Retain permanently. Transfer
periodically to College
Archives.*

., •

<

Retain permanently. Transfer
periodically to College

n.Archives.*

Retain permanently. Transfer '
periodically to College
Archives.*

Retain permanently. Transfer
periodically to College
Archives.*

Reta±»..-pexi»aae«fcly >>• Transfer

perl|odiq*l.l^\,l^»pbli^|^ jj
AXCLyi-VGS • u i

Retai

r i

* „ , « : ' i i

| i

i files for 5 years affter;
studehtgvg*ad*iat%' *bf 'leaVe's j
the coll'ege~p"erm*anently and
until all audit requirements
have been fulfilled, then
destroy.

1
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SCHEDULE

NO. 1395
PAGt
NO. Of 4

Item

No. Description Retentior

10.

1 1 .

12 .

Health Services
A. Controlled Drugs

Dispensing log recording student name,
prescription information, nurses and physicians
signatures for each prescription issued for
a controlled drug.

B. Drug Inventory Books

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

C. 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.

D. Vaccination Records

A set of records identifying all students
receiving a vaccination during a special
mumps vaccination program conducted by the
College.

Natural Science and Mathematics Division
A. Radiation Records

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

Public Safety
A. 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.

B. 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
students 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.

* if College Archives ceases
operation or is no longer
maintained, transfer to
State,. Archives. '



INSTRUCTI QMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 880-1 )

^P>EFARTMENT / AGENCY

St. Mary's College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

Board of Trustees

AGENCY RECORDS INVENTORY

PACE 1 OF 2(p

S. UNIT

DEFINITION-RECORD SERIES-A GROUP OK RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS BBUL. AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Minutes

8. EARLIEST YEAR/LATEST YEAR

1928__ TO __19?1_

6. RECORD SERIES DESCRIPTION (BRII"'l"Y DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
| 'IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES]

Minutes of the meetings of
the Board of Trustees of the College. Original minutes are held on campus for 10 years and
then transferred to the State Archives.

7. RECORD SERIES FORMAT(S)

XK LETTER SIZE O MICROFILM

D LEGAL SIZE • COMPUTER TAPE

BOOK O FLOPPY DISK

TAPE D VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

Q NUMERICAL

^CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

2
NUMBER

1 FILE DRAWER(S)
• MICROFILM REEL(S)
O COMPUTER TAPE(S)
D OTHER{SPECIFY)

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

NUMBER ° COMPUTER TAPE(S)
D QTHFRISPPrIFY \

II. FILE IS USED

O DAILY WEEKLY MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER
1 0 D MONTH(S) BXYEAR(S)

N T J W B E T T

13. CURRENT LOCATION!S) (BLDG..FLOOR,ROOM)
State Archives /Calvert Hall - President's

office

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, SPECIFY /.OENCY OR OFFICE)
• YES Ac NO

18. ACCESS RESTRICTIONS O YES
(IF YES, CITE LAB(S) a REGULATION IS)

16. AUDIT REQUIREMENTS

XX NONE D STATE • FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARC/SOFTWARE)

D YES XX NO

18. RECOMMENDED RETENTION

Retain permanently. transfer "periodically

to State Archives. ;£.* V "r'.. ̂ ' '; m •

"NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

2 0 . TELEPHONE NUMBER

(301)475-7844

21 . DATE

3/13/91

DCS 8 5 0 - 4 (REVISED 2 / 8 7 )



INSTRUCT IQM^--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 980-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE OF

APARTMENT/AGENCY
St. Mary's College of Maryland

2. DIVISION

President's Office
3. UNIT

DEFINITION-RECORD SERIES-A O R O W Or »«LATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE
Statistics

B. EARLIEST YEAR/LATEST YEAR

TO 1991

8. RECORD SERIES DESCRIPTION /BRI<tpruY DESCRIBE THE TYPES OF INFORMATtON/DOCUMBNTS/PORMS POUND
•IN THE SERIES. INCLUDE THE PURPOSE OJt FUNCTION OF THE SSP/1ES)

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

7. RECORD SERIES FORMAT(S)

jftLETTER SIZE O MICROFILM

O LEGAL SIZE D COMPUTER TAPE

BOOK a FLOPPY DISK

TAPE a VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

O NUMERICAL

$cCHRONOLOGICAL

a GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
jl FILE DRAWER(S)
D MICROFILM REEL(SJ

3" D COMPUTER TAPE(S)
NUMBER D OTHER(SPECIFY)

0.5"

10. ANNUAL ACCUMULATION
3? FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
D QTHFR(RPFrlFY)

! u. FILE IS USED

D DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

]0 ° MONTH(S) SkYEAR(S)

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

Calvert Hall
14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY AOEKCY OR OFFICE)

D YES

IS. ACCESS RESTRICTIONS • YES
(IF YES, CITE LAB(S) a REGULATION!s)

16. AUDIT REQUIREMENTS

SXNONE D STATE D FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (ir YES.E>^LAIN
BF.IEFL.Y AND DESCRIBE ANY HARDBARE,/ SOFTWARE )

• YES NO

IB. RECOMMENDED RETENTION

Retain Permanently.

1

NAME AND TITLE OF PREPARER

Jan Blodgett
2 0 . TELEPHONE NUMBER

(301) 475-7844
2 I . DATEW,,-: ;> .

DCS 5S0-4 (REVISED 2/87)



INSTRUCT 1 QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 890-1 )

^B>EFARTMENT/AGENCY
St. Mary's College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION
President's Office

AGENCY RECORDS INVENTORY

PACE Jj OF 2.(Q

3 . UNIT

DEFINITION-RECORD SERIES-* O R O U I' O|r "SLATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS IEU. AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Commencement/Graduation Lists
8 . EARLIEST YEAR/LATEST YEAR

TO 1990

6. RECORD SERIES DESCRIPTION / B R I K | r u r "BBCRIBB THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Official programs or
*ar

identifying students who have successfully completed all
academic requirements*are graduating with a specific class.

7. RECORD SERIES FORMAT(S)

^ ^ T T E R SIZE O MICROFILM

D LEGAL SIZE Q COMPUTER TAPE

BOOK O FLOPPY DISK

TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

B NUMERICAL

*3 CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

1
NUMBER

DRAWER(S)
MICROFILM REEL(S)
COMPUTER TAPE(S)
OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

^ FILE DRAWER(S)
D MICROFILM REEL(S]
P COMPUTER TAPE(S)

II . PILE IS USED

D DAILY WEEKLY MONTHLY

lZ* FILE BECOMES INACTIVE AFTER

10 D MONTH(S) i

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

Calvert Hall
14. IS RECORD SERIES DUPLICATED ELSEWHERE 1

(IF YES, SPECIFY /.OEKCY OR OFFICE)

Q YES BXNO

15. ACCESS RESTRICTIONS O YES SS NO

(IF YES, CITE LAB(S) a RBOULATION(S)
16. AUDIT REQUIREMENTS

&CNONE D STATE D FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YK S . E>:P LA IN

BRIEFLY AND DESCRIBE ANY HARDBARs/SOFTWARE

D YES OCX NO

IS. RECOMMENDED RETENTION

Retain permanently.
.!*#

NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

(301) 475-7844
2 I . DATE

3/13/91

DGS 350-4 (REVISED 2/87)



INSTRUCTI QMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 380 -1 )

^BEFARTMENT/AGENCY

St. Mary's College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

Comptroller

AGENCY RECORDS INVENTORY

p A « M> OF 2£?.

3. UNIT

DEFINITION •RECORD SERIES-* O B O U P O F MLATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFOBEB

4. RECORD SERIES TITLE

Audit Reports

8. EARLIEST YEAR/LATEST YEAR

1979 TO 1991

6. RECORD SERIES DESCRIPTION l" R l l t | r i " Y DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Signed copies of independent auditors final reports.

7. RECORD SERIES FORMAT(S)

JBJLETTER SIZE O MICROFILM

O LEGAL SIZE • COMPUTER TAPE

BOOK O FLOPPY DISK

TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

G NUMERICAL

XJDC CHRONOLOO ICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

1

DRAWER(S)
MICROFILM REEL(S;
COMPUTER TAPE(S)
OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

ZKF1LE DRAWER(S)
a MICROFILM REEL(S)
D COMPUTER TAPE(S)
D CffHFRlfiPFrlFVl

1"

I U . FILE IS USED

a DAILY WEEKLY TO MONTHLY

12. FILE BECOMES INACTIVE AFTER

_ 10 D MONTH(S) EXYEAR(S)
NUMBERS

13. CURRENT LOCAT1ON{S) (BLDG..FLOOR,ROOM)

Margaret Brent Bldg. Comptroller's Office
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

t IF YES, SPECIFY /.OCNCY OR OFFICE )
P YES 5& NO

IS. ACCESS RESTRICTIONS O YES
(IF YED, CITE LAW(B) & REOULATIONIS)

16. AUDIT REQUIREMENTS

XXB NONE D STATE O FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USED? [IF Y«B.(EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDBARE./SOFTWARE ) 18. RECOMMENDED RETENTION

YES NO Retain Permanently.

j,,. ,. ... s, -, « f , ̂  e ..'

'NAME AND TITLE OF PREPARER

Jan Blodgett / County Archivis

20. TELEPHONE NUMBER

(301) 475-7844
2 I . DATE

3/13/91

DGS 550-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 5B0 -1 )

APARTMENT/AGENCY

St. Mary's College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

2. DIVISION

Comptroller

AGENCY RECORDS INVENTORY

PACE OF 2k
3. UNIT

OEFIN IT ION-RECORD SERIES-A QROUP Or RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS »El.L AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Accounting Documents

8 . EARLIEST YEAR/LATEST YEAR
1987 TO _._199L

S. RECORD SERIES DESCRIPTION lBRIIrFl-Y DESCRIBE THE TYPES Or INPORMATION/DOCUMBNTB/PORMS FOUND
'IN THE SERIES. INCLUDE THE PURPOSE OM FUNCTION OF THE SERIES)

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)

D LETTER SIZE D MICROFILM

O LEGAL SIZE • COMPUTER TAPE

BOOK O FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

SPEC IFY J

size varies

8. RECORD SERIE8 SEQUENCE

• ALPHABETICAL

Q NUMERICAL

B& CHRONOLOGICAL

Q GEOGRAPHICAL

• OTHER(SPECIFY)

9. VOLUME

25
NUMBER

5OC FILE DRAWER! S)
D MICROFILM REEL(S]
D COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
XX FILE DRAWER!S)

8 D MICROFILM REEL(s;
• COMPUTER TAPE(S)
D nrnFB(sPFrifY)

11. FILE IS USED

O DAILY EXWEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

3 D MONTH(S) 5QCYEAR{S)

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

Margaret Brent Bldg.

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE!
( I F YES, SPECIFY /.OENCY OR OFFICE)
D YES B NO

15. ACCESS RESTRICTIONS O YES # NO
( I F Y E S , C I T E L A V ( S ) ft R E G U L A T I O N ! S )

1 6 . AUDIT REQUIREMENTS

D NONE BXSTATE D FEDERAL D"JNDEPENDENT

17. IS AN INDEX SYSTEM USED* ( I F YES.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDBARE/SOFTWARE)

O YES fi, NO

18. RECOMMENDED RETENT I ON •- •

;

• - — • -

Retain for 3 years and until all audit
requirements haveibeen fulfilled, then
destroy. «

rr: NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

(301) 475-7844
21. DATE

3/13/91

DCS 5S0-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
[DGS 880 - 1 }

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE h OF

:PARTMENT/AGENCY

St. Mary's College of Maryland

2. DIVISION

Comptroller
3. UNIT

DEFINITION-RECORD SERIES-A OltOUP O F ""LATED RCCOROB NORMALLY FILED AMD USED AS A UNIT rOR
REFERENCE AS »ELX AS RETENTION AND DISPOSITION PUHPO8EB

4. RECORD SERIES TITLE

Accounting Reports
8 . EARLIEST YEAR/LATEST YEAR

1985 TO 1991

6, RECORD SERIES DESCRIPTION ( BR'KriLY DIICRIK THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OF THE SBFTtES

J

Copies of reports generated by the Comptroller's Office including Contracts,
Invoice Printouts, and Student Year-End Printouts.

7. RECORD SERIES FORMAT(S)

0 LETTER SIZE ° MICROFILM

Q LEGAL SIZE D COMPUTER TAPE

^KOUND BOOK ° FLOPPY DISK

D AUDIO TAPE O VIDEO TAPE

XB OTHER(SPECIFY)

computer printouts

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

0 NUMERICAL

&SCHRONOLOG1CAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

' ' • FILE IS USED

° DAILY jft WEEKLY D MONTHLY

'3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Margaret Brent Bldg.

IS. ACCESS RESTRICTIONS • YES OxNO
(IF YES, CITE LAV(S) & RSOULATION(S)

17. IS AN INDEX SYSTEM USEDT (|F YES.EXPLAIN
BMKPL.Y AND DESCRIBE ANY HAROIARC/ SOFTWARE )

a YES ̂ N O

^T NAME AND TITLE OF PREPARER

Jan Blodgett / County Archivis

S. VOLUME
HXFILE DRAWER(S)
• MICROFILM REEL(S)

7 D COMPUTER TAPE(S)
N U M B E" D OTHER(SPECIFY)

10. ANNUAL ACCUMULAT1 ON
fr^FILE DRAWER(S)

2 0 MICROFILM REEL(S)
NUMhKH ° COMPUTER TAPE(S)

D OTHFRlRPFr1FV1
12 • FILE BECOMES INACTIVE AFTER

5 D MONTH(S) *3 YEAR(S)

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, SPECIFY AOEKCY OR OFFICE)
D YES XXNO

16. AUDIT REQUIREMENTS

O NONE 30KJSTATE ° FEDERAL Xtt INDEPENDENT

16. RECOMMENDED RETENT1 ON * i

* ". ti-: :. •' V
Retain for 5 years and until all audit *
requirements have been fulfilled, then ;,
destroy. ^

>

2 0. TELEPHONE NUMBER

t (301)475-7844

21. DATE

3/13/91

DGS 3 5 0 - 4 ( R E V I S E D 2 / 8 7 )



INSTRUCT 1 QMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 550 -I )

-a»—
^^•>EFARTMENT /AGENCY
^ ^ Mary's College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 7 5 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

Personnel

AGENCY RECORDS INVENTORY

PAGE / OF 2.U

3. UNIT

DEFINITION-RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPpBEB •__

4. RECORD SERIES TITLE

Employee Personnel Files - Inactive

5. EARLIEST YEAR/LATEST YEAR
? TO 1QQ1

6. RECORD SERIES DESCRIPTION (•R""rUY DESCRIBE THE TYPES Of INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Alphabetical files for former personnel. Files contain the MS-310 form, benefit informaion,
any court or legal documents received, evaluations, letters of commendation or reprimand,
copies of appointment letters and annual pay rate information. Some file have been
microfilmed.

7. RECORD SERIES FORMAT(S)

X5f3c LETTER SIZE O MICROFILM

° LEGAL SIZE D COMPUTER TAPE

BOOK D FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Ck ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

jgkFlLE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

N U M B E* • OTHER(SPECIFY)

I 0. ANNUAL ACCUMULATI ON
XkFlLE DRAWER(S)

\ O MICROFILM REEL(S)
NUMBER D COMPUTER TAPE(S)

a
ill. FILE IS USED

O DAILY O WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

D MONTH(S)

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

Margaret Brent Bldg. - Personnel office

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

D YES %. NO

15. ACCESS RESTRICTIONS B YES • NO
(IF YES, CITE LAV(S) A REGULATION!S)

MD Annotated Code. State Government § 10-616(h)

16. AUDIT REQUIREMENTS

SXNONE • STATE ° FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( I F YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDBARE./ SOFTWARE )
I 8. RECOMMENDED RETENTIQN

• ( .

D NO Retain permanently. Records may be
microfilmed and the microfilm copy
retained permanently.

NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

(301)475-7844

2 I . DATE

3/13/91

DCS 550-4 (REVISED 2/87)



INSTRUCT 1 QMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 850-1 )

^^EFARTMENT /AGENCY

St. Mary's College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

Personnel

AGENCY RECORDS INVENTORY

PACE O OF 2&>

3. UNIT

DEFINITION-RECORD SERIES-* °"OUI* Or R B L A T B D RECORDS NORMALLY FILED AND USED A0 A UNIT FOR
REFERENCE A« KEL-L AS RETBNTIOW AND DIBPOSITION PURPOSES •

4. RECORD SERIES TITLE

Payroll Exemption Reports
8 . EARLIEST YEAR/LATEST YEAR

? TO 1991

6. RECORD SERIES DESCRIPTION IBRIKP1-Y DESCRIBE THE TYPEB OF INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OF THE SERIES]

Printout issued by the State payroll office on which 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)

O LETTER SIZE ° MICROFILM

a LEGAL SIZE • COMPUTER TAPE

BOOK ° FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHER{SPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

O NUMERICAL

B SCHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

XS FILE DRAWER(S)
• MICROFILM REEL(S
a COMPUTER TAPE(S)

10. ANNUAL ACCUMULATION
^ FILE DRAWER(S)

^ n MICROFILM REEL(S)
° COMPUTER TAPE(S)
• OTHFRl SPFP I P"Y

11 . FILE IS USED

O DAILY *k WEEKLY MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

2 *

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

Margaret Brent Bldg - Personnel Office
14. IS RECORD SERIES DUPLICATED ELSEWHERET

( I F YEB, SPECIFY /.OEKCY OR O F F I C E )
XB YES D NO State Payroll Division

1 5 . ACCESS RESTRICTIONS BP^YES D NO
( I F YES, CITE L A H ( S ) ft R B O U L A T I O N I 8 )

MD Annotate Code. State Government §10-616(h)

16. AUDIT REQUIREMENTS

D NONE BXSTATE D FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN

BF.-IEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE ) 18. RECOMMENDED

I
Retain permanently as official payroll

records \

NAME AND TITLE °F PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

(301) 475-7844

21. DATE '

3/13/91

DCS 550-4 (REVISED 2/87)



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

^^>EFARTMENT/AGENCY
S^\ Mary's College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

Administrative Services

AGENCY RECORDS INVENTORY

PAGE 1 OF ZC=>

3. UNIT

DEFINITION-RECORD SERIES-* O B O U F o r ««LATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS KELL AS RETENTION AND DISPOSITION PURPOSES •

4. RECORD SERIES TITLE

Budget Amendments
8 . EARLIEST YEAR/LATEST YEAR

1980 TO 1991

6. RECORD SERIES DESCRIPTION lBRIIt'ruY DESCRIBE THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Requests sent to the Governor's Office to request 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
revenue for the college.

7. RECORD SERIES FORMAT(S)

XK3XTTER SIZE • MICROFILM

Q LEGAL SIZE • COMPUTER TAPE

BOOK • FLOPPY DISK

FAUDIO TAPE 0 VIDEO TAPE

O OTHER(SPECIFY)

6. RECORD SERIES SEQUENCE

n ALPHABETICAL

D NUMERICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

1"
N U M B B*

EKF1L.E DRAWER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
XS FILE DRAWER(S)

I" O MICROFILM REEL(S)
° COMPUTER TAPE(S)
D QTHTRlRPFriFVl

II. FILE IS USED

E DAILY WEEKLY ^MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER
10

NTJWBTTB*
a MONTH(S) SXYEAR(S)

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

Office

14. IS RECORD SERIES DUPLICATED ELSEWHERET
I IP" YES, SPECIFY /.8ENCY OR OFFICE)
YES D NO (Governor's Office)

15. ACCESS RESTRICTIONS • YES ffx
(IF YES, CITE LAB(B) & RBOUUATION(s)

16. AUDIT REQUIREMENTS

O NONE X*k STATE D FEDERAL BX| NDEPENDENT

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

• YES NO

18. RECOMMENDED RETENTIOJi

m
Retain permanently. ""

NAME AND TITLE OF PREPARER

JanBlodgett/ County Archivist

2 0 . TELEPHONE NUMBER

(301) 475-7844
2 1 . DATE

3/13/91

DCS 8 5 0 - 4 (REVISED 2 / 8 7 )



INSTRUCT 1 QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH MEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 580-1 )

^fciEFARTMENT/AGENCY
S^r Mary's College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 78 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

2. DIVISION

Administrative Services

AGENCY RECORDS INVENTORY

PACC (Q OF 24»

3. UNIT

DEFINITION-RECORD SERIES-* O R O U F O r HKLATED RECORDS NORMALLV FILED AND USED AS A UNIT
REFERENCE AS »ELL AS RETENTION AND DISPOSITION fURPQSEg

4. RECORD SERIES TITLE

EEO Statistics
5. EARLIEST YEAR/LATEST YEAR

TO 1QQ1

! 6. RECORD SERIES DESCRIPTION lBRII"ri"Y DESCRIBE THE TYI»ES Of IN FORMAT I ON/DOCUMENTS/FORMS FOUND
I c- - • .. • j ^ I N •^HE r?eRl£S' -, INCLUDE THE PURPOSE OR FUNCTION OF THE BCRIESI

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

7. RECORD SERIES FORMAT(S)

fixLETTER SIZE O MICROFILM

G LEGAL SIZE • COMPUTER TAPE

BOOK O FLOPPY DISK

TAPE D VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

xSxCHRONOLOGICAL

n GEOGRAPHICAL

D OTHER{SPECIFY)

9. VOLUME
XHXp||_E DRAWER(S)
• MICROFILM REEL(S)

1 O COMPUTER TAPE(S)
N U M B B» D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
XB FILE DRAWER(S)

6,, • MICROFILM REEL(S)
NTJHBETT ° COMPUTER TAPE{S)

D OTHFBfSPrrlFYl .
II. FILE IS USED

Q DAILY WEEKLY fix MONTHLY

l 2 t FILE BECOMES INACTIVE AFTER

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

Margaret Brent Bldg. Administrative Services
Office

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
I IF V I S , SPECIFY AOENCY OR OFFICE)
D YES XX NO

15. ACCESS RESTRICTIONS 5fk YES O NO
( I F YES, CITE L A B ( B ) ft RBOULATION(S)

MD ANNOTATED CODE STATE GOVERNMENT § 10-617(c)

16. AUDIT REQUIREMENTS

^ NONE D STATE D FEDERAL lNDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF Y*8.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE)

Q YES S9x NO

18. RECOMMENDED RETENTION __..„«"•

Retain permanently. •.;•'' v '"

NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

(301)475-7844

21. DATE" ''

3/13/91

DCS 350-4 (REVISED 2/87)



INSTRUCT 1 QMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS SBO- I )

^^KFARTMENT/AGENCY
^r^ Mary's College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7279 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

Registrar

AGENCY RECORDS INVENTORY

PACE I \ OF 24>

S. UNIT

DEFINITION-RECORD SER1ES-A O R O U F O r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
HBFERENCK AS 1BLL AS RETENTION AND DISPOSITION PURPOBEB

4. RECORD SERIES TITLE

Transcripts/Academic Records

S. EARLIEST YEAR/LATEST YEAR
197.6 TO 1991

! 6. RECORD SERIES DESCRIPTION ("R'KFUY D « C R I B K T H K TYFEB Or INFCRVATION/DOCUMENTS/FORWS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SOFTIES)

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. Since 1987 transcript

information is maintained in a computer database rather than in hard copy. Paper

versions of the other reports are still maintained.

7. RECORD SERIES FORMAT(S)

x£ LETTER SIZE O MICROFILM

• LEGAL SIZE 3 COMPUTER TAPE

BOOK O FLOPPY DISK

"AUDIO TAPE • VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

ftc ALPHABETICAL

n NUMERICAL

D CHRONOLOGICAL

B GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

HXFILE DRAWER(S)
• MICROFILM REEL(S)

J.2 O COMPUTER TAPE ( S )
NUMBER Q OTHER ( spec FY)

10. ANNUAL ACCUMULATION

S@ F , L E DRAWER(S)

6" O MICROFILM REEL(S)
D COMPUTER TAPE(S)
a QTHFR(RPFrlFV)

II . FILE IS USED

Q DAILY WEEKLY flxMONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

O MONTH(S) RXYEAR(S)
HP* IS-

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

Anne Arundel Hall - Room 108

14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY AOEKCY OR OFFICE)

D YES CK»O

IS. ACCESS RESTRICTIONS .ft YES • NO

(IF YES, CITE LAV(S) & RBOULATION(S)

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

16. AUDIT REQUIREMENTS

O STATE • FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN

BF.'IEPLY AND DESCRIBE ANY HAROBARe/ SOFTWARE )
18. RECOMMENDED RETENT

a YES NO 1
Retain permanently. it^ifl >*

NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

301-475-7844

2 I . DATE

3/13/91

DCS 550-4 (REVISED 2/87)



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

(DGS 5 8 0-1 )

^PDEFARTMENT/AGENCY

St. Mary's College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 76 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

Registrar

AGENCY RECORDS INVENTORY

PACE 12. or 2£>

S. UNIT

DEFINITION-RECORD SERIES-* O R O U * O F KKLATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE A« MKIJ. AS RETENTION AND DISPOSITION

4. RECORD SERIES TITLE

Schedule of Classes

B. EARLIEST YEAR/LATEST YEAR
TO 1991

S. RECORD SERIES DESCRIPTION ( * R ' K P U V DESCRIBE THE TYPES OP INFORMATI ON/DOCUMENT 8/FORMS POUND
IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OP THE SERIES)

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

O LETTER SIZE O MICROFILM

D LEGAL SIZE D COMPUTER TAPE

A o U N D BOOK O FLOPPY DISK

D AUDIO TAPE O VIDEO TAPE

KKoTHER(SPEC IFY)

size varies

8. RECORD SERIES SEQUENCE

0 ALPHABETICAL

Q NUMERICAL

E GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

NUMBER

xS FILE DRAWER(S)
Q MICROFILM REEL(S;
COMPUTER TAPE(S)
OTHER(SPECIFY)

I 0. ANNUAL ACCUMULATI ON
X 6 FILE DRAWER(S)

1" O MICROFILM REEL(S)
NTJHSETT D COMPUTER TAPE(S)

._D nrwrpffiPFriFV\

I I . FILE IS USED

° DAILY D WEEKLY XK MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

D MONTH(S) BxYEAR(B)

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

Anne Arundel Hall Room 108
14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IP YES, BPECIPY /.OENCY OR OFFICE)
D YES

15. ACCESS RESTRICTIONS • YES XX|SIO

(IP YE8, CITE LA«(s) A RBOUUATION(S)
16. AUDIT REQUIREMENTS

3 NONE Q STATE D FEDERAL INDEPENDENT

17. IS AN INDE3|C SYSTEM USEDt (|p YE8.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDlARc/SOFTWARE)

a YES gx NO

18. RECOMMENDED RETENTION

Retain permanently. H

NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

(301) 475-7844

2 1. DATE

3/13/91

DGS 550-4 (REVISED 2/87)



IHSTRUCT1QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS S80 -1 )

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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION
Physical Plant

AGENCY RECORDS INVENTORY

PAGE 1 3 OF 2.(f>

3. UNIT

DEFINITION-RECORD SERIES-A GROUP OP RELATED RECORDS NORMALLY
1 PILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •__

4. RECORD SERIES TITLE
Blueprints and specifications

S. EARLIEST YEAR/LATEST YEAR
1960 TO 1991

6. RECORD SERIES DESCRIPTION (
IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS FOUND

INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES]

Architect's blueprints for campus buildings and blueprints for renovations along
with copies of the building requirements as established by the architects and the
college. Submittal reports varifying compliance with the specifications are filed
with the specification books.

7. RECORD SERIES FORMAT(S)

£k LETTER SIZE O MICROFILM

O LEGAL SIZE O COMPUTER TAPE

BOOK O FLOPPY DISK

'AUDIO TAPE O VIDEO TAPE

OTHER(SPECIFY)

plats

8 . RECORD SERIES SEQUENCE

^ALPHABETICAL

O NUMERICAL

n CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPEC1 IT)

9 . VOLUME

20 c
NUMBE

lf

• F I L E DRAWER(S)
n MICROFILM REEL(S)
D COMPUTER TAPE(S)
D OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION
• FILE DRAWER(S)
D MICROFILM REEL(S)
D COMPUTER TAPE(S)
D cn-HFR(sprriirv)

ill.
FILE IS USED

O DAILY WEEKLY Qc MONTHLY

12. FILE BECOMES INACTIVE AFTER

O MONTH(S)
_SBH

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

Maintenance Building
1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?

I IP YES, SPECIFY AQEKCY OR OFFICE)
D YES TO NO

15. ACCESS RESTRICTIONS • YES &CNO
(IF YES, CITE LAW(S) A REGULATION!S)

16. AUDIT REQUIREMENTS

5xNONE • STATE • FEDERAL INDEPENDENT

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

BF.IEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

° YES fix NO

1 8 . RECOMMENDED RETENTION

Retain permanently. •

NAME AND TITLE OF PREPAFER

Jan Blodgett/County Archivist
2 0 . TELEPHONE NUMBER

(301)475-7844
2 I . DATE

3/L379.1-. *•'• 'i«r-.v

DCS 3 5 0 - 4 (REVISED 2 / 8 7 )



INSTRUCT 1 Q M S - - T Y P E OR P R I N T A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS SBO-1 )

I^BEPARTMENT/ACENCY

St. Mary's College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P . O . BOX 275

JESSUP, MARYLAND 20794

2 . DIVISION

Physical Plant

AGENCY RECORDS INVENTORY

PAGE 1 4 OF 2.(<>

8 . UNIT

DEFINITION-RECORD SERIES-A O R O U P Ol* "KLATED RECORDS NORMALLY1 FILED AND USED AS A UNIT FOR
AS »ELL AS RETENTION AND PI BPO8 ITI ON PUHPOBEB __

4. RECORD SERIES TITLE
Toxic Reports

S. EARLIEST YEAR/LATEST YEAR

? TO 1991

6. RECORD SERIES DESCRIPTION fBRIKF1-Y DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE Oft FUNCTION OF THE SBFMES

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.

7. RECORD SERIES FORMAT(S)

XKLETTER SIZE • MICROFILM

D LEGAL SIZE • COMPUTER TAPE

BOOK Cl FLOPPY DISK

'AUDIO TAPE a VIDEO TAPE

OTHER(SPECIFY)

6. RECORD SERIES SEQUENCE

O ALPHABETICAL

G NUMERICAL

S^CHRONOLOGICAL.

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME
BXF1LE DRAWER(S)
MICROFILM REEL(S)
COMPUTER TAPE(S)
OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
XD FILE DRAWER(S)

6" • MICROFILM REEL(S)
NUMBKB a COMPUTER TAPE(S)

D OTHFR(SPFrlFY)

I I I . FILE IS USED

D DAILY O WEEKLY MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER
1 0 D MONTH(S) YEAR(S)

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

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

D YES

IS. ACCESS RESTRICTIONS Q YES XB NO
(IF YES, CITE LAV(S) ft RBOULATION(S)

16. AUDIT REQUIREMENTS

D STATE O FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( I F YES.E>7LAIN

BF.'IEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

a YES cP NO

18. RECOMMENDED RETENTION

Retain Permanently'.*""'^.-,

NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

(301) 475-7844
2 I . DATE

kfii-yfat1'

DCS 550-4 (REVISED 2/87)



IUSTRUCTI QMS - -TYPE OR PRINT A
SEPARATE FOWM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS BBO-I }

DEPARTMENT OF GENERA]. SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 15 OF

APARTMENT/AGENCY

St. Mary's College of Maryland

2. DIVISION

Advancement Office
S. UNIT

Publications

DEFINITION-RECORD SERIES-* °*OU* o r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT TOR
REFERENCE AS 1BI.J. A* RETENTION AND DISPOSITION FUWPOSEa

4. RECORD SERIES TITLE

Catalog

8. EARLIEST YEAR/LATEST YEAR

1Q7.fi TO 1991

8. RECORD SERIES DESCRIPTION / B R' K r u Y DESCRIBE THE TYPES OF INFORMAT I ON/DOCUMENT8/PORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OK FUNCTION OF THE SERIES)

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

7. RECORD SERIES FORMAT(S)

D LETTER SIZE D MICROFILM

D LEGAL SIZE D COMPUTER TAPE

BOOK O FLOPPY DISK

AUDIO TAPE • VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

O NUMERICAL

GEOGRAPHICAL

OTHER(SPECIFY)

>. VOLUME

NUM

DRAWER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULATI ON
^ FILE DRAWER(S)
,0 MICROFILM REEL(S)
O COMPUTER TAPE(S)
D OTHER/ RPFC I P"Y \

I > . FILE IS USED

D DAILY SxWEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
D MONTH(S) 2QCYEAR(S]

NUM

t3. CURRENT LOCATION{S) (BLDG.,FLOOR,ROOM)

Baltimore Hall (Library) Maryland Room

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

1 5 . ACCESS RESTRICTIONS Q YES jfltNO

( I F Y E S , C I T E L A B ( S ) a R B O U L A T I O N ( S )

1 6 . AUDIT REQUIREMENTS

gxNONE D STATE D FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( I F Y*B.KXPLAIN

Br.'lEPLY AKD DESCRIBE ANY HARDBARC/SOFTWARE )

• YES NO

16. RECOMMENDED RETENTION

Retain permanently.

NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMBER
(301) 475-7844

21. DATE
3/13/91

DCS 550-4 (REVISED 2/87)



INSTRUCT 1QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 980-1 )

^pEFARTMENT/AGENCY

St. Mary's College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

Advancement Office

AGENCY RECORDS INVENTORY

PACE l(o OF 2l»

3. UNIT

Alumni Affairs

DEFINITION-RECORD SERIES-* O R O U * O F «"«-ATED RECORDS NORMALLY PILED AND USED AS A UNIT POR
WEFERENCE AS IBU. AS RETENTION AND DISPOSITION PURPOSES

| 4. RECORD SERIES TITLE

Alumni Board

8 . EARLIEST YEAR/LATEST YEAH

1Q77 TO 1QQ1

6. RECORD SERIES DESCRIPTION lBRIItFl-Y DESCRIBE THE TYPES OP INPORMATION/DOCUMENTS/PORMS POUND
•IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OP THE SEPIEI)

Minutes and financial ledgers of the Alumni Council (formerly Board of Governors).

These files represent the administrative and fiscal records of the organization.

7. RECORD SERIES FORMAT(S)

^XLETTER SIZE • MICROFILM

° LEGAL SIZE • COMPUTER TAPE

BOOK • FLOPPY DISK

TAPE E VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

O NUMERICAL

XCJ CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

xS FILE DRAWER(S)
O MICROFILM REEL(S)

1 D COMPUTER TAPE(S)
N U M B K * D OTHER!SPECIFY)

10. ANNUAL ACCUMULATION

FILE DRAWER( S)
MICROFILM REEL(S)
COMPUTER TAPE(S)
OTHgR(SPFrlFY)

1 M * FILE IS USED

Q DAILY WEEKLY xB MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

MONTH(S) j&YEAR(s;

JB2BT "
IS. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

White House/Alumni Office

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlP YES, 8PECIPY /.OEKCY OR OFFICE )
Q YES XfiXNO

J5. ACCESS RESTRICTIONS • YES

( IP YES, CITE LA«(B) A RBOULATI ON{S)

16. AUDIT REQUIREMENTS

D NONE flXSTATE ° FEDERAL 2tt INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( | p YEB.E>7LAIN

BRIBFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

a YES NO

18. RECOMMENDED RETENTION

Retain permanently.!.* ;_,\ , y r \"

NAME AND TITLE OF PREPAREH

Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

(301)475-7844

2 I . DATE .. '

3/13/91

DCS 850-4 (REVISED 2/87)



INSTRUCTION^--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 5B0 -1 )

^^EPARTMENT/AGENCY

St. Mary's College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

Advancement Office

AGENCY RECORDS INVENTORY

p * « /*/ OF ^I6»

3 . UNIT

Foundation

DEFINITION'RECORD SERIES-* O R O U F O r "LATSO RECORDS NORMALLY PILED AND USED AS A UNIT POR
REFERENCE AS »EU- AS RETENTION AND DISPOSITION PURPOBEB

4. RECORD SERIES TITLE
Foundation Board

5. EARLIEST YEAR/LATEST YEAR
1971 TQ 1991

6. RECORD SERIES DESCRIPTION (BR""ruY DESCRIBE THE TYPES Or INPORMATI ON/ DOCUMENTS /FORMS POUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

Minutes and financial records of the St. Mary's College of Maryland Foundation, Inc. an
independent fund-raising organization. The Foundation is responsible for the purchase
of art work, furniture and boats for the college. The records represent the administrative
and fiscal history of the Foundation.

7. RECORD SERIES FORMAT(S)

R2LETTER SIZE • MICROFILM

n LEGAL SIZE Q COMPUTER TAPE

BOOK O FLOPPY DISK

IO TAPE D VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

rffc^CHRONOLOG ICAL.

° GEOGRAPHICAL

D OTHER(SPECIFY)

0. VOLUME

X3&3F1LE DRAWER(S)
n MICROFILM REEL(S]

7 \ D COMPUTER TAPE{S)

• OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

XXflUE DRAWERJ S)
1/2 D MICROFILM REEL(S)

° COMPUTER TAPE(S)
D QTHFRI SPFrl FV \

I I I . FILE IS USED

O DAILY EXWEEKLY 0 MONTHLY

12. FILE BECOMES INACTIVE AFTER

10 D MONTH(S) XKYEAR(S)
NUMBER

13. CURRENT LOCATIONS) ( BLDG., FLOOR, ROOM)

Calvert Hall/White House
14. IS RECORD SERIES DUPLICATED ELSEWHERET

f IP YES, SPECIPY /.OEN'CY OR OPPICE)
D YES

15. ACCESS RESTRICTIONS • YES jftNO

(IP YES, CITE LAW(s) * REOULATI ON(S)
16. AUDIT REQUIREMENTS

NONE STATE FEDERAL XJOC INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (ip YES.EXPLAIN

BRIEFLY AKD DESCRIBE ANY HARDBARE/SOFTWARE)

O YES feNO

I 8. RECOMMENDED

Retain permanently.

NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

(301) 475-7844

2 I . DATE

3/13/91

DGS S50-4 (REVISED 2/87)



INSTRUCT 1 QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 550 -I )

^»:PARTMENT/ACENCY

St. Mary's.College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION
Financial Aid

AGENCY RECORDS INVENTORY

PAGE /8 OF 2C»,

3 . UNIT

DEFINITION •RECORD SERIES-* O R O U I* O r ""LATED RECORDS NORMALLY1 FILED AND USED AS A UNIT FOR
REFERENCE AS KELL AS RETENTION AND DISPOSITION PURPOSES •__

4. RECORD SERIE8 TITLE

Perkins Loan File

B. EARLIEST YEAR/LATEST YEAR

1970 TO 1991

6. RECORD SERIES DESCRIPTION (BRIKri-r DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OK FUNCTION OF THE SERIES)

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

7. RECORD SERIES FORMAT(S)

Q LETTER SIZE O MICROFILM

B LEGAL SIZE • COMPUTER TAPE

BOOK • FLOPPY DISK

TAPE a VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

Q NUMERICAL

XXQ CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

NUMBER

&XFILE DRAWER(S)
• MICROFILM REEL(S;
O COMPUTER TAPE(S)
D OTHER{SPECIFY)

7 "

10. ANNUAL ACCUMULATION
X£*F|LE DRAWER(S)
D MICROFILM REEL(S)
a COMPUTER TAPE(S)
D QTHFBlRPFriryl

II . FILE IS USED

O DAILY WEEKLY ScMONTHLY

12. FILE BECOMES INACTIVE AFTER

10 D MONTH(S) x5 YEAR{S]
NUMBER

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

Margaret Brent Bldg. Financial Aid Office
14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY AOENCY OR OFFICE)

D YES

15. ACCESS RESTRICTIONS XKYES D NO

(IF YES, CITE LAW(S) A REOUUATIONIs)

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

16. AUDIT REQUIREMENTS

O NONE *kSTATE BxFEDERAL Sxi NDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES,EXPLAIN

BF.-IBFI.Y AND DESCRIBE ANY HARDWARE./ SOFTWARE )

Q YES NO

16. RECOMMENDED RETENTION

Retain permanently.

'NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

20. TELEPHONE NUMBER
(301) 475-7855

21. DATE

3/13/91

DCS 5 8 0 - 4 (REVISED 2 / 8 7 )



INSTRUCTIONS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 5 8 0 •!)

^AEFARTMENT /AGENCY

St. Mary's College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

Financial Aid

AGENCY RECORDS INVENTORY

PAGE f*? OF 26>

3. UNIT

DEFINITION-RECORD SER1ES-A O R O U P O F ""LATBD RECORDS NORMALLY FILBD AND USED AS A UNIT FOR
REFERENCE AS BELL AS RETENTION AND DIBPOBITI ON PURPOSES

4. RECORD SERIES TITLE

Student Financial Aid Files

8 . EARLIEST YEAR/LATEST YEAR
1981 TO 1991

6. RECORD SERIES DESCRIPTION (BRIIr'rUY DESCRIBE THE TYPES OF INFORMATION/DOCUMENT8/PORMS FOUND
•IN THE SERIES. INCLUDE THE PURPO8E OR FUNCTION OP THE BURIES)

Alphabetical files for each stytent requesting or receiving financial assistance. Files
are maintained for the student's academic career and become inactive upon graduation or
the student permanently leaving the college. The files contain the FAF, budget forms,
application form, and award letters.

7. RECORD SERIES FORMAT(S)

XX LETTER SIZE O MICROFILM

O LEGAL SIZE • COMPUTER TAPE

BOOK O FLOPPY DISK

TAPE E VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

XXX ALPHABETICAL

O NUMERICAL

D CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

1,0
N U M B E*

DRAWER(S)
MICROFILM REEL(S)

0 COMPUTER TAPE ( S )
• OTHER(SPECIFY)

z

10. ANNUAL ACCUMULATI ON

^FILE DRAWER(S)
D MICROFILM REEL(S]
D COMPUTER TAPE(S)
D QTHFB( SPFr I F/)

! n.FILE IS USED
O DAILY WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

D MONTH(S)
NUMBER

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

Margaret Brent - Financial Aid

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
I IF YES, SPECIFY /.OENCY OR OFFICE)
• YES B3NO

IS. ACCESS RESTRICTIONS KB YES O NO
(IF YES, CITE LAR(S) a RBOULATION(S)

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

16. AUDIT REQUIREMENTS

O NONE 5^5TATE jftjfEDERAL fif INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YKB. EXPL-A IN

BF.IEFLY AKD DESCRIBE ANY HARDIARC/SOFTWARE )

Q YES £k NO

IS. RECOMMENDED RETENTION

Retain inactive files 5 years after .-'__ •.
student graduates or leaves rt-hie college-
permanent ly or until all "audits'*are S*
completed, whichever is later.

'NAME AND TITLE O F PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

(301) 475-7844

21. DATE

3/T3/'9i

DCS 550-4 (REVISED 2/67)



INSTRUCTION?--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 580 -1

St. Mary's College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 279

JESSUP, MARYLAND 2 07 94

2. DIVISION
Health Services

AGENCY RECORDS INVENTORY

OF

> . UNIT

DEFINITION-RECORD SERIES-* O R O U P O r ""LATED RECORDS NORMALLY FILED AND UBED AS A UNIT FOR
REFERENCE AS I'EU. AS RETENTION AND DiaKSITION PURPOBEB •

4. RECORD SERIE8 TITLE
Controlled Drugs

5 . EARLIEST YEAR/LATEST YEAR
1987 TO 1991

j 6. RECORD SERIES DESCRIPTION (•R""rUY DESCRIBE THE TYPES or INPORMATION/DOCUMENTS/PORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE O« FUNCTION OF THE SERIES]

Dispensing log recording the student name, prescription tag from the drug bottle,

nurses signature and physicans signature for each prescription issued for a controlled

drug.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

D LEGAL SIZE ° COMPUTER TAPE

BOOK D FLOPPY DISK

"AUDIO TAPE a VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

D NUMERICAL

CHRONOLOGICAL

GEOGRAPHICAL

OTHER(SPECIFY)

B. VOLUME

S FILE DRAWER(S)
Q MICROFILM REEL(S

1" O COMPUTER TAPE(S)
N U M B K * • OTHER(SPECIFY)

I 0. ANNUAL ACCUMULATI ON

B FILE DRAWER(S)
„ ,.„• MICROFILM REEL(S)

NUMBEH ° COMPUTER TAPE(S)

D QTHFPIRPFriryl
I I .FILE IS USED

BXDAILY WEEKLY MONTHLY

1 2 ' FILE BECOMES INACTIVE AFTER
10

NUMBER
MONTH(S) SXYEAR(S]

13. CURRENT LOCATION(S)

Health Center
BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY /.OEKCY OR OFFICE)

a YES ra NO

15. ACCESS RESTRICTIONS ^ Y E S 0 NO

(IF YES, CITE LAW(B) & REGULATION!S)

Md Annotated Code. State Government §10-616(i)

16. AUDIT REQUIREMENTS

O NONE D STATE O FEDERAL £x«NDEPENDENT

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

BF.IEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

D YES HX NO

I B . RECOMMENDED RET

Retain Permanently.

. »•••>[• ^*» S

'NAME AND TITLE OF PREPARER

Jan Blodgett / County Archivist
20. TELEPHONE NUMBER

(301)475-7844

2 I . DATE

3/13/91

DOS 550-4 (REVISED 2/87)



INSTRUCT 1 QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 880 -1 )

^AEFARTMENT/AGENCY
St^ Mary's College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 78 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

Health Services

AGENCY RECORDS INVENTORY

PAGE 2 i, OF 2.0,

3. UNIT

DEFINITION-RECORD SERIES-A GROUP Or RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL Ag RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Drug Inventory Books

8. EARLIEST YEAR/LATEST YEAR
1987 TO 1991

I 6. RECORD SERIES DESCRIPTION (•R""'l-V DESCRIBE THE TYPES OP" INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Ring binder with separate sheets for each drug used by the Health Center. The sheets

record when drugs were ordered, received, and each time one is administered.

7. RECORD SERIES FORMAT(S)

2OcLETTER SIZE O MICROFILM

a LEGAL SIZE O COMPUTER TAPE

BOOK O FLOPPY DISK

TAPE D VIDEO TAPE

OTHER(SPEC I FT)

8. RECORD SERIES SEQUENCE

^ALPHABETICAL

• NUMERICAL

D CHRONOLOGICAL.

O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

3"
NUMBER

DRAWER(S)
O MICROFILM REEL(S]
D COMPUTER TAPE(S)
0 OTHER(SPECIFY)

I 0. ANNUAL ACCUMULATION

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

in. FILE IS USED

Q DAILY MONTHLY

12. FILE BECOMES INACTIVE AFTER
1 0

NUMBER
D MCMTH(S)

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

Health Center
14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY AGENCY OR OFFICE)

a YES

15. ACCESS RESTRICTIONS D YES SxNO

(IF YES, CITE LAB(S) A REGULATION!S)

16. AUDIT REQUIREMENTS

&NONE O STATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

0 YES NO

IB. RECOMMENDED RETENTION

Retain Permanently.

'NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

(301) 475-7844

2 I . DATE

3/13/91

DGS 950-4 (REVISED 2/87)



IMbTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 580 -I )

^B>EFARTMENT/AGENCY

St. Mary's College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION
Health Services

AGENCY RECORDS INVENTORY

PAGE 22. OF 2.C-

3. UNIT

DEFINITION-RECORD SERIES-* O R O U F O F ""LATED RECORDS NORMALLY* FILED AND USED AS A UNIT rOR
REFERENCE AS »EU. AS RETENTION AND DISPOSITION FURPOBEB

4. RECORD SERIES TITLE

Health History Forms
8. EARLIEST YEAR/LATEST YEAR

1985 TO 1991

6. RECORD SERIES DESCRIPTION IBRIKFILY DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SBPIESj

Completed health history forms for all entering students. The forms contain information
n immunization, medical conditions, and previous treatments. 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)

LETTER SIZE D MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOOK D FLOPPY DISK

"AUDIO TAPE a VIDEO TAPE

° OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

xxfl ALPHABETICAL

• NUMERICAL

0 CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER{SPECIFY)

9. VOLUME

NUMBER

DRAWER(S)
MICROFILM REEL(S]

D COMPUTER TAPE(S)
0 OTHER(SPECIFY)

I 0. ANNUAL ACCUMULATION

XB FILE DRAWER(S)

1 O MICROFILM REEL(S)

NUMBER n COMPUTER TAPE(S)
• OTHFRlSPFrlFYl

I I I . FILE IS USED

O DAILY MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER
1 0

N.UMEE7T
MONTH(S) YEAR(S]

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

Health Center

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

D YES

15. ACCESS RESTRICTIONS XBXYES D NO

(IF YES, CITE LAW(B) Si REOULATION(S)

MD Annotated Code. State Government §10-616(i)

16. AUDIT REQUIREMENTS

Q O STATE ° FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( I F YES .BXPI-A IN

BRIEFLY AND DESCRIBE ANY HARDIARc/SOFTWARE)
18. RECOMMENDED RETENTION

Q YES NO
Retain 5 years after student" gradu"ate,s or

leaves the college permanently'. .

NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

(301) 475-7844

2 I . DATE

3/13/91''

DCS 550-4 (REVISED 2/87)



INSTRUCT ION?--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 580 -1 )

^^EPARTMENT/AGENCY
^rt. Mary's College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 7 8 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION
Health Services

AGENCY RECORDS INVENTORY

PAGE 2"b OF 26»

3. UNIT

DEFINITION-RECORD SERIES-A OROUP OF RELATED RECORDS NORMALLY
1 FILED AND USED A8 A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOBEB

4. RECORD SERIES TITLE

Vaccination Records
8 . EARLIEST YEAR/LATEST YEAR

1989 TO

6. RECORD SERIES DESCRIPTION .BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES

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)

^LETTER SIZE D MICROFILM

O LEGAL SIZE ° COMPUTER TAPE

BOOK O FLOPPY DISK

TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O^ ALPHABETICAL

D NUMERICAL

O CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

SVlLE DRAWER(S)
Q MICROFILM REEL(S)

1 • COMPUTER TAPE(S )
NUMBfe* • OTHER{SPECIFY)

10. ANNUAL ACCUMULATION
D FILE DRAWER(S)

Q O MICROFILM REEL(S)
° COMPUTER TAPE(S)
D OTHFB|SPFrlFY)

111. FILE IS USED

d DAILY ° WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

.in__ D MONTH(S) x5YEAR{S]

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

Health Center

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, SPECIFY AGENCY OR OFFICE)
D. YES 33s NO

15 ACCESS RESTRICTIONS x:£ YES • NO
(IF YES, CITE LAcr(s) A RBOULATIONI s)

MD Annotated Code. State Government § 10-616(i)

16. AUDIT REQUIREMENTS

^ O STATE ° FEDERAL INDEPENDENT

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

BF.IKFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

YES dFx
NO

18. RECOMMENDED RETENTION

Retain for 1
date of t

NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist

20. TELEPHONE NUMBER

(301) 475-7844

DGS 550-4 (REVISED 2/87)



INSTRUCT 1 QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 980-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 2H OF

S^rM
FARTMENT /AGENCY

Mary's College of Maryland
2. DIVISION

Natural Science & Mathematics
3. UNIT

DEFINITION-RECORD SERIES-* O R O U P Or RELATED RECORDS NORMALLY1 FILED AND USED AS A UNIT FOR
REFERENCE AS »EU- AS RETENTION AND D18FO8ITI6N PURPOBEB

4. RECORD SERIES TITLE

Radiation Records
8. EARLIEST YEAR/LATEST YEAR

TJ7ZL TO 1 QQ1

6. RECORD SERIES DESCRIPTION (BRIII|ri-Y DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

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)

5&LETTER SIZE O MICROFILM

O LEGAL SIZE • COMPUTER TAPE

BOOK ° FLOPPY DISK

TAPE D VIDEO TAPE

OTHER{SPECIFY)

8. RECORD SERIES SEQUENCE

° ALPHABETICAL

O NUMERICAL

x£k CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

4"
N U M B E*

DRAWER(S)
MICROFILM REEL(S)
COMPUTER TAPE(S )
OTHER(SPECIFY)

I 0. ANNUAL ACCUMULATI ON
D FILE DRAWER(S)

Q ,-i,O MICROFILM REEL(S]
b'g D COMPUTER TAPE(S)

• QTHFBlRPFrIFY
I 1 . FILE IS USED

Q DAILY WEEKLY CkaiONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

° MONTH(S)

1 3 . CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Kent Hall - Division Office

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, SPECIFY /.OEKCY OR OFFICE)
D YES ^ NO

IS. ACCESS RESTRICTIONS Q YES jftNO
(IF YES, CITE LAV(S) a REGULATION!s)

16. AUDIT REQUIREMENTS

g NONE O STATE D FEDERAL D INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( | p Y E S . E > 7 L A I N
BF.-IBFLY AKD DESCRIBE ANY HARDBARE./ SOFTWARE )

YES NO

IS. RECOMMENDED RETENTION

Retain permanently.

NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist
20. TELEPHONE NUMBER

(301) 475-7844

21. DATE

'3/137-91

DGS 580-4 (REVISED 2/67)



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

WITH RECORDS RETENTION SCHEDULE

(DGS.850-1)

^^BEFARTMENT/AGENCY
St. Mary's College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

Z. DIVISION
Public Safety

AGENCY RECORDS INVENTORY

PACE 25 OF 2-£

S. UNIT

DEFINITION-RECORD SERIES-* O R O U* Or RELATED RECORDS NORMALLY FILED AND USED AS A UNIT
• REFERENCE AS H U AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Desk Logs
8. EARLIEST YEAR/LATEST YEAR

TO 1991

8. RECORD SERIES DESCRIPTION {•RMr''l-Y DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OF THE SERIES)

Daily reports listing all activities by officers. Includes checkOin and out times,
reports of calls, summary of action taken and times.

7. RECORD SERIES FORMAT(S)

SETTER SIZE O MICROFILM

Q LEGAL SIZE • COMPUTER TAPE

BOOK a FLOPPY DISK

TAPE D VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

Q NUMERICAL

CHRONOLOGICAL

GEOGRAPHICAL

OTHER(SPECIFY)

9. VOLUME

N U M B E*

FILE DRAWER(S)
MICROFILM REEL(S]

O COMPUTER TAPE(S)
Q OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
X3t) FILE DRAWER(S)

6" 0 MICROFILM REEL(S]
D COMPUTER TAPE ( S )
D QTHFPf RPFr I FY )

I I I . FILE IS USED

2& DAILY WEEKLY MONTHLY

IZ.

10
FILE BECOMES INACTIVE AFTER

NUMBER
D MONTH(S)

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

Public Safety Bldg
14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY /.OENCY OR OFFICE)
O. YES R NO

IS. ACCESS RESTRICTIONS O YES ^ NO
(IF YES, CITE LA«(S) & REOULATION(S)

16. AUDIT REQUIREMENTS

NONE D STATE D FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|F YEB.EXPLAIN
BF.IEFLY AKD DESCRIBE ANY HARDBARE:/ SOFTWARE )

O YES XX NO

18. RECOMMENDED RETENTION

Retain permanently.

NAME AND TITLE OF PREPARER
Jan Blodgett/County Archivist

Z0. TELEPHONE NUMBER

(301) 475-7844

2 I . DATE
' •> ir • ' W

3/13/91 '

DGS 550-4 (REVISED 2/87)



INSTRUCT IQNf--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 5 8 0 - 1 )

jj^KFARTMENT/AGCNCY
Ŝ T Mary's College of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P . O . BOX 278

JESSUP, MARYLAND 20794

2 . DIVISION
Public Safety

AGENCY RECORDS INVENTORY

PACE "26 OF ̂ (f

3 . UNIT

DEFINITION-RECORD SERIES-* O R O U P O r «"»-ATED RECORDS NORMALLV FILED AND USED AS A UNIT FX)R
REFERENCE A» KELJ- KB RETENTION AND DISPOSITION fURPOBEg

4. RECORD SERIES TITLE

Incident/Crime Reports
8 . EARLIEST YEAR/LATEST YEAR

? TO 1 Q Q 1

j 6. RECORD SERIES DESCRIPTION ( *"*' "'IUY DESCRIBE THE TYPES OP" INFORMATI ON/DOCUMENTS/FORMS FOUND
| IN THE SERIES. INCLUDE THE PURPOSE OK FUNCTION OP THE SERIES)

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.

7. RECORD SERIES FORMAT(S)

xS LETTER SIZE O MICROFILM

Q LEGAL SIZE O COMPUTER TAPE

BOOK O FLOPPY DISK

TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

£>CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER{SPECIFY)

9. VOLUME

2
NUMBER

DRAWER(S)
0 MICROFILM REEL(S)
D COMPUTER TAPE(S)
Q OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
t? FILE DRAWER(S)

, D MICROFILM REEL(S]
NUMBWR ° COMPUTER TAPE(S)

D
11 .FILE IS USED

D DAILY CK WEEKLY MONTHLY

12 • FILE BECOMES INACTIVE AFTER
10 D MONTH(S) OoyEAR(S]

NUMBER
13. CURRENT LOCATION(S) (BLDC.,FLOOR,ROOM)
Public Safety Bldg

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

D YES SsNO

15. ACCESS RESTRICTIONS tSXyES • NO
(IF YES, CITE LAW(B) ft REOULATI ON(S)

MD Annotated Code. State Government § 10-618(f)

16. AUDIT REQUIREMENTS

SxNONE Cl STATE D FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YtS.EVLAIN
BF.-IEFLY AND DESCRIBE ANY HARDBARe/ SOFTWARE )

D YES XJCKX NO

18. RECOMMENDED RETENTION

Retain permanently-. -;„„.

NAME AND TITLE OF PREPARER

Jan Blodgett/County Archivist
2 0 . TELEPHONE NUMBER

(301)475-7844

DATE

DCS 550-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

RECORDS RETENTION SCHEDULE
BIO-I)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX*27I

JE8SUP, MARYLAND 207*4

AGENCY RECORDS INVENTORY

PACE I or 5

I. DEFARTMENT/AGENCY

Dept. of Health & Mental Hygiene

2. DIVISION A I D S A d m n .

Epidemiology & Prevention

1. UNIT

Youth Outreach

DEFINITION-RECORD SERIES** ailOOP O F "*LATKD MCOOIIDI NORMALLY PILKD AMD UfCD AS A UNIT FOR
IWKRKNCK A« »KU A» RETENTION ANO PIBfOBITION

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

I. EARLIEST YEAR/LATEST YEAR
1/88 TO 12/88

1 4. RECORD SERIES DESCRIPTION lmHIKrl-r DBBCRIBE THE TVPEB Of INPORMATIQN/DOCUMENTB/PORMfl POUND
•IN THE SERIES. . INCLUDE THE PUMOIE OR FUNCTION Of TMK ••rMKC)

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

7. RECORD SERIES FORMAT(S)

BXLETTER 8IZE O MICROFILM

CAL SIZE • COMPUTER TAPE

D SOUND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPS

O OTHERJSPECIFY)

•. RECORD SERIES SEQUENCE

^ALPHABETICAL

O NUMERICAL

# CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

». VOLUME

3c#ILE DRAWER(S)
• MICROFILM REEL(S)
O COMPUTER TAPEJSJ

R U f i S S F D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

QxFILE DRAWER(S)
O MICROFILM REEL(S)

KUUbtfH ° COMPUTER TAPE(S)
n '4-

II. FILE IS USED

Q DAILY Q WEEKLY SxMONTHLY

' * * FILE BECOMES INACTIVE AFTER
,, 1 . O MONTH(S) 19 YEAR(S)

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

201 W. Preston St., Floor 3, Rm. 322
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlP VC*. SPECIFY AOKNCY OR OPPICK)
D YES

IB. ACCESS RESTRICTIONS 0 YES ^ NO
(IP VKO, CITE LAW(>) * RKOUUATION(•)

l«. AUDIT REQUIREMENTS

STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDt { IF VK8.K>J>LAIN
AND DKBCRIBK ANY HAnDMARK,/aOPT«ARK)

YES ,.' NO All files stored according
to year.

I•. RECOMMENDED RETENTION

PLEASE RETAIN PERMANENTLY

I*. NAME AND TITLE OF pREPARER
Aleisha Green/ nib

20. TELEPHONE NUMBER

225-5019

21. DATE

08/16/91

DCS HO-4 (REVISED X/97) 3/



INSTRUCT I QMS --TYPE OB PHI NT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
ITH RECORDS RETENTION SCHEDULE

••0-1J

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X7• WATERLOO ROAD
P.O. BOX*X7I

JESSUP, MARYLAND 207M

AGENCY RECORDS INVENTORY

^ -
I. DEPARTMENT/AGENCY

Dept. of Health & Mental Hygien

X. DIVISION A I D S A d m n >

Epidemiology & Prevention

J. UNIT

Youth Outreach Program

DEFINITION-RECORD SERIES*A GROUP OF RKLATKO RCCORDB NORMALLY PI LSD AMD UIKD AS A UNIT PON
BKFKRKNCK AB TBLL A* HKTKNT1OH ANO PfPOBITION rtmPOBEa •_

4. RECORD SERIES TITLE

Governor's Task Force on AIDS Drafts/Notes

•. EARLIEST YEAR/LATEST YEAR
1/86 TO 12/86

«. RECORD SERIES DESCRIPTION l
UHtKt'l'r

•IN THE SERIES.

1986 Governor's Task Force on AIDS:

TM« TYPKS OP IHPORMATIQN/DOCUMKNTfl/PORMfl POUND
. IHCLUDK THK PURPOSE PR FUNCTION OP THK

File 1-3
File 4
File 5
File 6
File 7
File 8
File 9
File 10

Agenda Documents & Materials
Articles on AIDS
Correspondence
Tables, Reports, & House Bills
Governor's Advisory Council
Governor's Interdepartmental AIDS Workshop
Briefing Book
Minutes

7. RECORD SERIES FORMAT(S)

tfLETTER SIZE O MICROFILM

|LEGAL 8IZE ° COMPUTER TAPE

• BOUND BOOK O FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

O OTHER(SPECIFY)

t. RECORD SERIES SEQUENCE

rfALPHABETICAL t h e n

0 NUMERICAL

4\ CHRONOLOOICAU

O CEOCRAPHICAL

O OTHER(SPECIFY)

>. VOLUME

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

******* 0 OTHER (SPECIFY)

10. ANNUAL ACCUMULATION

C^FILE DRAWER(S)
a MICROFILM REEL(S)

fH' ° COMPUTEH TAPE(S)
n R(SPFriFY)

II. FILE IS USED

Q DAILY O WEEKLY tk MONTHLY

IX.

WUM

FILE BECOMES INACTIVE AFTER

. , O MONTH(S) <*YEAR(S)

IS. CURRENT LOCATION(S) (BLDO..FLOOR,ROOM)
' 201 W. Preston St., Rm. 322, Floor 3

Baltimore, MD 21201

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlP VCS, SPECIFY AOKNCY OR OPPICK)
Q YES ft NO

II. ACCESS RESTRICTIONS O YES $ NO
(SP VKB, CITK LAW(a) * R«OUUATION(S)

l«. AUDIT REQUIREMENTS

5 NONE • STATE O FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM USED! JIP YKS.EXPLAIN
•nlKPLY ANO DESCRIBE AMY HAHDBARK/BOPTBARS)

• YES O NO

ALL RECORDS FILED CHRONOLOGICALLY.

It. RECOMMENDED RETENTION

PLEASE RETAIN PERMANENTLY

I*. NAME AND TITLE OF PREPARER

Aleisha Green/nib

20. TELEPHONE NUMBER

225-5019

21. DATE

08/16/91

DCS J50-4 (REVISED 2/«7) 3/



tHSTKDCTIQNS--TYPg OR PRINT A
SEPARATE. FORM FOR EACH NEW OR
REVt6EO RECORD SERIES. FORWARD

| WITH RECORDS RETENTION SCHEDULE
iApos ••••I)

| I. DCFARrMENT/ACENCY

Dept. of Health & Mental Hygiene

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX** 71

JESSUP, MARYLAND 20784

2. DIVISION

Epidemiology & Prevention

AGENCY RECOROS INVENTORY

PACE 3 OF 5

3. UNIT

Youth Outreach

DEFINIT'.ON-RECORD SERIES-A OltOUP Of lUtUATKO RECORDS NORMALLY FILCD AMD U8KO AB A UNIT PON
AB »gtx. AI RKTKNTIOW AND PIUPOBITIOW ruwroggg ;__

4. RECORD SERIES TITLE

h
GENERAL CORRESPONDENCE

V. EARLIEST YEAR/LATEST YEAR
83 T O 88

1.
2.
,3.
A.
5.

6.
7.
8.
9.

10.

RECORD SERIES DESCRIPTION I•"'Kri*r D««CnlB« THK TVPM OF" INPORMATIOM/DOCUMENTB/PORMS FOUND
•IM THE SERIES. . -- —

AIDS HTLV Grant Applications ,
AIDS HTLV Testing Sites 12

• 13

IHCLUOB TMIC FURPOBC OR FUNCTION OF THK BKITICSI
11. Speakers on AIDS

Out of State Testing Sites •
General Correspondence
Center for Diseases Control (CDC)
Contracts & Proposals •
Procurement Manual for Service Contracts
House of Corrections \
Local Health Departments I?)
Nursing Homes/Admit. Homeless,/Patients

15.

Staff Meetings/Minutes
Reading Files/1985-88
Weekly Reports
AIDS and Substance Abuse

7. RECORD SERIES FORMAT(S)

gxLETTER SIZE O MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

Q AUDIO TAPE Q VIDEO TAPE

0 OTKER(SPECIFY)

RECORD SERIES SEQUENCE

^ALPHACKTICAL

Q fUMCRICAL.

CSOCRAPHICAL

OTHER(SPECIFY)

t. VOLUME

*fc FILE DRAWER(S)
Q MICROFILM REEL(S)
COMPUTER TAPE(S)

* O OTKER(SPECIFY)

10. ANNUAL ACCUMULATION

AcriLE DRAWER(S)
O MICROFILM REEL(S)

A ° COMPUTER TAHE(8)

nlspefi '4-
11 * Fll^ IS USED

Q DAILY O WEEKLY

•*• FILE BECOMES INACTIVE AFTER
^ O MCtffH(S) D YEAR(S)

II. CUHRENT LOCATION!S) (BLDG..FLOOR,ROOM)
•201 W. Preston St., Third Floor, Rm. 322
Baltimore, MD 21201

14. IB RECORD SERIES DUPLICATED ELSEWHERET
I IP YK«, •FKCIPY AOSNCY ON OFFICK)
O YES TO NO

II. ACCESS RESTRICTIONS O YES
(ir VKS, CITC LAB(B) * RBOUUATION(S) .

1«. AUDIT RCQUIRCMENTa

A NONE Q STATE O FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IP YK«.EXPLAIN
• RIBPLV AKD OKBCRIBB AMV HAROBARcVBOPTVARK)

D YES D NO

It. RECOMMENDED RETENTION

PLEASE RETAIN PERMANENTLY

I B . NAJ.dC AND TITLE °f PREPAREII

Aleisha Green/nib

20. TELEPKONK NUMBER

225-5019

21 . DATE

08/26/91

DCS J50-4 (REVISED X/«7) 1



INSTRUCT I QMS' -TYPE OR PH INT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
fcTH RECORDS RETENTION SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727> WATERLOO ROAD
P.O. BOX*27I

JESSUP, MARYLAND 207t4

AGENCY RECORDS INVENTORY

PACE OF

I. DCPARTMENT/ACCNCY
Dept. of Health & Mental Hygien

2. DIVISION AIDS Admn.
Epidemiology & Prevention

S. UNIT
Youth Outreach

DEFINITION-RECORD SERIES*A oitour or MUATCO WCCOROI NORMALLY PILCD AND UIKD A* A UNIT ran
RKFCRKNCC A« MBU. A« RKTKNTION AHO PIBPOBITIOM FUWFQBEB •_

4. RECORD SERIES TITLE
Recommendations

f. EARLIEST YEAR/LATEST YEAR
TO 1 QftA

• . RECORD SERIES DESCRIPTION I•" • "
r i* Y

•IN THE SERIES.

1.
2.
3.

4.
5.
6.

7.
8.

AIDS School Setting Policy
Consensus Development Conferences
Spread of AIDS to Law Enforcement &
Fire Department Personnel
AIDS Literature, Mail, & Materials
Surgeon General's Report on AIDS
Federal Register
Budget
H.E.R.O.

TKK TYPES Or INPORMATiqN/OOCUMKNTB/PORMB rOUND
INCLUDE THK PURPOSE QR FUNCTION Ol> THK BKrrlES)

9. Ethnic Populations
10. Education

7. RECORD SERIES FORMAT(S)

fixLETTER SIZE O MICROFILM

}U£GAL SIZE • COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHER(SPECIFY)

•. RECORD SERIES SEQUENCE

flc ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL.

• GEOGRAPHICAL

• OTHER(SPECIFY)

». VOLUME

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

O OTHER(SPECIFY)

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

T 0 COMPUTER TAPE(S)
D ^

it. FILE IS USED

Q DAILY • WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER
MONTH(S) «XYEAR(S)

IS. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM)
• 201 W. Preston St., Fir. 3, Rm. 322

Baltimore, MD 21201

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YC«, SPKCIPV AOKNCY OR OFFICK)
a YES XONO

II. ACCESS RESTRICTIONS O YES B NO
(IT VKB, CITK UA«(«) *

l«. AUDIT REQUIREMENTS

I* NONE Q STATE O FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USED! (|p YKS.EXPLAIN
•»IEFLV AND DKttCRIBK ANY

x5 YES O NO

ALL FILES STORED CHRONOLOGICALLY.

It. RECOMMENDED RETENTION

PLEASE RETAIN PERMANENTLY

It. NAME AND TITLE Of PREPARER
Aleisha Green/nib

20. TELEPHONE NUMBER
225-5019

21. DATE
08/16/91

DCS iso-4 {revtsen i/m) FiS. J



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
»TM RECORDS RETENTION SCHEDULE

IIO-I)

DCPARTI>IENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX*27I

JESSUP, MARYLAND 20714

AGENCY RECORDS INVENTORY

PACE

I. DEFARTMENT/AGENCY

Dept. of Health & Mental

2. DIVISION A I D S

Epidemiology & Prevention

>. UNIT Youth Outreach

DEFINITION •RECORD SERIES*A amour or RKLATKO RECORDS NORMALLY PILKO AND UIIO AS A UNIT FOR
RKFKRKNCK AS SKIO. AS RKTTKNTION ANO DISPOSITION PUnPOagB :_

4. RECORD SERIES TITLE

MD State Wide Project for AIDS Education & Risk Reduction

I. EARLIEST YEAR/LATEST YEAR

1985 TO 1986

• . RECORD SCRIES DESCRIPTION (•"IKI'UV DKSCRISK THK TVFKS OF INFORMATIQN/DOCUMKNTS/FORMS FOUND
'IN THE SERIES. . INCLUDK THK PUHPOIK QR FUNCTION OF THK

MD STATE WIDE PROJECT FOR AIDS EDUCATION & RISK REDUCTION:

File 1: Business Proposals
File 2: Cooperative Agreement
File 3: Financial Proposals
File 4: Impact Project
File 5: Red Cross Notices/Health & Safety
File 6: Technical Proposals
File 7: Telephone Information & Referral Service
File 8V) AIDS Reading Files - 1985 and 1986

7. RECORD SERIES FORMAT(S)

O *£TTER SIZE O MICROFILM

^njCGAL SIZE • COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OTHER|SPECIFY)

I. RECORD SERIES SEQUENCE

^ALPHABETICAL t h e n

• NUMERICAL

C^ CHRONOLOGICAL

• CEOCRAPHICAL

D OTHER(SPECIFY)

t. VOLUME

^ TILE DRAWER(S)
Q MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

£) FILE DRAWER( S)
O MICROFILM REEL(S)

Rucnr ° COMPUTER TAPE(S)

II. FILE IS USED

Q DAILY WEEKLY <k MONTHLY

12.

NU

FILE BECOMES INACTIVE AFTER

, ° MONTH(S)

IS. CURRENT LOCATION(S) (BLDO..FLOOR,ROOM)
* 201 W. Preston St., Floor 3, Rm. 322

Baltimore, MD 21201

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(IF YCS, SFKCIFY AOKNCY OR OFFICK)
a YES Q NO

II. ACCESS RESTRICTIONS O YES % NO
(IF VKS, CITK LAB(S) * RKOULATIONIS)

l«. AUDIT REQUIREMENTS

H*NGNE O STATE O FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USED? (ir VKS.K>^LAIN
SRIKFLV AND DMCRIBK ANY HAnD«ARK/sOFT«ARK)

# YES _\}rt>

ALL RECORDS STORED IN CHRONOLOGICAL ORDER

It. RECOMMENDED RETENTION

PLEASE RETAIN PERMANENTLY

It. NAME AND TITLE OF pREPARER

Aleisha Green/nib

20. TELEPHONE NUMBER

225-5019

21. DATE

08/16/91

DCS 1101 (REVISED 1/87) 3/


