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RECORDS RETENTION ARD IISPOSAL SCHEDULE

UNIVERSITY OF MARYLAND SYSTEM
UNIVERSITY OF BALTIMORE

PUBLIC RELATIONS

AGENCY Ot VIS ON
No. Description Retention
1 CORRESPONDENCE
letters, memos retain complete series
12 months then destroy
2 PRESS RELEASES
public announcements retain 3 years then destroy
3 RECRUITMENT PUBLICATIONS
University of Baltimore program brochures, retain 5 years, keep one
booklets, under-graduate, graduate, law catalogs copy in Public Relations
Dept,., permanent retention
of one copy at the
University Archives*,
destroy the remainder
4 PHOTOGRAPHS /SLIDES

black and white photographs, color slides

*If the University Archives ceases to operate or

is no longer maintained, transfer to the State Archivef.

screen tri-annually,
etain selected records
oxr reference in the
ublic Relations Dept.,
estroy out-dated records
ermanent retention of
ecords with historical
alue at the University
rchives,

! Schedule Authorized by
Schedule Approved by Deperimets Hell of Records Commission
Agency, or Division Representotive |
H. Meb " Turner )
‘ Dec. 11, 91X Wﬁ President
Date Signeture Title Dote Stote Archivist

s




DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
(CONMTINUATION SHEET) NO. 1416
PAGE
NO. 2.0f 2
[tem
No. Description Retention
5 CONTACT SHEETS

8% s 11 multi-image photographs

ADVERTISING

proofed advertisments and'completed insertion
forms

*If the University Archives ceases to operate or is
no longer maintained, transfer to the State Archives.

screen tri-annually,

retain selected sheets

for reference in the Public
Relations Dept., destroy
out-dated sheets, permanent
retention of sheets with
historical value at the
University ARchives*

screen annually, reuse
selected ads, destroy
the remainder




INSTRUCTIGNS - - TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

¥WITH RECORDS RETENT ION SCHEDULE
sse-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

P.0. BOX 278 1 6
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE or

—— " ensmeesmgy

1. DEFARTMENT /AGENCY
UNIVERSITY OF MARYLAND SYSTEM

2. DIVISION

UNIVERSITY OF BALTIMORE

$. uNIT
PUBLIC RELATIONS

DEF INITION -RECORD mll’-‘ SROUP OF RELATED RECORDE NORMALLY FILED AND USED AB A UNIT FOR

4. RECORD SERIES TITLE
CORRESPONDENCE

REFENENCE AS WELL AS RETENYION AND DISPORIYION PURFOEES

5. KARLIEST YEAR/LATEST YEAR
1390 g 1991

n THE SERIES.

It documents interoffice c
through publications.

¢. RECORD SERIES DESCRIPTION '.Ill'l-' DESCRIBRE THR TYPES OF lnnnuﬂou[oocm[m FOoUND

INCLUDE TME PURPOSE GR FUNCTION OF YHE um-q

This series contains letters, memos produced by members of the department.
ommunications and public awareness of the University

7. RECORD SERIES FORMAT(S)
O LETTER S1ZX O MICROF 1M
.um SI1zx O coOMPUTER TAPK
O BOUND BOOK O FLOPPY DISK

0 jamERICAL

0 aupio TAFE 0O VIDEOD TAPK

O onER{srCIrY)

8. RECORD SERIES SEQUENCE
O ALPHABKTICAL

x8 CHRONOLOGICAL,
O GEOGRAPHICAL
0 ONER(SPECIPFY)

0. VoL

O FiLE DRAWKR(S )

O MICROFILM REEL(S)

iéﬁ?n' O COMPUTER YAPK(S)
. 3% OTHER(SPECIFY)

3% 3 ring binder
\ 10. ANMUAL ACCUMMLATION
O FiLe pRAMER(S | ,
O MIcROFILM REEL(S) ,

ROMEEN O coruTeEr TAPE(S)

D oneniaerciryy !
1. pix 18 UKD . FILK BECOMES INACTIVE AFTER
o o o
£ DALY woay MONTHLY #X MONTH(S) YEAR(S)

13. CURRENY LOCATION(S] (BLDG.,FLOOR, ROOM)

1304 St. Paul St, 2nd F1l, Room 200

14. IS RECORD SERIKS DUPL ICATED ELSEWHERK?

t1r ves, sreciry sexwcy on orrice)
O vz & w0

15. ACCESS RESTRICTIONS Dws U%o
(i@ vas, cive Law(s) & reeuLaTION(S)

16, AUDIT REGUIRKMENTS
XBnoNk O sTATE O rezbea. b ieoeroeuer

17. IS AN INDEX SYSTEM USED? (1r vas.xxflLain
BRIRPLY AND DESCRIBR ANY MRARDR sorTwARE )

OCyxs B wo

Retain complete series for 12 months,
then destroy.

19. NAME AND TITLE OF PREPARER 20,

Rosemary Faya

TELEPHONE NUMEER
(301) 333-2910

21. DATRE
9/26/91




INSTRUCTIGNS - - TYPE OR PRINT A

SEPARATE FORM FOR EACH NE¥ OR

REVISED RECORD SERIES. FORWARD

VITH RECORDS RETENTION SCHEDULE
850-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIV IS ION
7278 WATERLOO ROAD
#.0. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace _2 or _6

+ DEFARTMENT /AGENCY
UNIVERSITY .OF MARYLAND SYSTEM

2. DIVISION
UNIVERSITY OF BALTIMORE

3. uNIT
PUBLIC RELATIONS

4. PECORD BERIES TITLE

PRESS RELEASES

DEF IN1T 1 ON - RECORD “Rlll-‘ SROUF OF RELATED RECORDS NORMALLY PILED AND USED AS A YNIY FOR
REFERENCE AS TRLL A® RETENYION AND DISFONIYION PURPOSEN

5. EANLIEST YEAR/LATEST YEAR
1989 vy 1991

18 THE SERIES.

This series contains all public announcements of the University. '
documents published academic activities, events, achievements and majoxr
gifts to the University.

¢. MECORD SERIES DESCRIPTION '“II"L' DESCRIBE THR TYFES OF mnmvuu/nocm[nm rouUND
INCLUDR THR PURPOSE OR FUNCTION OF THE um.o]

It

7. RECORD SERIES FORMAT(S)
$XLETTER SIZE O MICROFILM
LEGAL SIZX O COMPUTER TAPE
BOUND BOOX O FLOPPY DISK
O AUDIO TAFE 0O VIDEO TAPE
O OMHER(SPECIFY)

8. RECORD SERIES SEQUENCK
0 ALPHABETICAL
K MMERICAL
O CHRONOLOGICAL,
O GEOGRAFHICAL
O onER(SPECIFY)

s. VoL
O FILE DRAWER(S)
O MICROF ILM REEL(S)
o
RoEER. D COMPUTER TAPE(S)

3% 3 pind ERENSFECIFY)

10, ANNUAL ACCUMULATION
O FiLe DRAWER(S | ,
O MICROFILM REEL(S) |
ROBER O coMPuTER TAPE(S)

1. pix 18 useD

8 DALY O wmmay

O MONTHLY lﬁm

13 . CURRENT LOCATION(S) (B.DG. ,FLOOR, ROOM)

1304 St. Paul St. 2nd Fl.

Room 200

FILE BXCOMES INACTIVE AFTER
O MoNTH(S)

O omeniarrciey) !

Evxan(s)

14. IS RECORD SERIKS DUPL ICATED ELSEWHERK?

ti1r vxs, srzciry semncy on orrice)
0O yxxs &0

18, ACCKSS RESTRICTIONS

Oves £ N0
(1r vas, cive LAw(8) & nEcuLaTION(S)

16. AUDIT REQUIREMENTS

*Bvonx O sTATE O bl b inoePEMORNT

".

Byxs O NO
Numerical

I8 AN INDEX SYSTEM USED? {tr vas.exPLAIN
BRISFLY ARD DESCRIBR ANY WDIARI'IO"IAIIl

Retain for 3 years, then desthy

19. NAME AND TITLE OF PREPARER

Rosemary Faya

20. TELEFHONE NUMEER

(301)333-2910

21. DATE
9/26/91




JNSTRUSTIGNS - -TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD | 7273 WATERLOO ROAD
¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 275
¢(oos 550-1) JESSUP, MARYLAND 20794 - PAGE _2_or o
1. DEFARTMENT/AGENCY 2. DIVISION 3. uNIT
UNIVERSITY OF MARYLAND SYSTEM UNIVERSITY OF BALTIMORE PUBLIC RELATIONS
" DEFINITION-RECORD SERIES.A O7OUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND glgggglegu_gungnlgggf
4. RECORD SERIES TITLE 3. EARLIEST YEAR/LATEST YEAR
‘ RECRUITMENT PUBLICATIONS . 1987 10 __1991

6. RECORD SERIES ml"lm (IIIRPI-Y DESCRIBE THE TYPES OF lnnmﬂon/oocmlnuu FOuUND

‘tn FTHE SERIES. INCLUDE THME PURPOSE OR PUNCT
. or THE SERT
This series contains University of Baltimore program brochures, book ets ®*)

undergraduate, graduate and law catalogs. It documents recruitment materlals
for the purpose of increased énrollment.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLLME
O LETTER S1ZE O MICROFILM O ALPHABETICAL 8 FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL S1ZE U COMFUTER TAPE o 4.0
NAERICAL Ry © COMPUTER TAPE(S)
. O BOUND BOOK U FLOPPY DISK £ CHRONOLOG I CAL, 8 OTHER(SPECIFY)
2,0 cu. ft'!' shelvyes
O AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL
10. ANMUAL ACCUMULAT ION
XK OTHER( SPECIFY) S onER(SPECIFY) O FILE DRAWER(S)
. . , . , .25 O MICROFILM REEL(S)
yarjious pyblication sizes other academic areas RUSSEW O COMPUTER TAPE(S)
_ - O onEn(serciry) |
11 riz 15 useo 12. FILE BECOMES INACTIVE AFTER
' O palLY B Ly O MONTHLY lhll‘ O MONTH(S) XX YEAR(S)
' 13. CURRENT LOCATION(S) (BLDG.,PLOOR,ROCM) 14. 1S RECORD SERIKES DUPL ICATED ELSEWHERE?
. tir ves, srEciry sexwcy on orFrick)
1304 St. Paul Street 2nd Floor Rm. 208 QYEs O NO state Depository Libraries
18. ACCESS RESTRICTIONS OYES Dno 16. AUDIT REQUIREMENTS

{1r yes, c1vx LAw{S) & mrEGuULATION(S)
. xH NONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r yRS.EPLAIN
18. RECOMMENDED RETENT ION
BRIKFLY AKD DESCRIBE ANY HARDEARE/SOFTWARK)

) Retain 5 years, keep one copy, in

the Public Relations Dept.,, send

one copy for permanent retention to
the University Archives” destroy

the remainder (*Refer to the retention

schedule)

OYEs & NO

‘IO. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

Rosemary Fava (410)333-2910 9/27/91
DGS S50-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 3850-1)

P.O.
JESSUP,

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 27s
MARYLAND 20794

AGENCY RECORDS INVENTORY

Pace 4 or 6

——

. DEFARTMENT /| AGENCY 2. DIVISION

UNIVERSITY OF MARYLAND SYS'I‘EMI UNIVERSITY OF BALTIMORE

3. UNIT
PUBLIC RELATIONS

4. RECORD SERIES TITLE
. PHOTOGRAPHS/SLIDES

- DEFINITION-RECORD ERIES-‘ GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REPFERENCE AS WELL AS RETENTION AND DISPOSITION PURFOSES

5. EARLIEST YEAR/LATEST YEAR
1989 qp 1991

4N THE SERIES.

. ¢. RECORD SERIES DESCRIPTION (“le DESCRIBE THE TVYPKS OF INFOMTI“[DOC!-NTI,W FOUND

This series contains black and white photographs & color slides.
photographs and slides used in publishing events and activities at the University.

INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES )

It documents

7. RECORD SERIES FORMAT(S)

O BOUND BOOK O FLOPPY DISK
O AuUDIO TAPE 0O VIDEO TAFPE
X OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLILAK :
D LETTER S1ZE D MICROFILM 0 ALPHABETICAL 8 riLx DRAWER(S)
2.0 O MICROFILM REEL(S)
O LEGAL S1ZE O COMFUTER TAPE 0 NUMERICAL o O COMPUTER TAPE(S)
NOUEREN

D CHRONOLOGICAL
0 GEOGRAPHICAL
8 OTHER(SPECIFY)

cu, f-t.o OTHER(SPECIPFY)

10. ANNUAL ACCUMULAT ION
X FILE DRAWER(S)
25 O MICROFILM REEL{S)

cu. ft. o omenisrecievy |
| 15 pig 15 useD 12. FILE BECOMES INACTIVE AFTER
' O pAILY X® WEEKLY DO MONTHLY !ﬂﬂl’ D MONTH(S) XX YEAR(S)

.

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

1304 st. Paul St.

2 nd Fl. Room 201

14. 1S RECORD SERIKS DUPL ICATED ELSEWHERE?
&l' YES, SPECIFY 2GENCY OR OFFick)
YR8 DO NOnotographer has negatives

18. ACCESS RESTRICTIONS OvEs Bwo
(s vys, ciTE Law(S) & mEouiaTION(S)

16. AUDIT REQUIREMENTS

A NONE O STATE O FEDERAL 0O INDEPENDENT

17. 15 AN INDEX SYSTEM USED? {I1r yRs.DPLAIN

BEIEFLY AND DESCRIBE ANY HARDBARE/SOPTWARK )

Cyes 8 no

18. RECOMMENDED RETENT ION B

Screen tri-annually, retain selected
records for reference. Destroy out-
dated records. Permanent retention
of records with historical value at
University Archives., * (*
Retention Schedule)

Refer to

‘s. NAME AND TITLE OF PREPARER 20.

Rosemary Faya

TELEPHONE NUMEER

(301)333-2910

21. DATE

9/27/91

DGS 330-4 (REVISED 2/87)




JSIRVCTIQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEYW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BQOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _5__OF _¢

‘(oes 550-1)
1. DEFARTMENT/AGENCY

UNIVERSITY OF MARYLAND SYSEM

2. DIVISION
UNIVERSITY OF BALTIMORE

3. UNIT
PUBLIC RELATIONS

4. RECORD SERIES TITLE

CONTACT SHEETS

- DEFINITION -RECORD ml“-‘ GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT PFOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

3. EARLIEST YEAR/LATEST YEAR

: 6. RECORD SERIES DESCRIPTION ‘nlmv DESCRIBE THE TYPES OF lnrﬁmrleu[nocu-cn/ro-u FOUND

This series contains 8% x 11 multi-image photographs.
of photographs from University events and activities.
publication are made from these sheets.

INCLUDE THE PURPOSE OR FUNCTION OF THK SErIES )

It documents proofs
Selections for

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

O LEGAL SI1ZE O COMPUTER TAPE O NUMERICAL

O pounD BOOK D FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

8. RECORD SERIES SEQUENCE 9.
0 ALFHABKTICAL

O CHRONOLOGICAL
0 GEOGRAPHICAL

VOLLUMK

D FILE DRAWER(S)
O MICROFILM REEL(S)
3.0 D COMPUTER TAPE(S)
U OTHER(SPECIFY)
3" ring binders

10. ANNUAL ACCUMULAT ION

& OTHER( SPECIFY) X OTHER( SPECIFY) O FILE DRAWER(S)
. O MICROF ILM REEL
‘hinders Sub I ect m? o COMPUTER TR(LT)
. 0 onER(EPECIFY) !
| 11 piLE 1S USED 12. |-'|4u=.' BECOMES INACTIVE AFTER
O pAILY B wvemay O MoNTHLY P O MONTH{S =
(s) YEAR(S)

ﬁu CURRENT LOCATION({S) ({BLDG.,FLOOR,ROCOM)

1304 St. Paul Street 2nd Fl. Room 201

14. 1S RECORD SERIES DUPL ICATED ELSEWHERK?
itgll' YES, SPRCIFY 28ENCY OR OFrrice)
YES D NO Photographer has negatives

18. ACCESS RESTRICTIONS O YES XXNo
(17 yes, ci1Tx LAw(S) & nEGuLATION(S)

- 16. AUDIT REQUIREMENTS

X2 NONE O STATE 0O FEDERAL 0O INDEPENDENT

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

BRIKFLY AKD DESCRIBRE ANY MARDRARE/SOFTWARK)

OQyes 8 No

18. RECOMMENDED RETENT ION

Screen tri-annually, retain selected
sheets for reference in the Public
Relations Dept., destroy out-dated
sheets, permanent retention of sheets
with historical value at the University

Archives. * (*Refer to retention schedule)

‘u. NAME AND TITLE OF PREPARER 20.

Rosemary Faya

TELEPHONE, NUMEER

(410) 333-2910

21. DATE

9/26/91

DGS 530-4 {REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULER

(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 207%4

AGENCY RECORDS INVENTORY

PAGE ___6 or _6

| DEFARTMENT / AGENCY

UNIVERSITY OF MARYLAND SYSTE

2. DIVISION
UNIVERSITY OF BALTIMORE

3. UNIT
PUBLIC RELATIONS

- DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FlLED

.

4. RECORD SERIES TITLE
! ADVERTISING

REFERENCE AS WELL AS RETENTION AND DISPOS

5. EARLIEST YEAR/LATEST YEAR

ANMD USED AS A UNIT FOR

1990  ypl991

the University.

4n THE SERIES.

' .. RE SERIES IPTION ‘nlmv DESCRIBE THE TYPES OF luromweu[nocmn/nmu POUND
INCLUDE THME PURFOSE OR FUNCTION OF THE SErtES )

This series contains proofed advertisments and completed insertion forms,
It documents prototion of academic programs, events, and recruitment at

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

BOUND BOOK O FLOPPY DISK
AUDIO TAPE 0O VIDEO TAPE
XX omHER( SPECIFY)

various sizes

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
O NUMERICAL
%% cHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

. VOLLME

* riLE DRAWER(S)
D MICROFILM REEL(S)

.25
O COMPUTER TAFE(S)
Tﬁm(ncnn)

10. ANNUAL ACCUMULAT ION
D FILK DRAWER(S)
O MICROFILM REEL(S)
RUMEER O COMPUTER TAPE(S)
0 oreERieprciFyY) |

| $1. pig 1S usED

O palLy 0 wEEKLY

.

fz2.
1

0 MONTHLY

' 13. CURRENT LOCATION(S) (BELDG.,FLOOR,ROCM)

1304 St. Paul St 2 nd Fl.

FILE BECOMES INACTIVE AFTER
O MONTH(S)

I YEAR(S)

Roor 208

14. 15 RECORD SERIKS DUPL ICATED ELSEWVHERE?

t1r ves, seeciry reEncy or orrice)
o ys f:nO

15. ACCESS RESTRICTIONS

O yes
(1r vEs, ci1TE LAW(S) & mmauLaTION(S)

3o

16. AUDIT REQUIREMENTS

O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (I1Fr YRS.IDPLAIN
’ BRIEFLY AKD DESCRIRE ANY HARDRARE/SOFTWARE )

o vEs £ nNo

18. RECOMMENDED RETENTION

Screen annually, reuse selected ads,
destroy the remainder,

‘I’.IUWE AND TITLE OF PREPARER

Anne Clewell

20. TELEPHONE NUMEER

£301) 2910

21. DATE

9/30/91

DGS 550-4 (REVISED 2/87)




