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UNIVERSITY OF MARYLAND SYSTEM
UNIVERSITY OF BALTIMORE PUBLIC RELATIONS

Item
No.

Description Retention

CORRESPONDENCE

letters, memos

PRESS RELEASES

public announcements

RECRUITMENT PUBLICATIONS

University of Baltimore program brochures,
booklets, under-graduate, graduate, law catalogs

PHOTOGRAPHS/SLIDES

black and white photographs, color slides

in, compete
L2 months then, de.s.-fc;roy

retain 3 years then destroy

retain 5 years, keep one
copy in Public Relations
Dept,, permanent retention
of one copy at the
University Archives*,
destroy the remainder

screen tri-annually,
retain selected records
for reference in the
Public Relations Dept.,
destroy out-dated records
permanent retention of
records with historical
lvalue at £he University
Archives,

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is no longer maintained, transfer to the State Archive

Sdiadula Approval by Daoort«wn».

Agoncy, or Divtilon Rapro»aMotiva
H. Mebc

Dec. 11, 91X

Turner

President
Dot* Signature TltU

ScfcaauU
Hall of Record* Coimlnlon
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Item
No. Description Ratention

CONTACT SHEETS

8*5 s 11 mul t i - image photographs

ADVERTISING

proofed advertisments and completed insertion
forms

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

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no longer maintained, transfer to the State Archives.



JHSTKUCTION3--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
.WITH RECORDS RETENTION "T^pm.M

• • • • I J

I. DEPARTMENT/AGENCY

UNIVERSITY OF MARYLAND SYSTEM

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOx't7l

MARYLAND 20704

S. DIVISION

UNIVERSITY OF BALTIMORE

AGENCY RECORDS INVENTORY

». UNIT
PUBLIC RELATIONS

DEFINITION-RECORD SERIESaA «ROWf* or
MBFKMBNCE AS

1T«O RCCONDB NORMALLY WIIMO AMD VSKO AS A UNIT FOR
W«LL AW WKTKMTIOH AMD PI«IH»«.»taw

4 . SERIES TITLE

CORRESPONDENCE
S . EARLIEST TEAR/LATEST YEAR

1990 TO 1991

IES DESCRIPTION |""l«r»-r DWSeRISB TMK TYMtS Of INPORMATION/DOCUMKNTV/I
IN THE SERIES. IMCLUMI TMK PVMFOMC Oil FONCTION Of YNB MR1I

This series contains letters, njemQs produced by members of the department.

It documents interoffice communications and public awareness of the University

through publications.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

I LEOAL IIS 0 COMPUTER TAPS

O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPS

O OTHER(SPECIFY)

SERIES SEOJU

O ALPHABCTICAL

O NUMERICAL

Xf? CMHNOLOaiCAI.

O GEOGRAPHICAL

O OTHER(SPECIPY)

• . VOLUME
O FILE DRAWEES)
O MICROFILM REEL(S)
O COMPUTER TAPK(S)
flcOTHER(SPECIFY)

3 r i n g b i n d e r

1 . 0

f t . ANNUAL ACCUMULATION

D PILE DRAWER(S|
O MICROFILM REEL(S)
D COMPUTER TAPE(S)
D

I I . FILE IS USED

& DAILY O MONTHLY

I t . FILE
12

INACTIVE AFTER

***** **»»™C») OYCAI.C)

I S . CURRENT LOCATION!S) (BLDO. .FLOOR.ROOM)

1304 S t . Paul S t , 2nd F l , Room 200

1 4 . IS RECORD SERIES DUPLICATED
I IF VKS, SntCIFT AMBTCT Oil
O YES MHO

I I . ACCESS RESTRICTIONS O YES
I ir VBS, eiT« LAw(a) * MMULATIOM(S)

I t . AUDIT REQUII

XO N0NK O STATE O INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED? ( IP
BftlBFLV AKO DCBCNIBB ANY

O YES O NO

VKa.KX»LAIN
I t . RETENTION

Retain complete series for 12 months,
then destroy.

It. NAME AND TITLE OF FREPARER

Rosemary Faya

at. TELEPHONE NUMBER

(301)333-2910 •
St. DATE

9/26/91



jHSTf<UCTIOX3--TYPE OR PRINT A
SEPARATE FORM TOR EACH NEW OR
REVISCO RECORD SERIES. FORWARD
WITH RECORDS RETENTION fiOCDUU

• • # • 1 )

DCFARTMENT/ACCNCY

UNIVERSITY -OF MARYLAND SYSTEM

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX 271

MARYLAND 20714

I. DIVISION
UNIVERSITY OF 5ALTIMORE

AGENCY RECORDS INVENTORY

PAGE 2 OF 6

9. UNIT

PUPHC RELATIONS

DEFINITION ICS< into wseoNoa NORMALLY FIUCD AMO VSSO AB A UNIT row
AS WBIA AS WBTSNTIPN AHP PIBPOBITfON

4. IC8 TITLE

PRESS RELEASES

•. EARLIEST YEAR/LATEST YKAR

19.89. T O 1991

IES DESCRIPTION | IIBPLY
IN THE SERIES.

KBCRIBS TMS YYPBB OP" INFORMATION/
INCLUOB THB PURPOSE OR PONCTION OP VMS

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

CRIBS J

7. RECORD SERIES F0RMAT(8|

& LETTER SIZE O MICROFILM

^ a LEGAL SIZE 0 COMPUTER TAPS

^ T BOUND BOOK O FLOPPY DISK

0 AUDIO TAPE 0 VIDEO TAPE

O OTHER(SPECIFY)

•• RECORD SERIE8 SEQUENCE

0 ALPHABETICAL

XX NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

fl* FILE IS USED

fl DAILY 0 BEEKLY O MONTHLY

IS. CURRENT LOCATION!S) (BLDG. .FLOOR.ROOM|

1304 St. Paul St. 2nd Fl. Room 200

II. ACCESS RESTRICTIONS 0 YES £ NO

(IP VBS, CITS LAB(S) * RBaULAYION(s)

17. IS AN INDEX SYSTEM USED? ( |p VBS.BJC0LAIN
BRIEFLY AND DBBCRIBa ANY HAUDBARK/ BOPTBARB)

B YES O NO
Numerical

•

It. NAME AND TITLE OF FREPARER

Rosemary Faya

O FILE ORAWER(S)

O MICROFILM REEL(S)

KCBSIT ° B*™"* TAPE(S)

3" 3 w$immiip*ci*r)
••- «•"«•• *^"MULATIfW|

O FILE DRAWER(8|

O MICROFILM REEL(S) j

w m r ° coiruivR TAPE( 8) '

1 1 • FILE BECOMES INACTIVE AFTER

14. IS RECORD SERIES DUPLICATED ELSEWHEREV
(IP VKS, BPBCIPY AOSNCY OS OPTICS)
a YES a>wo

l«. AUDIT REQUIREMENTB

X-6 NONE O STATE O FEDERAL, b IMPCPEHOEHT

'•• RECOMMENDED RETENTION

Retain for 3 years, then des.tro.y

Iff. TELEPHONE NUMBER

(301)333-2910 •

11. DATS

9/26/91



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

^(DGS 880-1}

"l. DEPARTMENT/AGENCY

UNIVERSITY OF MARYLAND SYSTEM

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7X78 WATERLOO ROAD
P.O. BOX 171

JESSUP, MARYLAND 20794

Z. DIVISION

UNIVERSITY OF BALTIMORE

AGENCY RECORDS INVENTORY

PACE 3 OF 6

>. UNIT
PUBLIC RELATIONS

DEFINITI ON -RECORD IES- :conra NORMALLY P I U D AND u t n AS A UNIT FOR
AS RBIWJtTION AND DISPOSITION

4 . RECORD SERIES TITLE

RECRUITMENT PUBLICATIONS

»• EARLIEST YEAR/LATEST YEAR
1QR7 TP 1991

• . RECORD SERIES DESCRIPTION ( — - " • ' • DESCRIBE TKK TYPES OT INPORMATtON/DOCIMBMTS/
•IN -IHE SERIES. INCLUDE TMK PURPOSE OR FUNCTION OF THE

This series contains University of Baltimore program brochures, booklets,
undergraduate, graduate and law catalogs. It documents recruitment materials
for the purpose of increased enrollment.

KR1KS)

7. RECORD SERIES FORMAT(S)

D LETTER SIZE • MICROFILM

O LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK ° FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

XKOTHERJ SPECIFY)

various publication sizes

» . RECORD SERIES I

O ALPHABETICAL

O NUMERICAL

^CHRONOLOGICAL.

° GEOGRAPHICAL

|^OTHER( SPECIFY)

other academic areas

I.

4 , 0
& FILE DRAKR(S)
D MICROFILM REEL(S)
D COMPUTER TAPE(S)
^ OTHER{ SPECIFY)

2.0 cu.' ft',' shelves

10. ANNUAL ACCUMULATION
D FILE DRAWER(S)

.25 D MICROFILM REEL(S)
O CCM'Uim TAPE(S)

It. FILE IS USED

O DAILY MONTHLY

12. FILE INACTIVE AFTER
MONTH(B) XKYEAR(S)

IS. CURRENT LOCATION!S) (

1304 St, Paul Street

.FLOOR,ROOM)

2nd Floor Rm. 208

14. IS RECORD SERIES DUPLICATED

SFCCIFY AUDVCY OR O F F I C K )
° "O state Depository Libraries

IS. ACCESS RESTRICTIONS ° YES *> NO
(IF YK8, CITK LA*(s) * RBOULATI ON ( S)

I*. AUDIT REQUIREMENTS

xR NOME ° STATE O FEDERAL ° IN

17. IS AN INDEX SYSTEM USEDT ( |p VM.EXPLAIN
BRIBFLV AKD DKBCRIBK ANY HARDBARBV BOFTWi

IS.

a YES NO

RETENTION

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)

19. NAME AND TITLE OF PREPARER

Rosemary Fava

2 0 . TELEPHONE NUMBER

(410)333-2910

2 1 . DATE

9/27/91

DCS 350-4 (REVISED 2/S7)



IMSTRUCT IQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION
(DOS BBO-I)

DEF-ARTMENT/AGENCY
UNIVERSITY OF MARYLAND SYSTEM

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 20794

2. DIVISION
UNIVERSITY OF BALTIMORE

AGENCY RECORDS INVENTORY

PACE J OF

I. UNIT
PUBLIC RELATIONS

DEFIN1TION-RECORD IES- OP RKLATKD RECORDS NORMALLY PILB9 AND USKD AS A UNIT FOR

X AS W U . AS WrWTICH AMD DUfOttTIMI H m P M W

4 . RECORD SERIES TITLE
PHOTOGRAPHS/SLIDES

I . EARLIEST YEAR/LATEST YEAR
1989 TO 1991

I • < ECORD SERIES IPTION (BRIEFLY DESCRIBE THE TYPES OP INFORMATION/
IN fHE SRIES. INCLUDE THE PURPOSE OR FUNCTION OP YNE SERI

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

7. RECORD SERIES FORMAT(S)

O LETTER SIZE ° MICROFILM

O LEGAL SIZE ° COMPUTER TAPE

O BOUND BOOK ° FLOPPY DISK

• AUDIO TAPE D VIDEO TAPE

O. OTHER(SPECIFY)

photos and slides

SERIES I

• ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

H OTHER(SPECIFY)

Subject

1 1 * FILE IS USED

O DAILY MONTHLY

I S . CURRENT LOCATION(S) ( s u m . .

1304 St. Paul St. 2 nd Fl. Room 201

t.

•8 FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

cu, ft.° «m«c»w:inri

2.0

10. ANNUAL ACCUMULATION
XS FILE DRAWER(S)
O MICROFILM REEL(S)
~ COMPUTER TAPE(S)

cu. ft. p oncn/sKciivL

,25

»*• FILE INACTIVE AFTER
MONTH!8) XX YEAR{S)

14. IS RECORD IES DUPLICATED
SPECIFY ACENCY OR OFFICE)

° H0Photographer has negatives

IS. ACCESS RESTRICTIONS • YES H NO
(IP YES, CITB LAW(s) * RKOULATI ON ( S)

IC. AUDIT REQUIREMENTS

R NONE O STATE ° FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IP YES.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDBAREVSOFTWARE)

It.

a YES NO

RETENTION <

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

[a. NAME AND TITLE OF PREPAFER

Rosemary Faya

20. TELEPHONE NUMBER

(301)333-2910

21. DATE

9/27/91

DCS 530-4 (REVISED 2/S7)



I f <STRUCT I QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BSO-I )

1 . DEPARTMENT/AGENCY

UNIVERSITY OF MARYLAND SYSEM

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7I WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 20704

2. DIVISION

UNIVERSITY OF BALTIMORE

AGENCY RECORDS INVENTORY

FACE _ 5 _ _ O F

1 . UNIT
PUBLIC RELATIONS

DEFINITION-RECORD SERIES-' TED RECORDS NORMALLY1 FILED AND USED AS A UNIT FOR
AS RETENTION AND DISPOSITION

4. RECORD SERIES TITLE

CONTACT SHEETS

I. EARLI YEAR/LATEST YEAR
TO iqqi

j •. RECORD SERIES DESCRIPTION (BRIEFLY
•IN THE J

ISSCRIBE not TYPES or INFORMATION/DOCUMENTS/
HUES. INCLUDE THE PURPOSE OR PONCTION Of TNK

D
nnti)

This series contains 8^ x 11 multi-image photographs. It documents proofs
of photographs from University events and activities. Selections for
publication are made from these sheets.

7. RECORD SERIES FORMAT(S)

a LETTER SIZE • MICROFILM

O LEGAL SIZE • COMPUTER T

• BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

S OTHERfSPECIFY)

hi

• . RECORD SERIES SE'

O ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL.

O GEOGRAPHICAL

XXOTHER( SPECIFY)

Subject

». VOLUME

O FILE DRAWER(S)
° MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER!SPECIFT)

3" ring binders

3.0

10. ANNUAL ACCUMULATION

D FILE DRAWER(S)
.5 O MICROFILM REEL( S)

~l CC—'UILII TAPE(S)
JL

II. FILE IS USED

O DAILY O MONTHLY

I S . CURRENT LOCATION(S) (BLDS..FLOOR,ROOM)

1304 St. Paul Street 2nd Fl . Room 201

12. INACTIVE AFTER
D MONTH( 8) JO YEAR! 8)

14. IS RECORD SERIES DUPLICATED
llF YES, SPBCIPT ASKNCT OR OFFICE)
° O NO Photographer has negatives

I S . ACCESS RESTRICTIONS
( I P YES, CITE L A W ( S )

• YES
REaULATION(s)

I « . AUDIT REOJUIREMENTS

XJ? NONE ° STATE O FEDERAL ° I

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN
•RIEFLY AND DESCRIBE ANY NARDBARS/SOFTS.

O YES NO

••• RECOMMENDED RETENTION
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).

'!». NAME AND TITLE OF PREPARER

Rosemary Faya

20. TELEPHONE NUMBER

(410)333-2910

21. DATE

9/26/91

DCS 350-4 (REVISED 2/S7)



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

DEFARTMENT/A6ENCY

UNIVERSITY OF MARYLAND SYSTE>

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7f WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 20794

Z. DIVISION

UNIVERSITY OF BALTIMORE

AGENCY RECORDS INVENTORY

PACE §_or

S. UNIT

PUBLIC RELATIONS

DEF IN I T I ON -RECORD 1ES- NORMALLY PILKD AND USKD AS A UNIT FOR
ION AND piaPoaiTion W U W W M

4. RECORD SERIES TITLE

ADVERTISING

I . EARLIEST TEAR/LATEST YEAR
1990 TO 1 9 9 1

•. RECORD SERIES DESCRIPTION (
' I N

' DMCRIBK
SERIES.

TYPKS OP- INPORMATION/DOCUMKNTS/I
INCLUDK TMM PURPOSE OR FUNCTION OP

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

7. RECORD SERIES FORMAT(S)

O LETTER SIZE D MICROFILM

O LEGAL SIZE • COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

£oTHER( SPECIFY)

various sizes

IES

O ALPHABETICAL

O NUMERICAL

^ CHRONOLOOICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

t.

25

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

CU.

10. ANNUAL ACCUMULATION

O FILE DRAWERfS)
° MICROFILM REEL(S)
> COMPUTER TAPE(S)

-Q.

11 .FILE IS USED

a DAILY MONTHLY

IZ. FILE ECOMES INACTIVE AFTER
O MONTH(S) SCYEAR(S)

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

1304 St. Paul St 2 nd Fl. Roor 208

14. IS RECORD SERIES DUPLICATED
tlP YKS, SPKCIPY MBNCY OR OPPICV.)
a

IS. ACCESS RESTRICTIONS O YES
(IP YK8, CITS LAW(S) • RKOULATIONI •)

1«. AUDIT REOUII

S NONE a STATE ° FEDERAL • II

17. IS AN INDEX SYSTEM USEDT (IF YK«.EXPLAIN
BRIBPLV AKO OKSCRIRR ANY MARDBARK/BO

IS.

a YES NO

RETENTION

Screen annually, reuse selected ads,
destroy the remainder.

L NAME AND TITLE OF PREPARER

Anne Clewell

zo.

1301)2910

Z l . DATE

9/30/91

DCS 550-4 (REVISED Z/S7)


