#OBGS- 550~ 1 DEPARTMENT OF GENERAL SERVICES SCHEDULE
REV. &/78 Records Monagement Division No. 1423
PAGE
.( RECORDS RETENTION AND DISPOSAL SCHEDULE No. 1 of 4
Department of Transportation Office of Administrative Services
AGENCY Diviston
Item [Th1s schedule supersedes Schedules 953 and 1301
No. Description Retention
1. { ACCOUNTING RECORDS

Schedule Approved by Deportment,
ency, or Division Representative

lz.(y“ik O:FCp‘)lJ(
Date Signature Title

This series includes all standard STATE accounting
forms as well as other accounting media which provide
supporting data for the special and general accounting
records.

Changes in records format will not necessarily require
revision of the retention schedule. However, should
the scope or content of a records series be altered,
the schedule may be amended to reflect such changes.

Each agency will use all or some of the following
records which are governed by the indicated retention

perioc
A. General Accounting Records

Certificate of Deposit and Bank Deposit Slips
Distribution of Charges .
Memorandum of Adjustments
Monthly Report of State Funds Collected
and Deposited

Special Accounting Records

Reports of audits conducted by the Legislative
Audi tors

B.

Reports of audits conducted by persons or agencie&
other than the Legislative Auditors

Books of Final Entry - General Ledgers

| Schedule Authorized by
Holl of Records Commission

Retain for three (3) years
and until all audit re-

mmts have been
illed, then destroy.

Retain for ten (10) years,
then destroy.

Permanent. Transfer periode
ically to Md. St. Archives.

Permanent. Transfer period-
ically to Md. St. Archives.

Ysosre Lhadfp o
/ Uore State Krehivist

Frank Babuci

PC.04D




DGS-550-14A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
(CONTINUATION SHEET) NOo. 1423
PAGE
‘Ik No. 2 of 4
Item
No. Description Retention

C. Budget and Fiscal Planning Records

D. Payroll Accounting Records

Budget Estimates

Budget Schedule Amendment

Materials and Supplies Physical Inventory
Report of Fixed Assets

Report of Materials and Supplies

Request for Position Action

E. Miscellaneous Accounting Records

Employee Roster Card File
Payroll and Check Register
Payroll Exceptions Time Report °
Payroll Transmittals

Payroll Warrants

F. Purchasing Records

Be..n Books, Statements, and Deposit Receipts
Budget Papers and Work Sheets
Cancelled Checks, Check Copies and Check Stubs
Delivery Orders and Receipts
Gas Withdrawal Tickets and Mileage Reports
Memorandum Receipt and Property Condemnation Reports|
Paid Bills and Invoices
Paid Bonds and Coupons
Periodic Financial Reports to Local/State Agencies
Receipt Copies and Stubs
Receiving Reports
Reconciliation and Trial Balance Sheets
Renewable Licenses
Requisitions and Purchase Orders
Stock Record Cards
Time Sheets
Withholding Tax Forms and Statements
(local, State and Federal)

This series applies to all State of Maryland
Departments and Agencies and includes all standard
purchasing forms as well as other purchasing media
which provide supporting data for special and general
purchasing records.

Retain for three (3) years and
until all audit requirements
have been fulfilled, then
destroy. .

Retain for three (3) vears and
until all audit requirements
have been fulfilled, then

destroy.

Retain for three (3) years and
until all audit requirements
have been fulfilled, then

destroy.

pPs.942




" FORM-®M-1A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
YREV. 2/75 {CONTINUATION SHEET) NO. 1423
PAGE
No. 3 of 4
em
Retention

Description

A. 'Actual Emergency and Repairs Reports

S. Report of Delivery/Partial Delivery
'T. Requisition Forms, Miscellaneous

Purchasing records may 1nc1ude a11 or some of the
following documents

B. ‘Advertising and Bids -

C. Agency Inter-Office Requlsltlons

D. Bid and Quote File _ :

E. Bid Tabulation Records

F. Copy of Contract(s) Awarded

G. Credit Memoranda .

H. Inventory DlSpOSltlonS

I. Invoices/Expenditure. Transfer Authorlzatlons
J. Issue Tickets or Receipts

K. Materials/Supplies Specifications

L. Monthly Expenditure Printouts

M. Notice of Award of Contract(s)

N. Unscheduled Requistions for Supplies

0. Packing Slips, Shlpplng Tickets, Bllls of Lading
P.. Purchase QOrders

Q. Purchasing Register

R. Receiving Reports

U. Requisitions for Supplies
V. Warehouse Requisitions
W. Automation Management Reports

EXECUTIVE DEVELOPMENT PROGRAM (EDP)

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

ORGANIZATION AND FUNCTION MANUAL

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

etc..

RECORDS MANAGEMENT

A. Records retention and disposal schedules

Retain in office for three(3)
years and until all audit
requirements have been
fulfilled, then transfer to
Records Center for two (2)
years, then destroy.

Retain in office for two (2)

years after completion of EDP
cycle, then transfer to Recordp
Center for an additional five-f °
(5) years, then destroy.

Retain in Office for five (5)
years, then transfer to
Archives for permanent
retention.

w

Retain in office until schedul
is completely revised, then
destroy superceded schedule.
(Note: Revised schedules shoulfi
include any items on previous

g{?egué§§5{9r which records

PS =042




A. Forms files
B. Forms register
C. Forms management Activity Report
Interagency Forms Management Committee Projects

CODE OF MARYLAND REGULATIONS (COMAR)

Files contain final copies, drafts, and backup
material of all DOT Title 11 regulations, as well as
certain title 21 regulations pertaining to DOT, and
include signed and receipted transmittal forms,
correspondence, regulation text and other material.

GENERAL ADMINISTRATIVE CORRESPONDENCE

Letters, reports, memoranda and miscellaneous material
pertaining to the routine administrative and operatiom]
duties of the office,

" FoRmiEM- 1A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
LREV. 2/75 {(CONTINUATION SHEET) No. 1423
PAGE :
NO. 4 of 4
tem
o. Description Retention

RECORDS MANAGEMENT (Continued)

B. Records transmittal and receipt forms /3etain-r°°eipts from Archives
in office. Review annually,
qestroy'when no longer admin-
istratively useful. Retain
receipts from St. Records
Center in office until those
records are destroyed, then
destroy receipt.

5 FORMS MANAGEMENT

Retain in office until form
becomes obsolete, then destroy

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

Retain on office for three (3)
years following completion,
then destroy.

éérmaﬁent. Transfer period- |
ically to Md. St. Archives.

Retain for three (3) yeafs and
until all audit requirements
have been met, then destroy.

PS =042




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

REVISED RECORD SERIES. FORWARD

P.O.
{DGS B880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE | or 7

WITH RECORDS RETENTION SCHEDULE

1. DEFARTMENT /AGENCY 2. DIVISION

Transportation

The Secretary's Office

3. UNIT
Off. of Administrative Servicps

- DEF INIT1ON-RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR

4. RECORD SERIES TITLE
' Accounting Records

REFERENCE AS RELL AS RETENTION AND DISPOBITION PURPOIES

5. EARLIEST YEAR/LATEST YEAR
1989 10 1992

‘IN THE SERIES.

the model purchasing records schedule.

A. General Accounting Records
B. Special Accounting Records

6. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE TYPES OF IN'OR!IAT'ON/DOCMT'IFOM FOUND

Various types of accounting, purchasing, payroll and budget records.

3 years
10 years and Permanent
C. Budgeb and Fiscal Planning Records - 3 years

D. Payroll Accounting Records 3 years
E. Miscellanedus Accounting Records 3 years
F.: Purchasing Records 5 years

INCLUDKE TMHE PURPOSE OR FUNCTION OF THE SEFIKES )

This item duplicates

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

O LEGAL SIZE 0O COMFUTER TAPE
BOUND BOOK O FLOPPY DISK
0O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
XX ALPHAEETICAL
O MUMERICAL
O CHRONOLOGICAL
0 GEOGHRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

XK FILE DRAWER(S)
8 O MICROFILM REEL(S)
0 COMPUTER TAPE(S)
m D OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
0O MICROFILM REEL(S)
RUMEEN 0 COMPUTER TAPE(S)

UQ’TEEBLSMJ___.

FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
X DAILY 0 wEEKLY O MONTHLY 3 O MONTH(S)  X& YEAR(S)
10011414 8

'
L
|
t

—
13. CURRENT LOCATION(S)] (BLDG.,FLOOR,ROCM)

1st floor, Headquarters Bldg., Bwi Airport

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir yes, srEciry roEncy onr orFrice)
x YE8 B No  SHA Accounts payable

15. ACCESS RESTRICTIONS O YES O nNO
{ir vy, ciTx LAW(S) & REGULATION(S)

16. AUDIT REQUIREMENTS

O NONE B STATE O FEDERAL O INDEPENDEKRT

17. IS8 AN INDEX SYSTEM USED? (1rF vyRS.D)PLAIN
BRIKFLY AKND DESCRIBE ANY HARDWARE/SOFTWARK )

O vyESs XX NO

18. RECOMMENDED RETENTION

Various- 3, 5, 10 years & permanent

. ~

QMWTIMOFPREPAER

Mgmt Off.

20.

Rhett Murphy, Rec. 859-7321

TELEPHONE NUMEER

21. DATE

1/31/92

DGS 5350-4 (REVISED 2/87)




JHSTRUCTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES ' A
SEPARATE FORM FOR EACH NEW CR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD
| WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 _ :
(DG5.880-1) ' JESSUP, MARYLAND 20794 . PAGE _Z_opr -—7-
. DEFARTMENT/AGENCY 2. DIVISION 3. uNIT
Transportation | The Secretary's QOffice" jff of Administrative Services
. DEFINITION-RECORD ERIEBOA GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCK AS WELL AS RETENTION AND DISPOSITION PURPOSES - .
.4. RECORD SERIES TITLE : ' ' 5. EARLIEST YEAR/LATEST YEAR
' Executive Development Program (EDP) ) 1988 __ 1o _1991
i 6. RECORD SERIES DESCRIPTION ‘IIIIPI.Y DESCRIBE THEK TYPES OF INPOMTION/DOCMTI/'OM PFOUND
‘IN THE SERIES. . INCLUDK THE PURPOSE OR FUNCTION OF THE llm!i]

Nomination packages; interview and scoring records; training, work assignment and
acting capacity records. This series tracks the EDP career of participants from nomination
to graduation. . Program is now defunct, but records will be handled per the schedule.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE e, voLum
XX LETTER SI1ZE O MICROFILM B8 ALPHABETICAL B FILE: DRAWER(S)
i ' 0 MICROFILM REEL(S)
a s o o 11
LEGAL SIZE COMFUTER TAPE NUMERICAL ,.12 O COMPUTER TAPE(S)
. BOUND BOOK O FLOPPY DISK 8 CHRONOLOGICAL . O oTHER(SPECIFY) ' |
D AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL !

A 10. ANNUAL ACCUMULATION
O OTHER(SPECIFY) : O OTHER(SPECIFY) O FILE DRAWER(S)
O MICROFILM REEL(S)
KUMSEN O COMPUTER TAPE(S)
a mruza(.sezm;_____.

! 1. riLE 1S usED not used 2. FlLE BECOMES INACTIVE AFTER
Q DAILY a o +] o
.} WEEKLY MONTHLY Jﬂ:ﬁll' MONTH(S) YEAR(S)
| 13. CURRENT LOCATION(S) (BLDG.,FLOCR,ROCM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
' ' tir ves, sPECIFY roENcY OR OFricE)

ist floor. Headquarters Bldg, BWI Airport g yes © no

18. ACCESS RESTRICTIONS X3 YES O No 16. AUDIT REQUIREMENTS
(1P yes, ci1Tx LAw(s] & rREaurLaTiON(S])

SG §10-616, Ann. Code of Md.

17. 15 AN INDEX SYSTEM USED? (1r yRS.KXPLAIN . COMMENDED RETENT ‘
BRIEFLY AKD DESCRIBE ANY HARDIA!!E/ lomuu) 8- REC Ton :
2 yrs in office, 5 yrs in Records Center

" then destroy

O NONE R STATE O FEDERAL O INDEPENDENT

QO yyeEs X NO-

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

Rhett Murphy, Rec Mgmt Off 859-7321 1/31/92

DGS 530-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
¥1TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BOX 273

AGENCY RECORDS INVENTORY

(DGS 8s0-1) JESSUP, MARYLAND 20794 PAGE 3 _oF _/
1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT
Transportation The Secretary's Office 0ff. of Administrative Services$

 DEFINITION-RECORD IEB'A GROUP OF REKLATED RECORDS NORMALLY FILED AND USED AB A UNIT FOR

4. RECORD SERIES TITLE

' QOrganization and Function Manual

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
1971 T0 1992

N THE SERIES.

6. RECORD SERIES DESCRIPTION ‘IRIRPLY DESCRIBE THE TYPES OF INPOMTIONIDOCM'I’./FOM FOUND

Organizational change files, including correspondence;
legislative, and secretarial); original function statements and charts.
to track and document the evolution the the organizational structure of the Department.

INCLUDE THMEK PURPOSE OR FUNCTION OF THE SEPFTES |

approval documentation (gubernatorigl
Series is used

7. RECORD SERIES FORMAT(S)

XX LETTER SI1ZE O MICROFILM

XX LEGAL SIZE 0O COMFUTER TAPE
‘J BOUND BoOK U FLOPPY DISK
0 AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.
O ALPHABETICAL
X8 NUMERICAL
X8 CHRONOLOGICAL,
O GEOGRAPHICAL
O oTHER(SPECIFY)

RXFILE DRAWER(S)
3 O MICROFILM REEL(S)
O COMPUTER TAPE(S)
uﬁﬁi‘-"‘li O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
XH FILE DRAWER(S)
3 O MICROFILM REEL(S)
mﬂ COMPUTER TAPE(S)

Umtsezm)____.

1. riLE 1S USED

O DAILY XX® WEEKLY 0 MONTHLY

12. pFiLE BECOMES INACTIVE AFTER

ﬂmiL O MONTH(S) XX YEAR(S)

!
t
L
b—
| 13. CURRENT LOCATION(S) {ELDG.,FLOOR,ROCM)

1st Floor, Headquarters Bldg, BWI Airport

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

tir YES, SPECIFY 2GENCY OR OFFICE)

X yes 0O noCopies of current organization
10 many daces

18. ACCESS RESTRICTIONS O YES XX NO
(1@ ves, ciTe LAaw(s) & rEcuLaTION(S]

16. AUDIT REQUIREMENTS

XXNONE O STATE O FEDERAL ' O mnt:rz'ni:a‘:r.'r
St h B

17. IS AN INDEX SYSTEM USED? (i1 vES.DPLAIN
BRIKFLY ANKD DEKSCRIBE ANY HARDRARE/SOFTWARK )

O YES X NO

ls. ! !
. Permanent, Transfer periodically to Md:. St.

RECOMMENDED RETENT ION H

Archives. . ) :

19. NAME AND TITLE OF PREPARER 20.

Rhett Murphy, Rec. Mgmt Off] 859-7321

TELEPHONE NUMEER

21. DATE

1/31/92

DGS 550-4 (REVISED 2/87)




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

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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

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

~

PacE _4_ or

1 . DEFARTMENT /AGENCY
Transportation

2. DIVISION
The Secretary's Office

1. WNIT
0ff. of Administrative Service§

. DEFINITION- lm'A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOS

. 4. RECORD SERIES TITLE
' Records Management -

AND USED AS A UNIT pOR

ITION PURPONER
5. EARLIEST YEAR/LATEST YEAR

1988 To 1992

SG §§10-631 - 10-634,

'
6. RECORD SERIES DESCRIFPTION ‘lll.'I-Y DESCRIBE THE TYPES OF IN'OMIATION/DOCM‘I‘./POM FOUND
INCLUPK THE PURPOSE OR FUNCTION OF THEK Iln!']

Records Retention & Disposal schedules,records transmittal and receipt forms,
Series ismaintained jn conformance with

7. RECORD SERIES FORMAT(S)

§ LETTER S1ZE O MICROFILM

R LEGAL SIZE O COMFUTER TAPE
‘I'raouun BoOK O FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABITICAL
X8 NMUMERICAL
X% CHRONOLOGICAL

’ L] Wm

X)8 FILE DRAWER(S)
3 O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUNBER g OTHER( SPECIFY)

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
ZX FILE DRAVER(S)

1/5 O MICROFILM REEL(S)

RUMSER O COMPUTER TAPE(S)

a °THEBL£EECLE!4_______

° FILE IS USED

O pAILY XX WEEKLY

_muen

O MONTHLY

FILE BECOMES INACTIVE AFTER
O MONTH(SB)

BXYEAR(S)

'
L
1
t
|

“ 1st floor, Headquarters Bldg., BWI Airport

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROQM}

0 vEs XX NO

14. I8 RECORD SERIES DUPL ICATED ELSEYHERE?
tir vyes, srEciIFy saEncy onr orFrice)

18. ACCESS RESTRICTIONS

O yes
(ir vyes, ciTe LAw(s]) & rREauLATION{S)

¥Xno

16. AUDIT REQUIREMENTS

O NONE XXSTATE 0O FEDERAL

O INDEPENDENT

17.

O vEs X NO

1S AN INDEX SYSTEM USED? {IF vRs.RPLAIN
BRIEFLY ARND DESCRIBE ANY HARDIARR/ SOFTWARE ,

RECOMMENDED RETENT ION

- until obsolete

Jl. NAME AND TITLE OF PREPARER

Rhett Murphy - Rec. Mgmt

20,

DFF

TELEPHONE NUMEER
859-7321

21. DATE

1/31/92

DGS 550-4 (REVISED 2/87)




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

]

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVIEED RECORD SERIES. FORWARD 7278 WATERLOO ROAD

¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 273

(DGS 880-1) JESBSUP, MARYLAND 20794 PAGE ‘5-"0' "L'
+ DEFARTMENT /AGENCY 2. DIVISION 3. UNIT

Transportation

The Secretary's Office

Dff. of Administrative Services

- DEFINITION-RECORD mlu-‘ GROUP OF NELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS TELL AS RETENTION AND DISPOSITION PURPORER

5. EARLIEST YEAR/LATEST YEAR
988 TO __1992

¢. RECORD SERIES DESCRIPTION ‘IRIIPI.Y DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
‘IN THE SERIES. INCLUDR THE PURPOSE OR FUNCTION OF TNK sEriEs)

4. RECORD SERIES TITLE
' Forms Management

Forms files, Forms register, Forms Management Activity Report, and Interagency
Forms Management Committee files. Series is maintained in conformance with

SG §§10-631 - 10-634.

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

X FILE DRAWER(S)
» O MICROFILM REEL(S)
D COMPUTER TAPE(S)
m 0 OTHER(SPECIFY) ‘

8.
0 ALPHABETICAL

& NUMER1CAL

»& CHRONOLOGICAL,
O GEOGRAPHICAL

SXLETTER SI1ZE O MICROFILM
O LEGAL S1ZE 0O COMFUTER TAPE

BOUND BOOK 0O FLOPPY DISK

0 AUDIO TAPE 0 VIDEO TAPE 10. ANNUAL A Tion

XX FILE DRAWER(SB)
1;5 O MICROFILM REEL(S)

O COMPUTER TAPE(S)
FILE BECOMES INACTIVE AFTER :

0 oreER(SPECIFY) ./
mmhn_ O MONTH(8) XXX YEAR(S)

14. 15 RECORD SERIES DUPLICATED ELSEVHERE?

ti1r ves, serciry roEncy on orrice)
0 yes X no

O OTHER(SPECIFY) O OTHER(SBPECIFY)

| $1. pie 1S useD 12,

! O pailLY
|

—
| 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM)

XX NEEKLY 0 MONTHLY

"1st floor, Headquarters Bldg, BWI Airport

18. ACCESS RESTRICTIONS cvyes Xno
(17 vyes, ci1Tx Law(s) & rREGuULATION(S)

16. AUDIT REQUIREMENTS

QO NoNE X STATE O FEDERAL O INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (ir YRS.E)PLAIN

RECOMMENDED RETENT ION
URIEFLY AND DESCRIBE ANY MARDBARE/SOFTWARK )

- 3 years
- until obsolete

O yEs BEX NO

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

1/31/92

Rhett Murphy Rec. Mgmt Office 859-7321

DGS 330-4 (REVISED 2/87)




JHSTRUCTIGNS- - TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥ OR

REVISED RECCRD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS BS0-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOCO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

-

AGENCY RECORDS INVENTORY

PAGE _f or 7

1. DEFARTMENT /AGENCY 2. DIVISION

Transportation

The Secretary's O0ffice

3. UNIT
Off of Administrative Services

. DEFINITION-RE ﬁRIESOA GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL A9 RETENTION AND DISPOSITION PURFPOSFN

4. RECORD SERIES TITLE
' Caode of Marvland Reaulations (COMAR) -

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

‘N THE SERIES.

maintained in conformance with TA §2-103.

' ¢. RECORD SERIES DESCRIPTION ‘IIIKPI.Y DESCRIBE THR TYPES OF lNPOIllIT'Oﬂ[DOcmT'INm PFOUND

Contains final copies, drafts and backup material of all DOT Title 11 regulations, as
well as certain Title 21 regulations pertaining to DOT, and include signed and receipted
transmittal forms, correspondence, regulation text and other material.

INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES )

Series is

7. RECORD SERIES FORMAT(S)

EXLETTER SI1ZE O MICROFILM

O LEGAL SI1ZE 0O COMFUTER TAPE
BOUND BooK O FLOPPY DisSK

XX NUMERICAL

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

8. RECORD SERIES SEQUENCE 9.
O ALPHAERTICAL

O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME

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

5
RGMBEN 1 OTHER( SPECIFY)

10. ANNUAL ACCUMULAT ION
X)X FILE DRAWER(B)
1/3 O MICROFILM REEL(S)

RUNEEN O COMPUTER TAPE(S )

0 OTHER(SPECIFY ]

13.

. 1st floor, Headquarters Bldg, BWI Airport

| FILE IS USED 12. riLE BECOMES INACTIVE AFTER permanent
XK DAILY 0 WERMLY O MONTHL O MONTH(S O YEAR(S

}L Y SO (s (s)

! CURRENT LOCATION(S) (BLDG.,FLOCR,ROGM) 14. 15 RECORD SERIES DUPLICATED mmr

tir YES, SPECIFY LGENCY OR OFF{

XXB YES 0O noParts ag D%VD8F SE%¥E1QQCU ent

18. ACCESS RESTRICTIONS 0O yes X8 no
(17 vyen, ciTx Law({s) & rREauLaTION(S)

16. AUDIT REQUIREMENTS

RXNONE O STATE O FEDERAL O INDEPENDENT

b ﬁ”__ ——

IS AN INDEX SYSTEM USED? (I1r yRS.ZXPLAIN
BRIKFLY AKD DESCRIBE ANY HARDWARE/SOFTWAREK )

17.

0 vyes %X no

[

18. RECCMMENDED RETENTION LRRES

Permanent. Transfer periodically to Md.
St. Archives. .

!n. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Rhett Murphy, Rec. Mgmt Officer 859-7321 1/31/92

DGS 550-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES

7273 WATERLOO ROAD
P.O. BOX 278

(DGS B8B0-1) JESSUP, MARYLAND 20784 PAGE _Z_or ‘—Z‘
‘. DEFARTMENT / AGENCY 2. DI1VISION 3. uNIT
Transportation The Secretary's O0ffice Dff of Administrative Services
. DEFIN1IT3CN-RECCRD SERIESOA GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR ’
BEFERENCE AS WELL A9 RETENTION AND DISPOSITION PURPOASESR
4. RECORD SERIES TITLE ' ) 5. EARLIEST YEAR/LATEST YEAR
' General Administrative Correspondence. 1989  To _1992
! §. RECORD SERIES DESCRIPTION ‘II!IIFLY DESCRIBE THE TYPKS OF IHMMTIM[MQMT'/NM FOUND
‘IN THE SERIES. . INCLUDE THK PURPOSE OR FUNCTION OF THE IIMII]

administrative routines.

Letters, reports, memoranda, and miscellaneous material pertaining to the routine
administrative and operational duties of the office. Series pertains to general

7. RECORD SERIES FORMAT(S)
RXLETTER SI1ZE U MICROFILM

O LEGAL S1ZE 0O COMFUTER TAPE
. BOUND BOOK O FLOPPY DISK
0 AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME
XX ALPHABRTICAL XX FILE DRAWER(S)
O MICROFILM REEL(S)
O MaERICAL 3 O COMPUTER TAPE(S)
O CHRONOLOGICAL N " O OTHER(SPECIFY)

g e 1
OGRAPHICAL 10. ANNUAL ACCUMULATION

O oTHER(SPECIFY) XX FILE DRAWER(S)
1/2 O MICROFILM REEL(SB)
RUNEEN O COMPUTER TAPE(S)
a m‘szz:us___

11 pie 18 useD

12. pILE BECOMES INACTIVE AFTER

\ a 3 o ¥X

‘ﬁ K pAILY WEEKLY O MONTHLY AU MONTH(S ) YEAR(S)

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? ;

1st floor, Headquarters Bldg, BWI Airport g';,;‘3£K;;'°"' seENcy on orrice] |
183. ACCESS RESTRICTIONS QO YE8 XX No 16. AUDIT REQUIREMENTS

(1 vyes, ci1Tx Law(s) & rREauLATION(S)

RXNONE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (I1r ves.mPLAIN ' |

18. RECOMMENDED RETENTION

BEIEFLY AND DESCRIRE ANY HARDRARE/SOFTRARK ) '

0 vyes ¥ no

3 years and until all audit requirements
have been met, then destroy.

19. NAME AND TITLE OF PREPARER

Rhett Murphy, Rec. Mgmt ’Officer‘

20. TELEPHONE NUMEER 21. DATE

859-7321 1/31/92

DGS 350-4 (REVISED 2/87)




