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DEPARTMENT OF GENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE

PACE
HO. 1 of 4

Department of Transportation Office of Adrrnrnstrative Services
K<j BN CY PIVUtON

Item
No.

This schedule supersedes Schedules 953 and 1301
Description Retention

1. ACCOUNTING RECORDS
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
periot'

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

B. Special Accounting Records

Reports of audits conducted by the Legislative
Auditors

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

Books of Final Entry - General Ledgers

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

then destroy.

Retain for ten (10) years,
then destroy.

Permanent. Transfer period,
ically to Mi. St. Archives.

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

iedule Approved by Deportment,
ey, or Division Representative

TJ\
Data Signature Tltl.

Schedule Authorised by
Hall o( Record* CommUslon

/ Pot. State f *-
ArchivistFrank Babuci



Drs.ccn_1A RECORDS RETENTION AND DISPOSAL SCHEDULE

"| Item
No.

4

J>

C

D

E.

F.

(CONTINUATION SHCKT)

Description

• Budget and Fiscal Planning Records

Budget Estimates
Budget Schedule Amendment
Materials and Supplies Physical Inventory
Report of Fixed Assets
Report of Materials and Supplies
Request for Position Action

Payroll Accounting Records

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

Miscellaneous Accounting Records

Bc-uv 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)

Purchasing Records

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.

SCHCDULE

HO. 1423
PAQt

HO. 2 of 4

Retention

Retain for three (3) years and
until all
have been
destroy.

audit requirements
fulfilled, then

Retain for three (3) years and
until all
have been
destroy.

Retain foi
until all
have been
destroy.

-

audit requirements
fulfilled, then

• three (3) years and
audit requirements
fulfilled, then

PS .942



FORM-*M-1 A RECORDS RETENTION AND DISPOSAL SCHEDULE
-HEV. 2/75 (CONTINUATION SHEET)

Utem

1LPr

2

3

4

P

Description

Purchasing records may include all or some of the
following documents:

A. Actual Emergency and Repairs Reports
B. Advertising and Bids
C. Agency Inter-Office Requisitions
D. Bid and Quote File
E. Bid Tabulation Records . '
F. Copy of Contract(s) Awarded
G. Credit Memoranda .
H. inventory Dispositions
I. Invoices/Expenditure Transfer Authorizations
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, Shipping Tickets, Bills of Lading
P. Purchase Orders
Q. Purchasing Register
R. Receiving Reports •
S. Report of Delivery/Partial Delivery
T. Requisition Forms, Miscellaneous
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

SCHEDULE

NO. 1423
PAGE

NO. 3 of 4

Retention

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 Record
Center for an additional fiv,e-
(5) years, then destroy.

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

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



,REV. 2/75
RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

SCHEDULE
NO. 1423

P A G E • A

NO. 4 of 4

Item
Description Retention

l ^ f

•

RECORDS MANAGEMENT (Continued)

B. Records transmittal and receipt forms

FORMS MANAGEMENT

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 operational
duties of the office.

'Retain receipts from Archives
in office. Review annually,
destroy when no longer admin-
istratively useful. Retain
receipts from St. Records
Center in office until those
records are destroyed, then
destroy receipt.

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.

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

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

-I



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BSO-I)

I. DEPARTMENT/AGENCY

Transportati on

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 207B4

2. DIVISION

The Secretary's Office

AGENCY RECORDS INVENTORY

PACE J OF 7

1. UNIT

Off. of Administrative Services
DEFINITION-RECORD SERIES-A ° * O W O r «LATBD RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS W U . A« RETENTION AND DIlWglTIMl wm>O«g« •

4. RECORD SERIES TITLE

Accounting Records
8. EARLIEST YEAR/LATEST YEAR

TO 1992

0. RECORD SERIES DESCRIPTION (•"""rl-T DESCRIBE THE TYI>KS Or INPORMATION/DOCUMENTS/PORMS roUNO
•IN THE SERIES. . INCLUDE THE PURPOSE OH FUNCTION OP THK SERIES)

Various types of accounting, purchasing, payroll and budget records,
the model purchasing records schedule.

A. General Accounting Records
B. Special Accounting Records
C. Budget and Fiscal Planning Records
D. Payroll Accounting Records
E. Miscellaneius Accounting Records
F.; Purchasing Records

This item duplicates

3 years
10 years and Permanent

- 3 vears •3 years
3 years
3 years
5 years

a

7. RECORD SERIES FORMAT(S)

XXLETTER SIZE • MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

• AUDIO TAPE • VIDEO TAPE

OTHER(SPECIFY)

6. RECORD SERIES SEQUENCE

X* ALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

NUMBER

B FILE DRAWER(S)
• MICROFILM REEL(S)
° COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

° FILE DRAWER(S)
a MICROFILM REEL(S)
° COMPUTER TAPE(S)
D OTHFPf RPFr I FV \

II < FILE IS USED

X(X DAILY 0 WEEKLY MONTHLY

1 2 * FILE BECOMES INACTIVE AFTER

-3 D MONTH(S) XH YEAR(8)

{ IS. CURRENT LOCATION(S) (BUDG. .FLOOR.ROOM)

• 1st floor, Headquarters Bldg., Bwi Airport

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlP VCS, SPECIFY AGENCY OR OP P I C E )

x9. YES D NO SHA Accounts payable

IB. ACCESS RESTRICTIONS • YES X3 NO

( IF YEB, CITE !-*«(•) A REGULATION! S)
16. AUDIT REQUIREMENTS

O NONE & STATE • FEDERAL • INDEPENDENT

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

BRIEFLY AND DESCRIBE ANY HAROBARS/ SOFTWARE)

• YES XK NO

18. RECOMMENDED RETENTION

Various- 3, 5, 10 years & permanent

. NAME AND TITLE O F PREPARER
)

Rhett Murphy, Rec. Mgmt Off.

2 0 . TELEPHONE NUMBER

859-7321

21 . DATE

1/31/92

DCS 330-4 (REVISED 2/67)



INSTRUCTIONS-'TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORUMS
WITH RECORDS RETENTION
(DCS B80-I)

DEPARTMENT/ AGENCY

Transportati on

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

2. DIVISION

AGENCY RECORDS INVENTORY

PACE 2 OF 7.

S. UNIT

The Secretary's Office Off, of Administrative Services;

DEFINITION-RECORD JEB.A CROUP OP RKLATKD RKOORD8 NORMALLY PI LSD AND USKD AB A UNIT FOR
RK.FCRKMCT A« WgU. AB RKTKNTtON AND DIBPOBITION

4. RECORD SERIES TITLE

Executive Development Program (EDP)
S. EARLIEST YEAR/LATEST YEAR

1Q8ft T O 1991

9. RECORD SERIES DESCRIPTION (•"l«l'l-r D*««IIM TMK TYPKB or IMPORMATION/OOCUMKNTS/PORMS FOUND
•IN THE SERIES. . INCLUDE TMK PURPOSE OR FUNCTION OF TMK SKR1KS)

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)

XX LETTER SIZE • MICROFILM

O LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

B ALPHABETICAL

D NUMERICAL

B CHRONOLOGICAL

• GEOGRAPHICAL

G OTHER(SPECIFY)

9. VOLUME

B FILE DRAWER(S)
^ B MICROFILM REEL(S]

1? Q COMPUTER TAPE(S)
NUM""" OTHER(SPECIFY)
1?

10. ANNUAL ACCUMULATION

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

RTJHHIT a COMPUTER TAPE(S)
O om-nrpf

I I I . FILE IS USED

• DAILY

not used
a WEEKLY O MONTHLY

IZ* FILE BECOMES INACTIVE AFTER
• MONTH(S) a YEAR(S)

{ 13. CURRENT LOCATION(S) (BLD6. .FLOOR,ROOM)

' ' ist floor. Headquarters Bidg. BWI Airport

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP YES, BFKCIFY /.OEKCY OR OFFICE)

o YES a NO

18. ACCESS RESTRICTIONS XXJ YES • NO
(IF YKB, CITK UAW(B) * RKOULATION(S)

SG §10-616, Ann. Code of Md.

16. AUDIT REQUIREMENTS

D NONE R STATE • FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT {IF VKB.KXPLAIN
•RIKFLY AKD DKBCRIBBJ ANY HARDBARK/ SOFTVARK)

• YES XK NO

18. RECOMMENDED RETENTION

2 yrs in office, 5 yrs in Records Center
then destroy

19. NAME AND TITLE OF PREPARER

Rhett Murphy, Rec Mgmt Off

DCS 330-4 (REVISED 2/87)

20. TELEPHONE NUMBER

859-7321

2 1 . DATE

1/31/92



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

I. DEPARTMENT/AGENCY

Transportation

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

The Secretary's Office

AGENCY RECORDS INVENTORY

PACE T OF

S. UNIT

Off. of Administrative Services
DEFINITION-RECORD SERIES-* amOU^ O F "*LATEO RKOOROS NORMALLY FILED AND USKO AB A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DI •FOB IT ION PtlRPOag* • •

4. RECORD SERIES TITLE

Organization and Function Manual
8. EARLIEST YEAR/LATEST YEAR

1q71 T O 1QQ?

0. RECORD SERIES DESCRIPTION (•"l«|r|-r W « l « THE TYPES Or INPORMATION/DOCIMENTS/PORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE ON FUNCTION OF TNE SERIES]

Organizational change files, including correspondence; approval documentation (gubernatori.

legislative, and secretarial); original function statements and charts. Series is used

to track and document the evolution the the organizational structure of the Department.

7. RECORD SERIES FORMAT(S)

XX LETTER SIZE • MICROFILM

LEGAL SIZE ° COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHERJSPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

XH NUMERICAL

XB CHRONOLOOICAL

B GEOGRAPHICAL

B OTHER(SPECIFY)

>. VOLUME

3

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

10. ANNUAL ACCUMULATION

XR FILE DRAWER(S)
1 Q MICROFILM REEL(S)
RDBBETT a COMPUTER TAPE(S)

D nrrmrwf Rppri rv y

II. FILE IS USED

• DAILY XXH WEEKLY D MONTHLY

12 * FILE BECOMES INACTIVE AFTER
•MONTH(S) X*VEAR(8)

| 13. CURRENT LOCATION(S) (BLD6. .FLOOR,ROOM)

1st Floor, Headquarters Bldg, BWI Airport

14. 16 RECORD SERIES DUPLICATED ELSEWHERET
(IF YCS, SPECIFY /.OENCY OR OFFICE)

>P YES a NO Copies of current organization
in many nTarps
u
in manyIB. ACCESS RESTRICTIONS • YES XH NO

(IF YES, CITE LAE(S) A REOULATION(S)

16. AUDIT REQUIREMENTS

XX NONE O STATE Q FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM USED1 ( IF Y H . U V U I N
BRIEFLY AND DESCRIBE ANY HARDBARB,/SOFTWARE i

• YES XX NO

18. RECOMMENDED RETENTION ;

. Permanent. Transfer periodically to Md. St.
Archives. • " ;

S. NAME AND TITLE OF PREPARER

Rhett Murphy, Rec. Mgmt Off

20. TELEPHONE NUMBER

859-7321

2 1 . DATE

1/31/92

DCS 380-4 (REVISED 2/87)



INSTRUCTIQMS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION BCHFTULE

(DOS 880-1}

'I. DEFARTHENT/ACENCY

Transportation

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7I WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

Z. DIVISION

The Secretary's Office

AGENCY RECORDS INVENTORY

PACE _4 OF 7

1. UNIT

Off. of Administrative Services1

DEFINITION-RECORD SERIES'* a"°°l* °* "ELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
M»FCRENCE AS WELL AS RETENTION AND DISPOSITION PtmPOm>« .

4. RECORD SERIES TITLE

Records Management
5. EARLIEST YEAR/LATEST YEAR

1988- « 1_992

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

Records Retention & Disposal schedules,records transmittal and receipt forms,

Series ismaintained in conformance with

SG §§10-631 - 10-634,

7. RECORD SERIES FORMAT(S)

P. LETTER SIZE • MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

d OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

XP NUMERICAL

X# CHRONOLOGICAL

a GEOGRAPHICAL

Q OTHER(SPECIFY)

». VOLUME

X)P FILE DRAWER(S)
0 MICROFILM REEL(S]
• COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

2XFILE DRAWER(S)
1/5 D MICROFILM REEL(S)

naBaaw° COMPUTER TAPE(SJ

! " * FILE IS USED

i Q DAILY XXHEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

1 n MONTH(S) HXYEAH(S)

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

: 1st floor, Headquarters Bldg., BWI Airport

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlP YES, SPECIFY AOEKCY OR OFFICE)
Q YES XXI NO

IS. ACCESS RESTRICTIONS O YES

( IP YES, CITE LAE(s) A RBOULATI ON ( S )
16. AUDIT REQUIREMENTS

• NONE XX STATE O FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( |p VKS.E>VLA|N
•RIEFLY AKO DESCRIBE ANY HARDBARE/SOFTWARE 1

a YES XR NO

18. RECOMMENDED RETENTION

- until obsolete

NAME AND TITLE OF PREPARER

Rhett Murphy - Rec. Mgmt

20. TELEPHONE NUMBER

Dff 859-7321

DCS 330-4 (REVISED 2/07)



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

DEPARTMENT OF GENERAL SERVICES
MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE _5 OF

DEPARTMENT/AGENCY

Transportation
2. DIVISION

The Secretary's Office
a. UNIT

)ff. of Administrative Services
DEFINITION-RECORD SERIES*A OHOUF OP RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

:BENCE AS BELL AS RETENTION AND DiSFoaiTtoM wm>o«g«

4. RECORD SERIES TITLE

Forms Management
8. EARLIEST YEAR/LATEST YEAR

To 1QQ?

(. RECORD SERIES DESCRIPTION JB"IIIF1-r DMCRIBB THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. , INCLUDE THE PURPOSE OR FUNCTION OF TNE

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)

&(LETTER SIZE • MICROFILM

Q LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

a AUDIO TAPE O VIDEO TAPE

• OTKER(SPECIFY)

6. RECORD SERIES SEQUENCE

• ALPHABETICAL

9 NUMERICAL

)& CHRONOLOGICAL

O GEOGRAPHICAL

• OTHER(SPECIFY)

9. VOLUME

X9 FILE DRAWER(S)
° MICROFILM REEL(S|

? . D COMPUTER TAPE(S J
HU»amm D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

RThnnr'

;FILE DRAWER(S)
MICROFILM REEL(S]
COMPUTER TAPE(S)

j " * FILE IS USED

, • DAILY XX WEEKLY MONTHLY

12* FILE BECOMES INACTIVE AFTER

a MONTH(S) XXX3 YEAR{S)

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

• 1st floor, Headquarters Bidg, BWI Airport

14. IS RECORD SERIES DUPLICATED ELSEVHERET
h f YES, *!>KeiFY AOrKCY OR OFFICE)

a YES xx NO
18. ACCESS RESTRICTIONS G YES ^ NO

( i r YK8, CITK LA>| | ) A RKOUVATION(S)

16. AUDIT REQUIREMENTS

° NONE XX STATE • FEDERAL O INDEPEKDEKT

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

• YES BX NO

1 8 . RETENTION

- 3 years
- until obsolete

19. NAME AND TITLE OF PREPAKER

Rhett Murphy Rec. Mgmt Office)

DCS 590-4 (REVISED 2/87)

20. TELEPHONE NUMBER

859-7321

2 1 . DATE

1/31/92



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX Z7B

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

RAGE fi OF

I. DEPARTMENT/AGENCY

Transportation
2. DIVISION

The Secretary's Office
a. IMIT

Off of Administrative Services
DEFINITION>RECORD ;IES-A a R O M* O F RKLATBD RKOORDS NORMALLY PILKD AND USBJD A* A UNIT FOR

RKFgRgNOt AM MflX A9 RETENTION AND Pt•POSITION

4. RECORD SERIES TITLE

Code nf Maryland Regulations (COMAR) -

8. EARLIEST YEAR/LATEST YEAR
TO

RECORD SERIES DESCRIPTION (•"••Ftr BWCIHM THE TYPES OF1 INPORMATION/DOCUMBNTS/PORMS FOUND
IN THE SERIES. . INCLUDE THE PURPOSE OH FUNCTION OF THE Uinei]

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 receiptec

transmittal forms, correspondence, regulation text and other material. Series is

maintained in conformance with TA §2-103.

7. RECORD SERIES FORMAT(S)

DXLETTEH SIZE O MICROFILM

D LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

• OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

XX NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

O OTKER{SPECIFY)

9. VOLUME

#X FILE DRAWER(S)
B MICROFILM REEL(S)

5 a COMPUTER TAPE(S)
HU—mn O OTHERfSPECIFY)

10 . ANNUAL ACCUMULATION

X & F I L E DRAWER(S)
1 / 3 Q MICROFILM REEL(S)

NUU1M D COMPUTER TAPE(S)
O QTVIgBf BBTf 1 FV \

II. FILE IS USED

XK DAILY WEEKLY MONTHLY

FILE BECOMES INACTIVE AFTER permanent
D MONTH(S) • YEAR(S)

j 13. CURRENT LOCATION(S) (BLD6. .FLOOR,ROOM)

1st floor, Headquarters Bldg, BWI Airport

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlP VK*. »P*CIFr AOBNCY OR OFFICB)

XXB YES D NcParts at Div^of State.Documents
anil at. DnT aannni s t ra t i ons

18. ACCESS RESTRICTIONS
( IF VK8, CITK UAB-(a)

• YES x & NO 16. AUDIT REQUIREMENTS

BXNONE a STATE ° FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF VKB.KXFLAIN
•KIBPI.Y AND OKSCRIBK ANY HARDSARK/ SOPTWARK)

a YES &x
 NO

18. RECOMMENDED RETENTION - :

Permanent* Transfer periodically to Md.
St. Archives.

B. NAME AND TITLE OF PREPARER

Rhett Murphy, Rec. Mgmt Officer

20. TELEPHONE NUMBER

859-7321

2 1 . DATE

1/31/92
DCS 330-4 (REVISED 2/87)



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

DEPARTMENT/A6ENCY

Transportation

DEPARTMENT OF GENERAL SERVICES
MANAGEMENT DIVISION

7Z7I WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

2. DIVISION

The Secretary's Office

AGENCY RECORDS INVENTORY

PACE 7 OF

a. UNIT

Dff of Administrative Services
DEFINITION-RECORD IES-* OP RELATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR

AS 1HU. AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

General Administrative Correspondence.
S. EARLIEST YEAR/LATEST YEAR

1QRQ TO jqq?

RECORD SERIES DESCRIPTION (•"l*|r»>* DESCRIBE THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUDE THK PURPOSE OR FUNCTION OP TNK SBRtES)

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

7. RECORD SERIES FORMAT(S)

HXLETTER SIZE O MICROFILM

a LEGAL SIZE • COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

AUDIO TAPE a VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

XX ALPHABETICAL

Q NUMERICAL

D CHRONOLOGICAL

° GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

3 ,
NUMMR

)&FILE DRAWER(S)
Q MICROFILM REEL(S)
Q COMPUTER TAPE(S)

10. ANNUAL ACCUMULATION

& F I L E DRAWER(S)
1 / 2 a MICROFILM REEL(S)

NUUBIH a COMPUTER TAPE(S)
O CffHPP(fiPFflFV)

II . FILE IS USED

XK DAILY Q WEEKLY MONTHLY

12. PILE BECOMES INACTIVE AFTER

_3 O MONTH(S)

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

1st floor, Headquarters Bldg, BWI Airport

14. IS RECORD SERIES DUPLICATED ELSEWHEREt
(IF VCS, SPKCIPV /.OENCY OR OPPICE)

D YES X*

IV. ACCESS RESTRICTIONS • YES XB no
( IF VKS, CITE LA>(s) & RKOULATI ON ( S )

16. AUDIT REQUIREMENTS

B>NONE • STATE Q FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( IP YKS.K>7LAIN
•RIBPL.Y AKD DESCRIBE- ANY HARDVARS/SOPTWARB)

a YES NO

IB. RECOMMENDED RETENTION

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

19. NAME AND TITLE O F PREPARER

Rhett Murphy, Rec. Mgmt Officer

20. TELEPHONE NUMBER

859-7321

21. DATE

1/31/92

DCS 990-4 (REVISED 2/B7)


