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Governor
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April 27, 1992

Mr. Lee Rose
Records Management Division
7275 Waterloo Rd.
P.O. Box 275
Jessup, MD 20794

Dear Lee:

Enclosed are twenty-seven (27) pages of agency records inventory for
the Division of Historical and Cultural Programs. Based on recommendations
by you and Kevin Swanson, each sheet represents the total records in each
series for the Division. For example: on sheet 1, eighteen file drawers of
Work Plans and Master Plans represent the combined total of records in this
series for Jefferson Patterson Park and Museum, St. Mary's City, the Banneker-
Douglass Museum, and the Crownsville office of the Division.

Locations for the various offices are as follows:

Jefferson Patterson Park & Museum
10515 Mackall Rd.
Leonardtown, MD 20685

St. Mary's City Commission
P.O. Box 39
Rosecroft Rd.
St. Mary's City, MD 20686

Banneker-Douglass Museum
84 Franklin St.
Annapolis, MD 21401

Div. of Historical & Cultural Programs
100 Community Place
Crownsville, MD 21032

Sincerely,

MAY 2 0 J992

L
Mary Louise de Sarran
(410) 514-7655

Division of Historical /and Cultural Programs
Department of Housing and Community Development

100 Community Place, Crownsville, Maryland 21032-2023 (301) 514-7600
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Ittm
No. Description Rrftntion

THIS SCHEDULE SUPERSEDES Nos . 1040 & 1062.

1.
l.A.

WORK PLANS AND MASXER_P_LANJi
Archeology

Annual & long-range plans for major
program areas covering goals and
objectives, purposes, planned activities,
time tables, and budget/staffing
projections. Publicly reviewed and
available documents.

Facility Development Master Plans covering
capital projects design and development.

Retain permanently.
Transfer periodically
to the Maryland State
Archives.

Retain permanently.
Transfer periodically
to the Maryland State
Archives.

l . B .

l.C.

l.D.

Jefferson Patterson Park and Museum

Work plans and master planning documents
for Jefferson Patterson Park and Museum
(JPPM) and JPPM- associated projects only.

Director's Office

Plans pertaining to programs within
Division of Historical and Cultural
Programs.

Management and Planning

All required federal annual work plans,
end-of-year reports, continuation grant
applications to National Park Service.

Retain permanently.
Transfer periodically
to the Maryland State
Archives.

Retain permanently.
Transfer periodically
to the Maryland State
Archives.

Retain for three (3)
years in office to
correspond with NPS
review and then
transfer to the
Maryland State
Archives.

Sdicdwl*
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Description

Afro-American Commission

Annual work plans covering the objectives,
goals, and planned activities of the Commission.

Office of Research. Survev & Reaistration

H0- 1430
PAGt
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Retention

Retain permanently.
Transfer periodically to
the Maryland State
Archives.

*

.A.

2.B

I !

Annual work plans and state work programs.

St. Mary's City

Work plans and master plans covering the
objectives, goals, and planned activities of
Historic St. Mary's City.

CORRESPONDENCE

Archeology*

Files of original incoming letters, copies of
response letters, memoranda, other miscellaneous
papers relating to the administration of the
Archeology Office and its programs.

Retain for three (3) years.
Then send to the Maryland
State Archives.

Retain for five (5) years.
Send copies to DHCD as part
of DHCP records. Send
originals to Maryland State
Archives.

Jefferson Patterson Park and Museum

t
Daily outgoing written communication.

Screen annually. Destroy
material no longer needed.
Retain permanently records
showing the development of
the program; transfer
periodically to Maryland
State Archives.

Screen annually. Destroy
material no longer needed.
Retain permanently records
showing the development of
the program; transfer
periodically to Maryland
State Archives.
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Description

|2.C. I Director's Office

Daily incoming and outgoing correspondence.

2.D. Management and Planning

Original incoming and copies of outgoing
correspondence.

2.E.

Original correspondence from National Park
Service (NPS) or any other Federal source
related to Historic Preservation Fund.

Correspondence incoming and outgoing related to
grantors. Records related to ownership of
property.

All other records including those related to
non-construction grant projects assisted with
federal and/or state fundB.

Afro-American Commission

Original incoming letters, copies of outgoing
letters, memoranda, reports, and other
miscellaneous papers relating to the
administration of the Commission.

I !

M0- 1430
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Retention

Screen annually. Destroy
material no longer needed.
Retain permanently records
showing the development of
the program; transfer
periodically to Maryland
State Archives.

Screen annually. Destroy
material no longer needed.
Retain permanently records
showing the development of
the program; transfer
periodically to Maryland
State Archives.

Retain for five
Then destroy.

(5) years.

Retain permanently. Retain
in office until no longer
needed. Transfer
periodically to the
Maryland State Archives.

Retain for thirty years.
Then destroy.

Screen annually. Destroy
material no longer needed.
Retain permanently records
• showing'the^development of
ithe program; transfer
periodically to Maryland
State Archives.
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Retention

2.F.

2 . G .

3.B

4 .BJ

Office of Research Survey and Registration

Daily incoming and outgoing correspondence.

St. Mary's City

Original incoming letters, copies of outgoing
letters, memos, reports, and other miscellaneous
reports.

COMPLIANCE

Archeology

Records relating to projects reviewed under
Federal or State regulatory authorities.

Jefferson Patterson Park and Museum

Original field and site records.

MARYLAND HISTORICAL TRUST-CONDUCTED REPORTS

1
Archeology

Reports produced as. a result of MHT-funded or
staff-conducted research or investigations
involving archeological resources.

•Jefferson Patterson Park and Museum

I JPPM field, site, and administrative records for
JPPM-sponsored projects.

Screen annually. Destroy
material no longer needed.
Retain permanently records
showing the development of
the program; transfer
periodically to Maryland
State Archives.

Screen annually. Destroy
material no longer needed.
Retain permanently records
showing the development of
the program; transfer
periodically to Maryland
State Archives.

Retain for three (3) years;
then destroy.

Retain permanently.
Transfer periodically to
Maryland State Archives.

Retain permanently.
Periodically transfer to
the Maryland State
Archives.

Retain permanently.
Periodically transfer to
the Maryland State
Archives.
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4.C.

Description

5.

5.A.

Management and Planning

Financial documents to back up reports of
grantor and grantee.

CLIPPING FILES

5.B.

Archeology

Newspaper articles, periodicals and other
publicly-distributed documents relating to
program activities and accomplishements.

Jefferson Patterson Park and Museum

Newspaper articles, periodicals, and other
publicly-distributed documents.

5.C. Afro-American Commission

Newspaper clippings.

I !

N0- 1430
PAGE
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Retention

Retain for three (3) years
in office for State audit.
Keep with report for
transfer to the Maryland
State Archives.

Screen annually. Destroy
material no longer needed.
Retain permanently and
periodically transfer to
the Maryland State Archives
records showing significant
accomplishments of the
program.

Screen annually. Destroy
material no longer needed.
Retain permanently and
periodically transfer to
the Maryland State Archives
records showing significant
accomplishments of the
program.

Screen annually. Destroy
material no longer needed.
Retain permanently and
periodically transfer to
the Maryland State Archives
records showing significant
accomplishments of the
program.

i
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Retention

* •

6.A.

6.B

6.C

6.D.

V

i !
i !
I

1

St. Mary's City

Newspapers articles, periodicals, and other
publicly-distributed documents.

PROGRAM DEVELOPMENT FILES

Archeology

Files relating to conception, development and
establishment of new program areas (e.g.
Maryland Maritime Archeology Program; NOAA
National Center for Maritime Preservation
Technology).

Jefferson Patterson Park and Museum

Project and program general administrative files
(e.g. Chesapeake Bay/Patuxent River Outdoor
Educational Programs; Solomon's Environmental and
Archaeological Research Consortium).

Director's Office

Program and divisional development and
organizational files.

Maryland Historical Trust Board of Trustees
minutes and related files.

Management and Planning

•National Park Service data, Federal time
distribution forms, requests for payment forms
to Federal agencies, back-up documents for
request for payment.

Budget development files.

Screen annually. Destroy
material no longer needed.
Retain permanently and
periodically transfer to
the Maryland State Archives
records showing significant
accomplishments of the
program.

Retain permanently and
periodically transfer to
the Maryland State
Archives.

Screen annually. Destroy
materials no longer needed.

Retain permanently.
Transfer periodically to
the Maryland State
Archives.

Retain permanently.
Transfer periodically to
the Maryland State
Archives.

stain according to Federal
jg'ulations. - Then destroy.

stain for three (3) :years
nd until audit * «
equirements are met, »r
tien destroy.
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6 . E .

7.

7 . A .

7 . B .

8 . A .

8 . B .

8.C.

Description Retention

St . Marv's City

Operational plane of major programs for upcoming
fiscal years. Contains information on
publications, museum collections, exhibits, and
public programs.

MULTI-STATE PROGRAM

Archeology

Records relating to multi-state cooperative
undertakings, excluding reports and technical
publications resulting from those undertakings.

St. Mary's City

Historic St. Mary's City works cooperatively
with other state agencies, i.e., St. Mary's
College, DGS, State Planning, and other program
offices including DHCD.

Archeology

Incoming technical assistance letters, outgoing
reply letters, notes and other records such as
project plans, maps, photographs relating to
requests for 'technical assistance.

Jefferson Patterson Park and Museum

Incoming technical assistance letters, outgoing
reply letters, notes and other records such as
project plans, maps, photographs relating to
requests for technical assistance.

St. Marv's City

Staff assists when called upon, i.e.,
archeological mitigation of developmental
programs such as the trail system, Dept. of

, Agriculture (RC6D).

Retain for five (5) years.
Then destroy.

Retain for five
Then destroy.

Retain for five
Then destroy.

(5) years.

(5) years.

Retain for three (3) years.
Then destroy.

Retain for three (3) years.
Then destroy.

Retain for three (3) years.
Then destroy.

i I
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Retention

9.B.

9.C.

9.E.

10.A.

lO.B

i I

GRANT APPLICATION FILES

Archeology

Survey and Planning Grant applications, State
Preservation Grant applications, staff
applications review forms. Records excluding
final reports.

Director's Office

Bowman Board (Washington County Historical and
Fine Arts Trust) grant files.

Management and Plannino

Grant application files, grant agreement files
for Survey and Planning, Certified Local
Government, state non-capital grant fund.

Office of Research. Survey and Registration

Survey and Planning Grant applications.

St. Mary's City

Historic St. Mary's City complies with DHCD
regulations for submission of grants for
approval and clearinghouse numbers.

1
THEMATIC RESEARCH DATA FILES

Archeology

Records relating to specific research and
investigations regarding archeological themes
and their development.

Jefferson Patterson Park and Museum

Research topics developed at Jefferson Patterson
Park and Museum and the resultant information
files.

Retain for three (3) years
per National Park Service
regulations. Then destroy.

Retain 30 years, then
destroy.

Retain for three (3) years
per National Park Service
regulations. Then destroy.

Retain for three (3) years
per National Park Service
regulations. Then destroy.

Retain for three (3) years
per National Park Service
Regulations. Then destroy.

Retain permanently.
Periodically transfer to,
the Maryland" StatS ,n

Archives.

Retain permanently.
Periodi.ca.lliy. ̂ r^nsfer Xo
the "Maryland* State'--.x " '
Archives.



I t I W M <M » »

III V •'

I ilent

1 0 . C

10.D.

10.E.

1 1 . B

1 1 . C

ntconu* Htlfcmiuw JIWU
(CONTINUATION SHEET)

Description

Afro-American Commission

Topical reports on African-American related
topics.

Office of Research. Survey and Registration

Files keyed to comprehensive plan structure.

St. Marv's Citv

Archeological mitigation reports. Final reports
to funding agency. Research papers,
developmental library.

LIBRARY AND INFORMATION SERVICES

Archeology

Publications, survey reports, inventory records,
slides, tapes, photographs relating to
archeological resources.

Jefferson Patterson Park and Museum

Publications, survey reports, inventory records,
slides, tapes, photographs relating to
archeological resources.

1

St. Marv's Citv

Research manuals, reference documents, reference
books for all phases of museum.

1 2 ^ . CAPITAL PROJECTS^

12.A.i Jefferson Patterson Park and Museum

I !i Files of administrative drawings and
{ specifications for modifications to the JPPM

site and appurtenances constitute historical
documentation of facility changes.

NO. 1430

NO.
9 of 19

Retention

Retain permanently.
Periodically transfer to
the Maryland State
Archives.

Retain permanently.
Periodically transfer to
the Maryland State
Archives.

Retain permanently.
Periodically transfer to
the Maryland State
Archives.

Retain permanently.
Periodically transfer to
the Maryland State
Archives.

Retain permanently.
Periodically transfer to
the Maryland State
Archives.

Retain- permanently.
Periodically transfer to
the Maryland State
Archives.

Retain permanently.
Transfer periodically to
the Maryland State
Archives.
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Description Retention

12 .B.

13 .

13.A

S t . Marv'a C i t y

Records detailing State-funded expansion of
museum.

MAINTENANCE AND SERVICE LOGS

13.B.

13.C

Archeology

Vehicle service records. Equipment service and
repair records.

Jefferson Patterson Park and Museum

Some service logs are not documents of record
(i.e., logs re: vehicles); others pertaining
to buildings and equipment are retained and
reviewed periodically.

Management and Planning

Files pertaining to maintenance and service.

Afro-American Commission

Documents, contracts, and reports having to do
with building maintenance and service.

13.E.1 6t. Mary's City

I | Maintenance requests, maintenance logs,
I | maintenance equipment files, inventory (DHCD)

13.D.

I »

Record copy permanently
retained at Dept. of General
Services. Retain copies for
five (5) years at St. Mary's
City. Then destroy.

Retain until vehicle or
equipment is disposed of.
Transfer to new owner or
destroy.

Retain until vehicle or
equipment is disposed of.
Transfer to new owner or
destroy.

Retain until vehicle or
equipment is disposed of.
Transfer to new owner or
destroy.

Retain, until vehicle or
equipment is disposed of.
Transfer to new owner or
destroy.

Retain for three (3) years.
Then destroy.
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Retention

14.A.I Jefferson Patter9on Park and Museum

"incident files including copies of police
reports, contact forms, notes, photographs.

14.B.

15. A

15. B

16.

16.A

St. Mary's City

Security service requests, incident reports.

REAL PROPERTY DOCUMENTS

Archeology

Equipment specifications, operating and
maintenance manuals.

Deeds and titles.

Jefferson Patterson Park and Museum

Legal documents.

Signed copies of deeds, etc.

JSQUIPMENT INVENTORY FILES

Archeology

Lists of equipment uritier program control.

Jefferson Patterson Park and Museumi
16.BJ,

| - •• Lists'of equipment under program control.

Retain for three (3) years.
Then destroy.

Retain for three (3) years.
Then destroy.

Retain until property is
sold or disposed of. Then
transfer to new owner.or
destroy.

Retain permanently.
Transfer periodically to
Maryland State Archives.

Retained at county
courthouse.

Retain permanently.
Transfer periodically to
Maryland State Archives.

Update annually. Retain
annual records for one (1)
year. Then destroy.

Retain at"JPPM until
equipment is deaccessioned
or superseded. Then
destroy.
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Retention

16. C.

16.D.

17.

17.A

. .B

17.C

18.

18.A

Management and Planning

Lists of equipment under program control.

Office of Research. Survey and Registration

Lists of equipment program control.

. RENTAL RECORDS

Archeology

Equipment and facility rental agreements.

Jefferson Patterson Park and Museum

Records pertaining to rental income properties.

St. Mary's City

Rental lease agreements

^GRANTS RECEIVED

Archeology

J Records relating to Mi. Historical Trust -
j received grants, including grant application
J and administration documents, but excluding
I final reports, publications of other products
j produced under the grant.

Retain until equipment is
deaccessioned or
superseded. Then destroy.

Retain until equipment is
deaccessioned or
superseded. Then destroy.

Retain while equipment or
facility is being rented
plus one (1) year. Then
destroy.

Retain while equipment or
facility is being rented
plus one (1) year. Then
destroy.

Retain for five (5) years.
Then destroy.

Retain for three (3) years.
Then destroy.

i
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Description Retention

18.B

18.C

18.D

19.

19.A

19.B

.D}

Jefferson Patterson Park and Museum

Administrative, financial, correspondence,
notes, and final report information are included
I n these documents.
m

Management and Planning

Grants received from outside sources by fund
raiser to enhance DHCP programs.

Grants received for historic preservation,
specialized historically preserved properties,
National Register properties.

St. Mary's City

Records and reports kept through expenditures of
the grants.

Granting agency has records.

EXHIBITS...Public Events/Visitation Records

Archeology

Records of public attendance at exhibits/events.

Jefferson Patterson Park and Museum1

Information on exhibits and public programs.

19.C Management and Planning

Files recording numbers of public events and
•visitation records.

19.D} Afro-American Commission

! Information on exhibits and public programs.

Retain for three (3) years.
Then destroy.•

Keep records the length of
time specified by each
grantor. Then destroy.

Retain permanently.
Transfer periodically to
the Maryland State
Archives.

Retain for seven (7) years.
Then destroy.

Copies retained by granting
agency.

Retain for five (5) years.
Then destroy.

Retain for five (S) years.
Then destroy.

Retain for five (5) years.
Then destroy.

Retain for five (5) years.
Then destroy.
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Description Retention

L 9 . E . St. Mary's City

Information on exhibits and public programs.

POLICY FILES
m

Archeology

Documents relating to program policies and
methods.

20.B.I Jefferson Patterson Park and Museum

Policies that pertain to JPPM site and personnel
are documents of record to be retained at JPPM.
For outside policies, JPPM does not have the
documents of record.

Director's Office

Files pertaining' to programs within the
Division; boards and commissions.

20.D.

20.E.

Management and Planning

Files pertaining to federally-mandated policy
and procedures related to acceptance of Historic
Preservation Funds.

Office of Research.. Survey and Registration

Files dealing with general policies of ORSR.

I !

Retain for five (5) years.
Then destroy.

Retain permanently.
Periodically transfer to
the Maryland State Archives
records showing program
development and change.

Retain at JPPM only those
policies which have a
potential for legal review.
Destroy all others.

Retain permanently.
Periodically transfer to
the Maryland State Archives
records showing program
development and change.

Retain on site for five (5)
year8. Then destroy.

Retain permanently.
•Periodically transfer to
the Maryland State Archives
records showing program"
development and change.
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Retention

2 1 .

21.A

21 .B .

21 .C .

22 .

22.A.

22 .B .

22.C.

I. I

St. Mary's City

SNCC minutes and records. DHCD directives.

_DHXSIBE-RELATED ORGANIZATIONS

Archeology

Records relating to liaison with non-MHT
archeological organizations.

Jefferson Patterson Park and Museum

Officially associated organizations' files are
retained for the benefit of the state only. The
nature and types of documents vary widely.

Director's Office

Director-involved organizations.

VOLUNTEER FILES

Archeology

Files related to volunteers.

Jefferson Patterson Park and Museum

For JPPM volunteers only. Records include time
sheets, personal information and miscellaneous
documents.

St. Mary's City

Records of volunteer hours.

Retain permanently.
Periodically transfer to
the Maryland State Archives
records showing program
development and change.

Retain for three (3) years.
Then destroy.

Retain for three (3) years.
Then destroy.

Retain for three (3) years.
Then destroy.

Retain for three (3) years.
Then destroy.

Retain for three (3) years.
Then destroy.

Retain for three (3) years.
Then destroy.
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Retention

23.

23.A

REVIEW AND COMPLIANCE-OFFICE OF PRESERVATION
SERVICES

Environmental Review Files

-Files contain all correspondence and
documentation of projects reviewed to fulfill
compliance with federal and state historic
preservation laws and regulations (including
Sections 106/110 of the National Historic
Preservation Act of 1966 and Sections 5-617/618
of Maryland law Article 83 B).

1)

2)

"Effects" - retain for
three (3) years after final
completion of project.
Then discard. Any site
survey documentation should
be retained until actual
review is completed. Then
integrate into Mi.Historical Trust|
inventory records/files/
and/or National
Register/Determination of
Eligibility files, as
appropriate.

"No Effects" - retain in
inactive files for three
(3) years. Then destroy.

Exceptions; The following
types of no effect projects
would not follow the above
plan:

a. Corps of Engineers
Dredging projects
- retain (basic
information)
permanently in
Office of
Preservation
Services files for
future reference
and records on
prior dredging

activities. Transfe:
Periodically to Md. State Archives

b. • State Highway
Administration
projects - retain
(basic
information)
permanently in
Office of
Preservation
Services inactive
files for future
reference. Transfer
periodically to Md.
State Arphives.
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Description

-

•

Federal Tax Certification Files

Files contain all applications, correspondence,
and documentation of projects reviewed for the
purposes of federal rehabilitation tax incentive
programs.

State 502-H Files

Files contain all applications, correspondence,
and documentation of projects reviewed for the
purposes of the state subtraction for the
preservation of historic property (Form 502-H).

Miscellaneous Review and ComplianceiFiles

1. Federal Memoranda of Agreement
2. State Memoranda of Agreement
3. Preservation laws and regulations
4. Historic districts (National Register

listed and surveyed) by county
5. Maps which are numbered and the numbers

clearly marked within the appropriate
project file

6. General subject files (miscellaneous topic
or agency information) filed
alphabetically by subject

1

N0- 1430
fAGl 17 of 19
NO.

Retention

3)
"Problem Projects" - retain
in Office of Preservation
Services inactive files
permanently. Transfer period-
ically to Ml. State Archives.

Retain for five (5) years
after final certification
of completed oroiect.
Retain all certified Part I
& II aplications which
advanced no further for
five (5) years after
certification. After five
(5) years in files,
discard. Incomplete
- project applications which
are not completed within 30
days after notification to
applicant will be forwarded
to the National Park
Service.

Retain until end of project
amortization period. Then
dispose of file. Retain
any photodocumentation of
easement properties.

Retain for ten (10) years.
Then destroy.
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24.

24.A

24.B

24.C

24.D.

24.E

Description

FINANCIAL ASSISTANCE AND EASEMENTS-Office of
Preservation Services

Grant Files

•Files contain all applications, plans,
agreements, project inspection forms, grant
disbursements, correspondence and other
information relating to the state historic
preservation grant program.

Grant Application Files

Files contain all non-funded grant applications
received, as well as materials related to the
application solicitation, grant selection, and
award notification process, organized by grant
round.

Loan Files

Files contain all applications, plans,
agreements, mortgages, project inspection and
fund disbursement forms, correspondence and
other information relating to the state historic
preservation loan program.

Loan Application Files

Files contain all non-funded loan applications
received, as well as materials related to loan
application solicitation and award process.

Easement Files

Files contain preservation easements held by the
Maryland Historical Trust, including property
documentation, inspection reports, requests for
and decisions on alterations and changes, and
other correspondence.

! I
F

Retention

Retain files for ten (10)
years from date of project
completion. Then destroy.

Retain for three (3) years
from date of notification
of rejection. Then
destroy.

Retain files for ten (10)
years from date of loan
repayment. Then discard.

Retain for three (3) years
from date of notification
of rejection. Then destroy.

Original recorded easement
and exhibits are sent to
the Maryland State Archives
upon easement execution.
Maryland Historical Trust
retains a copy of the
executed original, all
photographic negatives, and
all other property
documentation and
information in current
files for thirty (30)
years.
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Description Retention

24.F Pending Easement Files

Files contain all materials relating to the
acquisition of as yet unexecuted easements.

Retain for five (5) years
from date of last
correspondence. Then
destroy.

25. ^CHEOLOGICAL SERVICES - Office of Preservation
Services

Archeological research reports prepared as the
result of review, compliance, funding, easement
or other activities.

Upon project completion,
send to Maryland Historical
Trust library for permanent
collection. Transfer
periodically to Maryland
State Archives.

26. ARCHITECTURAL AND ENGINEERING SERVICES - Office
of Preservation Services

Files contain all documentation and
correspondence relating to the acquisition and
disposition of Maryland Historical Trust-owned
property.

JPRQJECT PLANS, SPECIFICATIONS, AND ENVIRONMENTAL
^REPORTS - Office of Preservation Services

Files contain oversized project plans,
specifications and environmental reports
generated from review, compliance, financial
assistance, easement and Maryland Historical
Trust-owned property activities.

Retain all files for five
(5) years from date of sale
or transfer. Then transfer
to the Maryland State
Archives. Retain all
leased property files until
superseded. Then destroy.

Transfer to Maryland State
Archives all items for
properties on which
easements are held.
Discard all else.



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

RECORDS RETENTION 8CHEDUU
IIO-IJ

DEPARTMENT/AGENCY
DHCD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOX X7I

MARYLAND X07M

X. DIVISION
Div. Historical & Cultural

Programs

AGENCY RECORDS INVENTORY

OF

. IMIT

DEFINITION-RECORD IES A OROUP OP RELATED CORDS NORMALLY PILED AMD VSED AS A UNIT FOR
REFERENCE AS WEU. AB RETENTION AND DIBPO» IT IftN HW»«tM

4. RECORD SERIES TITLE

1. WORK PLANS & MASTER PLANS

0. IKST YEAR/LATEST YEAR

J970 TO 1993-

9. ERIES DESCRIPTION | B N I K F L T DESCRIBE TKE TYPES OP INFORMATION/DOCUMENTS/FORMS POUND
IN fHE SERIES. . INCLUDE TMK PURPOSE OR FUNCTION OP THE ••PIES)

Annual and long-range plans for major program areas covering goals and objectives,
purposes, planned activities, time tables, and budget/staffing projections.

7. RECORD SERIES FORMAT(S)

0-LETTER SIZE 0 MICROFILM

ILEGAL SIZE O COMPUTER TAPE

BOUND BOOK D FLOPPY DISK

D AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

t . RECORD SERIES I

^ALPHABETICAL

^NUMERICAL

^CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

» . VOLUME
^ DRAVER(S)
D MICROFILM REEL(S)
O COMPUTER TAPE(S)
• OTHER{SPECIFY)

10. ANNUAL ACCUMULATION
)£FILE DRAWER(S)

^ O MICROFILM REEL(S)
D COMPUTER TAPE(S)
D orv<rp(BPFgiry) •_

tl. FILE IS USED

DAILY WEEKLY MONTHLY
I
; JJ. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM)

IX. F | L E BECOMES INACTIVE AFTER

D MONTH(S) ^(YEAR[S)

14. IS RECORD SERIES DUPLICATED ELSEWhZfX?
tlP VCS^SPCCIPV /.OENCY OR OPPICE)
O YES

SS. ACCESS RESTRICTIONS O YES )LH
(IF rwm, CITE LAW(S) 4t RSOULATION(«)

IS. AUDIT REQUIREMENTS

O NONE INSTATE ^tFEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p VES.EXPLAIN
BRIBPLV AKD DESCRIBE ANY HARDBAKE./•OPTBARB)

.HO

IS. RETENTION

NAME AND TITLE OF PREPARER XO. TELEPHONE NUMBER XI. DATE

DGS 1S0-4 (REVI X/S7)



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX 171

MARYLAND 107*4

1. DIVISION
Div. Historical and Cultural

Programs

AGENCY RECORDS INVENTORY

OF

1. UNIT

DEFINITION 1ES A •ROUP OF RELATED RECORDS NORMALL'
.TCWENCE AS WEU. AS RETENTION

,V PILED AND OSKD A* A UNIT FOR
AND DISPOSITION PURPOSE* _

«. RECORD SERIES TITLE

2. CORRESPONDENCE

B. YEAR/LATEST YEAR

10 TO

I •• KRIES DESCRIPTION l B R I B n- T OBSCRISB THE TYPES OP INFORMATION/DOCUMENTS/FORMS POUND
IN ffrC SERIES. . INCLUDB TMK PURPOSE OR FUNCTION OF THE SERIES)

Original incoming and copies of outgoing correspondence

7. RECORD SERIES FORMAT(S)

^.LETTER SIZE D MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOUND BOOK ^FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

0. RECORD SERIES I

^ALPHABETICAL

D NUMERICAL

YLCHRONOLOOICAL

O OCOGRAPHICAL

O OTHER(SPECIFY)

I.

Hi

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

10. ANNUAL ACCUMULATION
3 T^FILE DRAWER(S)

O MICROFILM REEL(S)
HTJBnir D COMPUTER TAPE(S)
tO . D

II. FILE IS USED

^DAILY MONTHLY

11. FILE
/

ECOMES INACTIVE AFTER
O MONTH(S) ^YEAR(S)

CURRENT LOCATICN(S) ( .,FLOOR, 14. IS RECORD SERIES DUPLICATED ELSEVKZfXf
tlF VKS, SPECIFY /.OTKCY OR OFFICE)

II. ACCESS RESTRICTIONS m,YES D
(IF YES, CITE I_AW(S) * NSOUkATION(s)

IC. AUDIT REQUI

O STATE O FEDERAL t Q INDEPENDENT

17. IS AN INDEX SYSTEM
BRIEFLY AKD DEBCRI

(IF YES.EXPLAIN
ANY HARDWARE./SOFTWARE) IS. "KTENTION

t. NAME AND TITLE OF pREPARER

(Sea Back of page for Exceptions)

10. TELEPHONE II. DA'

DCS 110*4 (REVISED 1/07)



JHSTRUCT IONS • -TYPE OR PRINT A
SEPARATE FOfM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDUU

••0-1J

EFARTMENT OF GENERAL SERVICES
(ECORDS MANAGEMENT DIVISION

WATERLOO ROAD
P.O. BOX 171

MARYLAND X 0 7 M

AGENCY RECORDS INVENTORY

OF

t . DEPARTMENT/,
DHCD

1 . DIVISION
Div. Historical and Cultural

Programs

S. UNIT

INITION •CRIES A WtOUP OP RELATED RECORDS
CB AS BELL A» RETENTION

V PILED AMD
AND DHWITICN

USSD AS A UNIT PON

4 . IIES TITLE
3 . COMPLIANCE

.IEST YEAR/LATEST YEAR

i «. CRIES DESCRIPTION i m l B r i - T N I C R I M TME TYPES ©T INFORMATION/DOCUMENTS/FORMS POUND
I N ? * * SERIES. . INCLUM TUX PURPOSE OH FUNCTION OP TMK SEP1ES)

Records relating to projects reviewed under Federal or State regulatory authorities

7. LCORD RIES FORMAT(S)

^.LETTER SI2E D MICROFILM

SI2E O COWVTER TAPE

BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OT>CR(SPECIFY)

HERIES I

^ALPHABETICAL

O NUMERICAL

D CHRONOLOGICAL

^GEOGRAPHICAL

D OTHER(SPECIFY)

I. VOLUME

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

10. ANNUAL ACCUMULATION
KriLE DRAWER(S)

£~ D MICROFILM REEL(B)
° COMPUTER TAPE(S)
D

* FILE IS USED

tEKLY MONTHLY

IX FILE

3
ECOMES INACTIVE AFTER

O MCNTH(S)

I IS. CURRENT LOCATION(S) ( ..FLOOR.ROOM) 14 IS RECORD SERIES DUPLICATED ELSEVKZrXT
I IF vcs. SPCCIPV /.OCKCY en OPPICE)

O YES j

IS. ACCESS RESTRICTIONS
(IF T W , CITS LA>(B)

1ft YES Q NO
RBOULATION(S)

I I . AUDIT EQUII
'• «- . a v •' *-* '«-

D STATE O FEDERAL Q INDEPENDENT=

17. IS AN INDEX SYSTEM
MilBPLY AKD DBBCRI

NO

* ( I P VBB.KXPI.AIN
ANY HARDBAKE./SOPTB, I t . RETENTION

NAME AND TITLE OF

<U W
10. TELEPHONE tt. DATE

D6S 110*4 (REVI */»7)



JNSTRUCTIQMS•»TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION BCHEDULJ

» » 0 - l )

DEPARTMENT/AGENCY

DHCD

DEPARTMENT OF
RECORDS MANA(

RAL SERVICES
4ENT DIVISION

7X7« BATERLOO ROAD
F>.O. BOX *7»

MARYLAND I07M

t. DIVISION
Div. Historical & Cultural

Programs

AGENCY RECORDS INVENTORY

S. tMIT

DEFINITION IKS' OP RELATED RECORDS NORMALLY PILED AND VSBD AS A UNIT PON
«*CE AS WELL AS WmWTIOH AND DISPOSITION H M W U M ;_

4 . RECORD SERIES TITLE

4 . MARYLAND HISTORICAL TRUST-CONDUCTED REPORTS

.IEST YEAR/LATEST YEAR

• . •CRIES DESCRIPTION IBNIKF1-T MICRIU TME TYPES OP INPORMATI ON/DOCUMENTS/PO«
IN "IHE SERIES. . INCLUDE TNK PURPOSE OH PONCTION OP TMB SERIES)

Reports produced as a result of MHT-funded or staff-conducted research or investigations.

7. RECORD SERIES FORMAT(S)

¥tLETTER SIZE D MICROFILM

J^ LECAL SIZE O COMPUTER TAPE

*^BBOUND BOOK O FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

•. RECORD SERIES I

Ji ALPHABETICAL

O NUMERICAL

(̂ CMtONOLOOICAL

^GEOGRAPHICAL

OTHER(SPECIFY)

t.

NUMBKM

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

10. ANNUAL LTION

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

II. FILE IS USED

MONTHLY

IS. FILE BECOMES INACTIVE AFTER
MDKTH(S) )(YEAR[B)

£2

i>. CURRENT LOCATION(S) (BLDS..FLOOR. 14. IS RECORD SERIES DUPLICATED
f IP V H , SPKCIPV /.UNCT OH OFFICE)
O ^

II. ACCESS RESTRICTIONS
(IP •*», c m I_A>(»)

T< YES O NO
RBOULATIONI*)

l«. AUDIT REOUIREM

o NONE ESTATE U. FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM
BRIEFLY AKB DEBCRI

( I P VKB.KXPUAtN
ANY MARDSARE./•OPTS/ tS. RETENTION

A

NAME ANDJTITLE OF PREPARER SO. . . . D A T E

DCS > S 0 - « IREVI



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

••0-1)

t. DCFARTMENT/AGENCY
DHCD

9EPART»CNT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

717i WATERLOO ROAD
P.O. BOX S7I

MARYLAND S07M

t. DIVISION
Div. Historical and Cultural

Programs

AGENCY RECORDS INVENTORY

S. IMIT

DEFINITION IES A SMOUP OP RELATED RECORDS NORMALLY* PILED AND USED AS A UNIT POR
CK AS H U . AS RETENTION ANB DIlMIITIflil W M M m _

«. RECORD SCRIES TITLE
5. CLIPPING FILES

I. IKST TEAR/LATEST YEAR
TO

I • KRIES DESCRIPTION l B n l B r L T DESCRIBE TMK TYPES OP INFORMATION/DOCUMENT*/FORMS POUND
IN THE SERIES. . INCLUDB TMK PURPOSE OR FUNCTION OP TMK

Newspaper articles, periodicals and other publicly-distributed documents relating to
program activities and accomplishments.

7. RECORD SERIES FORMAT(S)

^tLETTER SIZE O MICROFILM

4LEGAL SIZE O COMPUTER TAPE

BOUND BOOK 0 FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

•. RECORD SERIES SE

O ALPHABETICAL

O NUMERICAL

^CHRONOLOOICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

t .

iBKR

V FILE DRAWER(S)
*D MICROFILM REEL(S)
0 COMPUTER TAPE(S)
0 OTHER[SPECIFY)

1 0 . ANNUAL ACCUMULATION

X ' l L X DRAWER(S)
\ a MICROFILM REEL(S)

° COMPUTER TAPE(S)

j I* • PILE IS USED

O DAILY EEKLY MONTHLY

1 2 . FILE ECOMES INACTIVE AFTER
O MONTH(S)

; i». CURRENT LOCATION!S) (BLD6..FLOOR.ROOM) 14 IS RECORD SERIES DUPLICATED ELSEVHZrxt
t l P VC*^ SPKCIPV AOCKCV OR OPFICK)
DYKS ^

I f . ACCESS RESTRICTI
( I F VKS, CITK ! - * • ( • )

O YES )LH

OULATIONls)
l« AUDIT REQUIREMENTS

D STATE O FEDERAL INDEPENDENT

17. IS AN INDEX SYSTEM
•KIKPLV AKO DKSCRI

V ( I P VKS.KJVLAtN
ANY N A R D « A R K / S O P T « A R K )

IS.

NAME AND TITLE OF PREPARER

f S
SO. TELEPHONE I t . DATE

DCS 1 1 0 - 4 (REVI



IHSTHUCJ IONS. .TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION BCHEDUU

iie-i)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX I7S

MARYLAND 10704

AGENCY RECORDS INVENTORY

I. DEPARTMENT/AGENCY
DHCD

t. DIVISION
Div. Historical_,and Cultural

Programs

a. IMIT

DEFINITION IES A wtour op RECORDS WORMALL,V PILED AND
AND D U N

M O M A UNIT PDR

4 . RECORD SCRIES TITLE

6. PROGRAM DEVELOPMENT FILES

i •. CRIES DESCRIPTION {BRIEFLY DESCRIBE TMB TYPES OP IMPO TION/DOC

Files relating to conception/llae^oSmelnES and estattfHfflliS* *
of new program areas.

TS/PORMS POUND
OP THE

7. RECORD SERIES FORMAT(S)

1̂ LETTER SIZE 0 MICROFILM

4LEGAL SIZE C COMPUTER TAPE

BOUND BOOK ^FLOPPY DISK

D AUDIO TAPE O VIDEO TAPE

O OTtCR(SPECIFY)

BXRIE8 SE

^ALPHABETICAL

D NUMERICAL

^CHRONOLOOICAL

D GEOGRAPHICAL

0 OTHER(SPECIFY)

•. VOLUME

MUMMER

^ DRAWER(6)
D MICROFILM REEL(S)
0 COMPUTER TAPE (S J

10. ANNUAL ACCUMULATION
P-FILE DRAWER(S)

U O MICROFILM REEL(B)
mMKEir D COMPUTER TAPE(S)

. D
11. FILE IS USED

MONTHLY

'*• FILE BECOMES INACTIVE AFTER
^ D MONTH(S) K

CURRENT LOCATION(S) ( .FLOOR. 14. IS RECORD SERIES DUPLICATED ELSEWHZrXT
flP VKB̂ f SPKCIPV /.SCNCT OR OPPICE)
O YES Ik NO

II. ACCESS RESTRICTIONS
( IP TO*. CITK LAW(B) *

O YES t«. AUDIT REQUI

STATE H FEDERAL- O INDEPENDENT

17. IS AN INDEX SYSTEM
•RIBFLV AND DBBCRI

» (IP VKB.KXPLAIN
AKY MARDBARK/SOPTBAI

IS. RETENTION

(Seo back of page for Exceptions)

NAME AND TITLE OF PREPARER so. ...DATE

DGS B80>4 (REVISED X/S7)



6 B JEFFERSON PATTERSON PARK AND MUSEUM

"Project and program ..."

6 D MANAGEMENT AND PLANNING

"National Park Service ..."

6 E ST. MARY'S CITY

"Operational plans of . . ,w

Screen annually. Destroy materials
no longer needed.

Retain according to Federal
regulations. Then Destroy.

Retain for five (5) years.
Then Destroy.



JUSTROCTIONS -.TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

I. DEPARTMENT/AGENCY
DHCD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOX X7I

MARYLAND X07S4

X. DIVISION
Div. Historical and Cultural

Programs

AGENCY RECORDS INVENTORY

7 OF

X. (MIT

DEFINITION IES- OF RELATED M
CE AS WELL AS

NORM*1.1 Y FILED AND
AND DISPOSITION

VSSO A* A UNIT FOR

4 . RECORD SERIES TITLE
7. MULTI-STATE PROGRAMS

IBST YEAR/LATEST YEAR
\°I1O TO

I • ERII .BRIEFLY DESCRIBE THE TYPES OP INFORMATION/DOC W f IITS/FO RMS POUND
IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Records relating to multi-state cooperative undertakings.

7 . RECORD SERIES FORMAT(S)

LETTER SI2E D MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOOK D FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTVEJt(SPECIFY)

9. RIEB

D NUMERICAL

J> CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

/ FILE DRAWER(S)
W ^ a MICROFILM REEL(S)
J ° COMPUTER TAPE(S J
NUMBER Q OTHER(speclryj

10. ANNUAL ACCUMULATION
^ F I L E DRAWER(S)

/ D MICROFILM REEL(S)
NTJBBTT D COMPUTER TAPE(S)

D on4FP(BWCirY) ^

t l FILE IS USED

O DAILY .MONTHLY

1 1 • FUJE BECOMES INACTIVE AFTER
~ D MONTH(S) Y

: i» CURRENT LOCATION(S) ( .FLOOR. 14. IS RECORD SERIES DUPLICATED ELSEVHZrXf

II ACCESS RESTRICTIONS O YES ^sNO
( I F YBS, CITS LAW(S) * MBOUUATION(B)

IC. AUDIT REQUII
^1

O STATE O FEDERAL D INDEPENDENT

17 IS AN INDEX SYSTEM
MBIBFLV AKB DKBCRI

(IF YSB.EXPLAIN
ANY HARDSARE/SOFTVJ I*. RETENTION

It. NAME AND TITLE OF XO. TELEPHONE XI. DATE

I I 0 - 4 (REVISED X/»7)
S&-V



JUSTRUCTIONS..TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES.
•ITH RECORDS RETENTION

I. DEPARTMENT/AGENCY
DHCD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 VATERLOO ROAD
P.O. BOX t7l

MARYLAND 107*4

1. DIVISION
Div. Historical and Cultural

Programs

AGENCY RECORDS INVENTORY

S. IMIT

DEFINITION IES A OROUP OF RBLATKD COORDS NORMALLY PI LBS AMB
riON AND DISPOBlTlBt

VSKD A* A UNIT FOR

4. RECORD SCRIES TITLE

8. TECHNICAL ASSISTANCE TO LOCAL GOVERNMENT FILES
I. EARLIEST TEAR/LATEST YEAR

)po TO '19 X
i • • ERIES DESCRIPTION (•HIKPLV

IN fVE I
CSCRIBK TKB TVPKS OP INPOKMATION/DOCUMKNTS/PORMS POUND
ERIES. . tNCLUM TNK PURPOSE OR FUNCTION OF TMK SKPT1KS)

Incoming technical assistance letters, outgoing reply letters, notes and other records
such as project plans, maps, photographs relating to requests for technical assistance.

7. RECORD SERIES FORMAT(S)

TTER SIZE O MICROFILM

LEGAL SIZE O COMPUTER TAPE

sOCND BOOK O FLOPPY DISK

O AUDIO TAPE B VIDEO TAPE

O OTVCR(SPECIFY)

tIES I

ALPHABETICAL

O MMERICAL

fl CHRONOLOOICAL

GEOGRAPHICAL

OTHER(SPECIFY)

t .

NM3KKT

)ivFILE DRAVER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
FILE DRAWER(S)
MICROFILM REEL(B)

O COMPUTER TAPE(S)
D

L A

D

II. FILE IS USED

DAILY EEKLY O MONTHLY

11. LE BECOMES INACTIVE AFTER
O MONTH(S) )(YEAR(S)

CURRENT LOCATION(S) ( ..FLOOR. 14. IS RECORD SERIES DUPLICATED ELSEWKZrXf
tlF VES^. SPCCIPV /.OCKCV OR OPFICC)
D YES |lNO

II. ACCESS RESTRICTIONS ^ Y E S D NO
(•F **•. CITS I-A*(B) * RSOULATION(«)

IS. AUDIT REQUIREMENTS

NONE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF vma.
BKIBFLV AKB OIICRIU ANY MARDMARK./ IS. ION

*. NAME AND TI OF 10. TELEPHONE II. DATE

SBO-4 (REVII



JNSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
af̂ fi no-i)

t. DEPARTMENT /AGENCY
DHCD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX S7I

JESSUP. MARYLAND 107*4

I. DIVISION
Div. Historical and Cultural

Programs

AGENCY RECORDS INVENTORY

PAGE mJ£mtm OF ^^_

1. UNIT

DEFINITION •RECORD SERIES** * R O U P O r "SLATED RECORDS NORMALLY PILED AND USED AS A UNIT PDR
REFERENCE AS EELL AS RETENTION AND DISPOSITION MIWNMKI

4. RECORD SERIES TITLE

1 9. GRANT APPLICATION FILES

1. EARLIEST TEAR/LATEST YEAR

J?70 TO /9f2-

0. RECORD SERIES DESCRIPTION (•""truT DESCRIBE THE TYPES OP INPORMATION/DOCUMENTS/PORMS POUND
IN fHE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

Grant applications made to the various offices within Div. Historical and Cultural Programs

1
1

7. RECORD SERIES FORMAT(S)

^.LETTER SIZE O MICROFILM

^LLECAL SIZE O COMPUTER TAPE

^ ^ D U N D BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OTHER{SPECIFY)

0. RECORD SERIES SEQUENCE

^ALPHABETICAL

D NUMERICAL

9I CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

11 * FILE IS USED
>BLDAILY D WEEKLY O MONTHLY

; as. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM)

tl. ACCESS RESTRICTIONS O YES ^ N O
(IP YES, CITE LA*(S) * RSOULATIONIS)

17. IS AN INDEX SYSTEM USEDT (ir YES.EXPLAIN
BRIEFLY AKS DESCRIBE ANT HARDSARE/SOPTBARS)

O YES ^ NO

10. NAME AND TITLE OF pREPAREJt

i /.

DCS 010-4 (REVISED 1/07)

0. VOLUME
M^FILE DRAWER(S)
u MICROFILM REEL(S)

/7 D COMPUTER TAPE(S)
NUMBER o OTHEinSPEciry)

10. ANNUAL ACCUMULATION
^ FILE DRAWER(S)

3 O MICROFILM REEL(S)
KTJBnr ° COMPUTER TAPE(S)

'** FILE BECOMES INACTIVE AFTER

«^BT ""NIHI.J *YEAR(S,

14. IS RECORD SERIES DUPLICATED ELSEVKZI'XT
(IF YKS- SPECIFY /.OCKCT OR OFFICE)
O YES f^MO

IC. AUDIT REQUIREMENTS

O NONE ^ STATE ^ FEDERAL O INDEPENDENT

< O - " . . - ' • • • • ' : • . ' ''

10. RECOMMENDED RETENTION 'iL" ' A ' O i> <

(See back of page for Exceptions) - • —•

10. TELEPHONE NUMBER tl. DATE

. 1/



9 B DIRECTOR'S OFFICE

"Bowman Board . . ." Retain permanently. Transfer
periodically to Maryland State
Archives.

RECEIVED

MAY 1 1992

MARYLAND STATE ARCHIVES



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

I. DEPARTMENT/AGENCY
DHCD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANACEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX 171

MARYLAND tO7t«

1. DIVISION
Div. Historical_and Cultural

Programs

AGENCY RECORDS INVENTORY

10 OF

t. IMIT

DEFINITION tIES A OROUP OF RELATED CORDS NORMALLY PI AMD VSKO AS A UNIT FOR
AS »KLJ. AS RTKMTION AMD PIBPOB1TIC1

«. RECORD SERIES TITLE

10. THEMATIC RESEARCH DATA FILES

I. TEAR/LATEST YEAR
TO Jf

,mmiKPLTSERIES DESCRIPTION ( -"•—•-• w*SCRIBB T W TVPBB OP INFORMATION/DOCUMENTS/FORMS POUND
I N f t C SERIES. . INCLUDS TNB PURPOSE OR PONCTION OP TMK SKPT1KI)

Records relating to specific research and investigations regarding themes relevant
to the Division.

7. RECORD SERIES FORMAT(S)

^LETTER SIZE D MICROFILM

4LECAL SIZE O COMPUTER TAPE

BOIMD BOOK O FLOPPY DISK

D AUDIO TAPE O VIDEO TAPE

O OTVCR(SPECIFY)

•. RECORD SERIES I

^ALPHABETICAL

O NUkCRICAL

D CHRONOLOGICAL

O OEOGRAPHICAL

D OTHER(SPECIFY)

t. VOLUME

FILE DRAWER(S)
MICROFILM REEL(S]

O COMPUTER TAPE(S)
D OTHER(6PECIFY)

1 0 . ANNUAL ACCU*JLATION

| L F I L E DRAWER(S)
^L O MICROFILM REEL(S)

D COWUTER TAPE(S)

I I . F l l IS USED

.DAILY iEKLY O MONTHLY

IX COKCS INACTIVE AFTER
D MONTH(S) O YEAR(S)

i*. CURRENT LOCATIONS) { .,FLOOR. 14. IS RECORD SERIES DUPLICATED ELSETKZtXT

I IF YES, SPECIFY /.OCNCY OR OFFICE)

tl. ACCESS RESTRICTIONS
(IP Til, CITB !_*•(•) * RB

YES O NO I«. AUDIT REQUIREMENTS

O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM
MC IBP I. V AKD DKBCRI

(IF V««.

AKY HARD*ARK./
It. ION

It. NAME AND TITLE OF tt. TELEPHONE tl. DATE

DCS 110-4 (REVI t/t7)
Sso-f



JMSTRUCTIONS --TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES.
WITH RECORDS RETENTION

••0-1)

I.

DHCD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX 171

MARYLAND 107*4

t. DIVISION
Div. Historical and Cultural

Programs

AGENCY RECORDS INVENTORY

PACE // OF ,37

S. IMIT

DEFINITION IES A CROUP OP RELATED RECORDS NORMALLY* PI LSD AND USED A* A UN IT FOR
AS WELL AS RETENTION AHD DISPOSITION

4.

11.

IES TITLE

LIBRARY AND INFORMATION SERVICES

I. IKST TEAR/LATEST YEAR
TO

I •• CRIES IPTION (•III"FI-T BKBCRIRK TKE TYPES OP INPORMATION/DOC
IN ?HE SERIES. . INCLUDE TMB PURPOSE OR FUNCTION OP THE

rrs/FOi POUND

Publications, survey reports, inventory records, slides, tapes, photographs relating
to architectural, archeological, and cultural resources.

7.

O

RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE O COMPUTER T

BOOK D FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

OTHER(SPECIFY)

KRIES I

ALPHABETICAL

O NUMERICAL

O CMtONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

*. VOLUME

NUMBKRi

y FILE DRAVER(S)
D MICROFILM REEL(S)
O COMPUTER TAPE(S)
•j^fgTHER( SPECIFY)

10. ANNUAL ACCUMULATION
ytwFILE DRAWER( EJ

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

I II FILE IS USED

.DAILY O MONTHLY

IS. CCOMES INACTIVE AFTER
D MOKTH(S) O YEAR(S)

i». CURRENT LOCATION(S) (BLDG..FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWKZfft
llP VCS^ SPKCIPV AUNCV OR OFFICE)
O YES ^

II. ACCESS RESTRICTIONS O YES
( IP m . CITB LAW(s) *

IC. AUDIT REQUIREMENTI

O NONE y STATE O RAL INDEPENDENT

17. IS AN INDEX SYSTEM
BRIEFLY AKB DKBCRI

NO

( I F YKB.KXPI-AtN

ANY HARDS ARK./SOPTWARS)
to. RETENTION

O. NAME AND^TITLE OF |

L 4
10. TELEPHONE tl. DATE

DGS BIO-4 (REVI 7o7



JUSTRUCTIONS --TYPE OR PRINT A
SEPARATE FORM FOR EACH MEW Oft
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION K W D U U

••0-1)

I. DEPARTMENT/AGENCY
DHCD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX 171

MARYLAND *07»4

t. DIVISION
Div. Historical and Cultural

Programs

AGENCY RECORDS INVENTORY

12 OF 37

%. UNIT

DEFINITION IES< OF RBTLATW.D MCORDI NORMALLY Ft LSD AMD VBBD
CE AS BELL AS WnCWTlOW AMD OIBPOBITION

AS A UNIT FOR

4.
12.

IES TITLE
CAPITAL PROJECTS

I. YEAR/LATEST YEAR

TO

ERIES DESCRIPTION (•RIBPLY DESCRIBE TMK TYPES OF INFORMATION/DOC TB/PO FOUND
IN fHE SERIES. . INCLUDB THE PURPOSE OR FUNCTION OF THE SERIES)

Files of administrative drawings and specifications for modifications to the Jefferson
Patterson site and records detailing State-funded expansion of museum at St. Mary's City.

7.

O

O

RECORD SERIES FORMAT(S)

LETTER SIZE 0 MICROFILM

LEGAL SIZE ° COMPUTER TAPE

BOUND BOOK D FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHEJt(SPECIFY)

ERIES I

^ALPHABETICAL

D NUMERICAL

jlcHRQNOLOOICAL

D QCOGRAPHICAL

O OTHER(SPECIFY)

•. VOLUME

NUMBER

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

10. ANNUAL ACCUMULATION
pk FILE DRAWER(S)

Q_ ° MICROFILM REEL(S)
° COMPUTER TAPE(S)
D

II IS USED

DAILY O MONTHLY

IS. F|LE BECOMES INACTIVE AFTER
D MGNTH(S) O YEAR(S)

IS. CURRENT LOCATION(S) ( ..FLOOR. 14. IS RECORD SERIES DUPLICATED ELSEVHZi'Xf
lF VES, SPECIFY /.BCKCV OR OFFICE)
YEB O NO 6 &S

IB ACCESS RESTRICTIONS O YES ^
(IF VBS, CITB LAW(B) * RBBULATION(B)

I t . AUDIT REQUII

O NONE fkSTATE. O FEDERAL ° ^IfOEPENDENT

17 IS AN INDEX SYSTEM
•KIBFLY AKO DBBCRI

( I F VBB.KXPLAIN
ANY NARDBARK/BO

*••

O YES NO

DCS II0-4 (REVISED S/»7)



INSTRUCTICNS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES.
WITH RECORDS RETENTION

M O - I }

DHCD

DEPARTtCNT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX X7I

MARYLAte X07»4

1. DIVISION
Div. Historical and Cultural

Programs

AGENCY RECORDS INVENTORY

OF

1. IMIT

DEFINITION IES A «ROUP OP RSLATBD RBOORDS HOWMWI LV PILED AMO VSBD AS A UNIT POR
M W W W C I AM BEIO. A» RETENTION ANB DIEPOB IT ION »tm»O«-f ;__

4.

13.

IES TITLE

MAINTENANCE AND SERVICE LOGS

I •. CRIES DESCRIPTION 1 •"•»•'« «**SCRIBB THE TYPES OP INPORMATI ON/DOCUMENTS/POIBRIEFLY OBSCRIBB THE TYPES OP I NPORMAT I ON /DOCUMENTS /FORMS POUND
IN THE SERIES. . INCLUDC THE PURPOSE OR FUNCTION OF TNE

Documents, contracts, and reports having to do with building maintenance, equipment service
and repair.

7. RECORD SERIES FORMAT(S)

.LETTER SIZE O MICROFILM

LEGAL SIZE D COMPUTER TAPE

'BOUND BOOK O FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

^ OTHER(SPECIFY)

5" * 7 " j^ioAf.

9. RECORD SERIES I

^ALPHABETICAL

O NUCRICAL

9< ORONOLOOICAL

O GEOGRAPHICAL

D OTVER(SPECIFY)

9. VOLUME

hUUbM

DRAWER(S)
MICROFILM REEL(S)

0 COMPUTER TAPE(S)
O OT>CR(SPECIFY)

1 0 . ATMUAL ACCUMULATION
^sFILE DRAWER(S)

/ O MICROFILM REEL(S)
° COMPUTER T A P E ( S J

D errvrp(gwrr irv ) _

• FILE IS USED
O DAILY fEKLY O MONTM.Y

I X . FILE BECOMES INACTIVE AFTER

>)

i». CURRENT LOCATION(S) ( 14. IS RECORD SERIES DUPLICATED ELSEWKZrXf
(IF VC*^ •PCCIPV AUNCV OR OPPICE)
Q YES

tl. ACCESS RESTRICTIONS
( IP TBS, CITB

O YES flkN
RSOUUATIONl*)

l « . AUDIT REQUII

JlNCNE O STATE O FEDERAL D irOEPENDENT

17. IS AN INDEX SYSTEM
BKIBFLY AKB DEBCRI

(IP VKB.KXPI^IN
ANY It. RETENTION

O YES NO

13 E ST. MARY'S CITY Retain for three (3)
years. Then destroy.

». NAME AND TITLE OF PREPARER

U J
SO. TELEPHONE

S7/-
St. DATE.

DCS 110*4 (REVI t/«7)



JHSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION SOEDUU

tlC*l)

\. DEPARTMENT/AGENCY
DHCD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOX X7I

MARYLAND X07M

X. DIVISION
Div. Historical and Cultural

Programs

AGENCY RECORDS INVENTORY

OF

S. UNIT

1NITI0N IES A •ROUP or RKLATVC
ctunu AM MT1NT

NORMALLY FILED AMB VSSO AS A UNIT FOR
ION AND DUPOIITICW PUMPOBKB _

4. RECORD SCRIES TITLE
,14. SECURITY AND SAFETY RECORDS

I. EARLIEST TEAR/LATEST YEAR

I •• •CRIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OP INFCIRMATION/DOC UMHITl/PeMH POUND
IN *IME SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF TNB SEPTIC!)

Incident files including copies of police reports, contact forms, and security service
requests.

7. RECORD SERIES FORMAT(S)

YsLETTER SIZE 0 MICROFILM

O LEGAL SIZE O COMPUTER TAPE

'SOUND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O onCR(SPECIFY)

RIEB I

O ALPHABETICAL

ICAL

OGICAL

O GEOGRAPHICAL

0 OTHER(SPECIFY)

». VOL

NUUBM

f. FILE DRAWER(S)
D MICROFILM REEL[S)
O COMPUTER TAPE(S)
OTHER(SPECIFY)
\) 3 ̂

10. ANNUAL ACCUMULATION
D FILE DRAWER(S)
D MICROFILM REEL(S)
° COMPUTER TAPE(S)
P MMrB[BTfirY) •_

II. FILE IS USED

O DAILY MONTHLY

IX. FILE BECOMES INACTIVE AFTER
O MCNTH(S) )i YEAR(S)

It. CURRENT LOCATION!SJ ( ..FLOOR. 14. IS RECORD SERIES DUPLICATED ELSEVHZfXT
(IF VKB. SPBCIPY /.BCNCY OR OFFICE)
O YES f. NO

II. ACCESS RESTRICTIONS
(IP TKS, dTB LAB(B)

O YES IS. AUDIT REQUIREMENTS

O NONE INSTATE O FEDERAL 0 INDEPENDENT

17. IS AN INDEX SYSTEM
•RIBPLY AKS DBBCRI

» { I F •KB.KXPLJkIN
ANY NARDBARK/BOFTBAI I

I S . RECOMMENDED RETENTION

NAME AND/TITLE OF fe
DGS SIO-4 IREVI



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

••0-1)

I. DEPARTMENT/AGENCY

DHCD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX I7»

MARYLAND 107*4

I. DIVISION
Div. Historical and Cultural

Programs

AGENCY RECORDS INVENTORY

S. tMIT

DEFINITION IKS< >F RELATED RECORDS NORMALLY" PILED AMD VSED M A UNIT FOR
REXCE A» WELL AS RETENTION AND D I I W t T I M i > « > « « 1

15.

IKS TITLE

REAL PROPERTY DOCUMENTS

I. YEAR/LATEST YEAR

Mi TO

SERIES DESCRIPTION (' IIBPLY DESCRIBE THE TYPES OP INPO TIOM/DOCV rS/PORMS POUND
I N fHE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OP TMB SERIES)

Equipment specifications, operating and maintenance manuals, deeds and t i t l e s .

RECORD SERIES FORMAT(S)

,LETTER SIZE O MICROFILM

>LECAL SIZE O COMPUTER TAPE

'BOUND BOOK O FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHERI SPECIFY)

• . RECORD SERIES I

^ALPHABTTICAL

O NUMERICAL

|̂L CMtONOLOO ICAL

O OEOGRAPHICAL

O OTVCR(SPECIFY)

t. VOLUME

FILE DRAWER(S)
MICROFILM REEL(S)

D COMPUTER TAPE{S)
D OT»CR(SPECIFY)

10. ANNUAL ACCUMULATION
)t FILE DRAWER(S)
G MICROFILM REEL(S)
D COMPUTER TAPE{S)
D

II FILE IS USED

0 DAILY .MONTHLY

COMES INACTIVE AFTER
O MCNTH(S) D YEAR[S)

i*. CURRENT LOCATION(S) { .FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHZiXT
f IP Vtl, SPECIFY AOCNCT OR OFFICE)
O YKS ^

II ACCESS RESTRICTIONS O YES |kN

(IP YKB. CITS LAlltl * RSOULATIONt •)
IS. AUDIT REQUII

O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (ip VKB.EXPLAIN
•RIBFLY AKS DESCRIBE ANY HARDBARE/BOPTWARS)

I*. RETENTION

(See back of page for Recaptions)

NAME T. PREPARER NUMBER t l . DATE

DCS BIO-4 (REVI 77.• 7 )

SSD-V



15 A ARCHEOLOGY

"Equipment specifications, . * ."

15 B JEFFERSON PATTERSON PARK AND MUSEUM

Legal documents.

Retain until property is sold or
disposed of. Then transfer to
new owner or destroy.

Retained at county courthouse.



INSTRUCT I QMS • -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION K W D U U

DEPARTMENT /AGENCY
DHCD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOX S7I

MARYLAND 107*4

t. DIVISION
Div. Historical and Cultural

Programs

AGENCY RECORDS INVENTORY

U OF 27

1. (MIT

INITION- t!ES< »F RKUATWD RECORDS MOnMWI I T PI LBS AND VSBD AS A UNIT POR
"P«CK AS WBLJ. AS RETENTION AND D f PO«i-ne»i wi»>»m _

4. RECORD SERIES TITLE
.16. EQUIPMENT INVENTORY FILES

t. IKST YEAR/LATEST YEAR
111* TO

I • CRIES DESCRIPTION ( IBPLT M I C R I U
IN I * * SERIES.

Lists of equipment under program control.

TYPES OP INPORMATION/DOCUMENTS/PO*
INCLUDS TMB PURPOSE OR FUNCTION OF TMK SERIES)

7. RECORD SERIES FORMAT(S)

O LETTER SIZE D MICROFILM

JyVLEGAL SIZE Q COMPUTER T

I^P BOUND BOOK ^L FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

CORD SERIES I

ALPHABETICAL

NUMERICAL

D CHRONOLOOICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

». VOL

li
R FILE DRAWER(S)
D MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHERI SPECIFY)

10. ANNUAL ACCUMULATION
FILE DRAWER(S)
MICROFILM REEL(B)

D COMPUTER TAPE{S)
D

II. FILE IS USED

O DAILY MONTHLY

1Z* FILE BECOMES INACTIVE AFTER LOJuMi
O MONTH(S) O YEAR(S)

a>. CURRENT LOCATION!S) (BLD6..FLOOR.ROOM) 14. IS RECORD SCRIES DUPLICATED ELSEWKZfXT
C.IP m , SPKCIPY /.ocNcv on oPFiee)
^ O MO S ^

IS. ACCESS RESTRICTIONS O YES
(IP VKS, CITB LAW(S) * RSOULATIONfS)

IC. AUDIT REQUIREMENTS

O NONE \( STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM
•RIBFLY AKD DBBCRI

(IP VWB.KXPLAIN
ANY HARD*ARK./SOPTWARK) I*.

YES NO

RETENTION

TITLE OF pREPARER

See backof page for deceptions)

TELEPHONE NUMBER SI. ' • - • • '

SSO-4 (REVISED X/«7)



16 A ARCHEOLOGY

"Lists of equipment . . .w Update annually. Retain annual
records for one (1) years.
Then destroy.



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

••0*1)

I . DCFARTMENT/AGENCY
DHCD

DEPARTtCNT OF GENERAL SERVICES
RECORDS MANA6EMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX 171

MARYLAND 107*4

t. DIVISION
Div. Historical_,and Cultural

Programs

A6ENCY RECORDS INVENTORY

PACE II OF 27

S. (MIT

DEFINITION IES A OROUP OP RELATED CORDS NORMALLY PILED AND USED A* A UNIT FOR

REFERENCE AS H U . AS RKTKHTIOW AND D I l W I T i n w

4 . RECORD SCRIES TITLE

1 7 . RENTAL RECORDS
JEST YEAR/LATEST YEAR

\ 9. CORD CRIES DESCRIPTION i m l K F k T DESCRIBE THE TYPES OP INFOEMATtON/DOCWTITS/PI
I N ?HE SERIES. . INCLUDE THE PURPOSE OR FUNCTION

POUND
TMB SERIES)

Equipment and facility rental agreements.

7. RECORD SERIES FORMAT(S)

J{ LETTER SIZE D MICROFILM

Jl LEGAL SIZE D COMPUTER T

BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OTVCJl I SPECIFY)

•. RECORD SERIES I

Ji ALPHABTTICAL

D NUMERICAL

J> OVICNOLOOICAL

O OEOGRAPHICAL

D OTHER(SPECIFY)

I. VOL

KOBBBK

FILE DRAVER(S)
Q MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
)LrILK DRAWER(S)

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

II. FILE IS USED

O DAILY .MONTHLY

IS. FILE S INACTIVE AFTER
O MONTH(S) ^YEAR(S)

IS. CURRENT LOCATION(S) { .,FLOOR. 14. IS RECORD SERIES DUPLICATED ELSEVHZi'XT
(IF VE*« SPBCIPV /.OCKCY OR OFFICE)
O YES ^

II. ACCESS RESTRICTIONS
(IP TBS, CITB l_A>(a)

O YES ̂ 4 N
RBaULATIONtB)

IC. AUDIT REQUIREMENTS

O NONE fL STATE O FEDERAL ° INDEPENDCNT

17. IS AN INDEX SYSTEM USEDT (IF VBB.EXPLAIN
BRIBFLV AKD DBBCRIBB ANY HARDSARK/BOPTBAKE)

I S .

DCS 1 1 0 * 4 (REVISED 1 / S 7 )

SSD-V



JHSTRUCT 1QNS • .TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION BCHEDULI

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX 171

MARYLAND *P7»4

t. DIVISION
Div. Historical and Cultural

Programs

AGENCY RECORDS INVENTORY

OF 7T7

%. UNIT

DEFINITION- II OF RBLATBD RKCORDS NORMALLY PILED
CT A» IIU. AS) RBTWWTION AHD

AMO USBD AS A UNIT FOR

4. RECORD SERIES TITLE

18. GRANTS RECEIVED

I. YEAR/LATEST YEAR

T O

I •. CRIES I FT ION | W I I F I- T OBBCRIBB TMB TVPSB OF INPORMATION/DOCUMKNTS/PORMS FOUND
IN "IHE SERIES. . INCLUDE TMB PURPOSE OH FUNCTION OF THE SER1EI)

Records relating to grants received by various offices of Division of Historical and
Cultural Programs

RECORD SERIES FORMAT(S)

^LETTER SIZE 0 MICROFILM

SIZE O COMPUTER '

BOOK O FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHER (SPECIFY)

I. RECORD SERIES I

ALPHABETICAL

D NUMERICAL

, CHRONOLOCICAl.

O GEOGRAPHICAL

O OTHER(SPECIFY)

*. VOL
^ DRAVER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)
O OTHER(SPECIFY)

I P . ANNUAL ACCUMULATION
^ L F I L E DRAWER(S)

5 . 0 MICROFILM REEL(B)
D COMPUTER TAPE(S)
D crrnr»( B P m rv y

F«iIS USED

DAILY O MONTHLY

IX. FILE BECOMES INACTIVE AFTER
O MONTH(S) O YEARl?)

CURRENT LOCATION(S) ( ..FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHZi'JCT
I IF VCBt SPECIFY /.OCNCT OR OFFICE)
^1 YES O NO

II. ACCESS RESTRICTIONS O YES
(IF VKS, CITS LA*(S) • R*auLATION

IC. AUDIT REQUIREMENTS

o NONE ESTATE ) k FEDERAL YP INDEPENDENT

17. IS AN INDEX SYSTEM USKDT (ir VWS.BXPLAIN
•KIBFLY AKO DKBCRIBK AKY HARDSARK/BOFTWARS) It.

TITtE OF

J
IP. TELEPHONE tt. DATE

DCS IIP-4 (REVISED S/S7)



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

•10-1)

I.
DHCD.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX 171

MARYLAND S07M

t. DIVISION
Div. Historical and Cultural

Programs

A6ENCY RECORDS INVENTORY

%. IMIT

DEFINITION IES/ •ROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS EELJ. AS RETENTION ANB DISPOSITION

19.
tIES TITLE

EXHIBITS
I. IEST TEAR/LATEST YEAR

Hio TO WV

I •. SERIES I FT ION ( IIEPLT ICRIM TME TYPES OP INFORMATION/DOC TS/ POUND
IN fHE SERIES. INCLUDE PURPOSE OR FUNCTION OP THE SERIES)

Records of public attendance at exhibits and events sponsored by the Division of
Historical and Cultural Programs

7. RECORD SERIES FORMAT(S)

fl LETTER SIZE 0 MICROFILM

*

LEGAL SIZE O COMPUTER T,

BOUND BOOK t̂ FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

%. RECORD SERIES I

^ALPHABETICAL

D NUMERICAL

X CHRONOLOGICAL

O GEOGRAPHICAL

OTHER(SPECIFY)

t.

NUMBER'

| FILE DRAWER(S)
D MICROFILM REEL(S)
0 COMPUTER TAPE(S)
0 OTHER!SPECIFY)

1 0 . ANNUAL, .ACCUMULA7

P FILE OKA
TION

DRAWER(S)
O MICROFILM REEL(S)
° COMPUTER TAPEISJ
D enrMF»( BPFC I r v ) „

t l . F l IS USED

DAILY O MONTHLY

I t . FILE

5"
ECOMES INACTIVE

D MONTH(S) YEAR(S]

I*. CURRENT LOCATION(S) ( ..FLOOR.ROOM) 14. IS I
I IP VI
O YKS

IES DUPLICATED ELSEWHZt'Xf
SPEeiPV /.UNCT OR OFFICE)
NO

II. ACCESS RESTRICTIONS O YES ^4 NO
( IP TEB, CITE LAW(s) * RSOULATI ON ( •)

tC. AUDIT

O

REQUII

O STATE ^FEDERAL. O INDEPENDENT

17. IS AN INDEX SYSTEM
•RISFLT AKC OEBCRI

( I F VSB.B>7LJklN
ANT MAROBARE./BOPTB

It. RETENTION

W
TITLE OF PREPARER TELEPHONE NUMBER tl. DA*

DGS BIO-4 (REVII



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

MO-I)

DEPARTMENT/AGENCY

DHCD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX 171

MARYLAND *07»4

t . DIVISION
Div. Historical and Cultural

Programs

AGENCY RECORDS INVENTORY

PACE 2t> OF P. 7

». UNIT

DEFINITION IES .A OTOUP OF RELATED MOORDI M

CK AS EEU. AS RKTKWTI

>RMAI_LV PILED AND VSKD AS A UNIT FOR

»N AMD DEPOSITION H I W O I M _

4 . RECORD SERIES TITLE

2 0 . GENERAL POLICY FILES

I. EARLIEST YEAR/LATEST YEAR
n\ni

KRIES DESCRIPTION l B N I K r k T DESCRIBE THE TYPES OP INFORMATION/DOC
IN fVE SERIES. . INCLUDE THE PURPOSE OB

Files relating to program policies and methods.

TB/FORMS POUND
FONCTION OF TMK

7. RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE O COMPUTER TAPE

DUND BOOK 81 FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

I. RECORD SERIES I

.ALPHABETICAL

NUMERICAL

.CHRONOLOGICAL

O GEOGRAPHICAL

0 OTHER(SPECIFY)

VOLUME

|I DRAVER(S)
« MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
^ FILE DRAWER(S)

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

3

t l . FI IS USED

DAILY CEKLY O MONTHLY

I S . ECOMES INACTIVE AFTER
D MONTH(S) O YEAR[8)

as. CURRENT LOCATION(B) ( BLOC.,FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEVHSfXf

*

IF TKS^ SPKCIFY AOCKCV OR OFFICE)
IYES «

II. ACCESS RESTRICTIONS O YES
(IF m, CITS i-Av(a) * RBOULATION<fi) If. AUDIT REQUII

O NONE p. STATE & FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IP VKB.EXPLAIN
•RIBFLY AKD DESCRIBE ANY HARD*ARK./

YES

IS.

OF PREPARER

(See back of page for deceptions)

SO. TELEPHONE

•10-4 (REVISED X/«7)



20 B JEFFERSON PATTERSON HBBftAND MUSEUM

"Policies that pertain. . .n

20 D MANAGEMENT AND PLANNING

"Files pertaining to . . .•»

Retain at JPPM only those policies
which have a potential for legal
review. Destroy all others.

Retain on site for five (5) years.
Then destroy.

RECEIVED '

MAY 1 1992

MARYLAND ST*TE ARCHIVES



-INSTRUCT I QMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES.
WITH RECORDS RETENTION

••0-1)

I.
DHCD

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOX 171

MARYLAND X07S4

X. DIVISION
Div. Historical and Cultural

Programs

AGENCY RECORDS INVENTORY

OF

S. UNIT

INITION 1ES A WtOUP OF RBLA'TKD RECORDS NORMALLY PILBD AMD VSBD A* A UNIT FOR
•KLO. A» RETENTION AMD

4.

21.
IKS TITLE

OUTSIDE-RELATED ORGANIZATIONS FILES
YEAR/LATEST YEAR

V
i a vrim ,MI(n.T DKBCRIBK TMB TVPKI OF INFORMATION/

I w * M M l \

IN fW: SERIES. . INCLUDB TMK PVRPOSK

TI /PDIWl POUND

FUNCTION OF TMK SKtri

Records relating to liaison with outside organizations.

7. RECORD SERIES FORMAT(S)

«kLETTER SIZE 0 MICROFILM

SIZE O COMPUTER TAPE

BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OT>CR(SPECIFY)

RECORD SERIES SE

^ALPHABETICAL

D NUMERICAL

y CHRONOLOOICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

•. VOLUME

FILE DRAWER(S)
MICROFILM REEL(B)

0 COMPUTER TAPE(S)
D OTHER(6PECIFY)

10. ANNUAL ACCUMULATION
RFILE DRAWER(E)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
D

/

II. FILE IS USED

DAILY O MONTHLY

IX. FILE BECOMES INACTIVE AFTER
O MONTH(S) YEAR[S)

14. IS RECORD SERIES DUPLICATED ELSEVKZi'XT
I IF VC«| SPKCIFV AUNCTOR OFFiee)
O YES l^MO

II. ACCESS RESTRICTIONS
(IF T » , CITS

O YES
RSaUI_ATION(>)

IS. AUDIT REQUIREMENTS

.1
D STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM
BKIBFUT AKB bKBCRI

( I F VKB.KXPLJktN

AKY NAKBBAKK./SOFT«ARS)
I * . RETENTION

(I

AND T I OF XI .

110-4 (REVI
T

X/»7)
SSD-1



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

• •0-1)

I. DEPARTMENT/AGENCY
DHCD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7S7S WATERLOO ROAD
P.O. BOX S7I

MARYLAND 1 0 7 * 4

t . DIVISION
Div. Historical and Cultural

Programs

AGENCY RECORDS INVENTORY

OF

S. UNIT

1NITION- II OROUP OF RBLATBD RB CORDS NORMALLY1 Ft LSD AND USBD AS A UNIT FOR
' " " » « AS BBU. AS RETENTION AND Dl«POSITION W M M I M •_

4. RECORD SCRIES TITLE
22. VOLUNTEER FILES

I. IKST YEAR/LATEST YEAR
}1lO T O Iff 3

I •.
IBFI-TCRIES DESCRIPTION I - " ' - ' " - • w*SCRIRB TKE TYPBS OF INFORMATION/DOCUMENTS/FORMS FOUND

IN fHE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF TMK SERIES)

Files containing time sheets, personal information and miscellaneous documents.

7. RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOOK O FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

O OTVCR(SPECIFY)

tIES I

^ALPHABETICAL

D NUMERICAL

O CHRONOLOGICAL

D GEOGRAPHICAL

O OTHER(SPECIFY)

* . VDLI
VFILE DRAWERSs)

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

10. ANNUAL ACCUMULATION
)f^FILE DRAVER(S)

J_ O MICROFILM REEL(S)
° COMPUTER TAPE(S)

*'* FILE IS USED

^ DAILY MONTHLY

IS. FILE ECOMES INACTIVE AFTER
O MONTH(S) y YEAR(S)

1». CURRENT LOCATION(S) ( .FLOOR.ROOM) 1 4 . IS I
{ I F
o

1ES DUPLICATED ELSEVHZrXT
•PKCIFY /.OCNCT OR OFFICE)
NO

II. ACCESS RESTRICTIONS
(IF TBS, CITK

O YES ^6 NO
RBOUUATION( •)

IC. AUDIT REQUIREMENTS

O STATE O FEDERAL °

17. IS AN INDEX SYSTEM
BRIBFLT AKD DKBCRI

( IF VKB.U^LAtN
ANY HARDSARK/DOFTBARS)

It. RETENTION

II. DATE

»»0-« (REVISED S/07)



INSTRUCT IONS.-TYPE OR PRINT A
SEPARATE rORM FOR EACH NEW OR
REVISED RECORD SERIES.
•ITH RECORDS RETENTION

ISO'I)

I. DEPARTMENT/,

DHCD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7I7» BATERLOO ROAD
P.O. BOX S7I

MARYLAND 107*4

I. DIVISION
Div. Historical and Cultural

Programs*

AGENCY RECORDS INVENTORY

PAGE <*-> OF

S. IMIT

DEFINITION IES-
CLATKD RKCORDB NORMALLY FILED AND IHfBD AS A UNIT FOR

AID DIBFOBITIOM W M M I M _WBFCRKXCK AS BKLJ. A» WTtlWTlOW

4. RECORD SCRIES TITLE

23. REVIEW AND COMPLIANCE

I. EARLI

IU2
TEAR/LATEST TEAR

TO

. BR IBPLV• RCCORD SERIES DESCRIPTION I-"'—"-• — S C R I M THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. . INCLUDE THE PURPOSE OH FUNCTION OF TNK SERIES)

Files contain all correspondence and documentation of projects reviewed to fulfill
compliance with federal and state historic preservation laws and regulations.

RECORD SERIES FORMAT(S)

LETTER SIZE 0 MICROFILM

LEGAL SIZE B COMPUTER TAPE

BOOK O FLOPPY DISK

AUDIO TAPE B VIDEO TAPE

tSPECIFY)

RECORD SERIES I

O ALPHABETICAL

O NUMERICAL

D CHRONOLOGICAL

^GEOGRAPHICAL

D OTHER(SPECIFY)

I. VOLI

1L
DRAWER(S)

b MICROFILM REEL(S]
Q COMPUTER TAPE(S)
O OTHER(SPECIFY)

19. ANNUAL

jO

ACCUMULATION
)( FILE DRAWER(S)
0 MICROFILM REEL(S)
0 COMPUTER TAPEIS)
D

II FILE IS USED

D WEEKLY O MONTHLY

*•• FILE BECOMES INACTIVE
12 O MONTH(B) YEAR(S)

i». CURRENT LOCATION!B) (BLDG..FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEVHSfXf
f IF VCB. SPKCIFV /.UKCT OR OFFICK)
O YES

IS. ACCESS RESTRICTIONS
(IF TVS, CITK I_AB(B)

^ YES O NO
KBBUUATI ON ( B)

IS. AUDIT REQUII

O NONE RSTATE ft FEDERAL O INDEPENDENT

17 IS AN INDEX SYSTEM
MtlBFLV AKO DKBCRI

V (IF VBS.
ANY MARDBARK/aOFTaARS)

It. RETENTION

YES NO

SO. TELEPHONE NUMBER

DGS IBQ-4 (REVI



JNSTROCT IONS• »TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISCO RECORP S E R I E S . FORWARD
WITH RECORDS RETENTION • O C D U U

t . DEPARTMENT/AGENCY
DHCD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX S7I

MARYLAND S07»4

1 . DIVISION
Div. H i s t o r i c a l and C u l t u r a l

Programs

AGENCY RECORDS INVENTORY

PACE <*-> OF

S. IMIT

DEFINITION 1ES A CROUP OF KLATV.D [CORDS NOWMLLV F l AND VSSD AS A UNIT FOR

WtFllWWCI AS WBLA. AS BTgNTION AND DHWHTiaM

4.

23.

IES TITLE

REVIEW AND COMPLIANCE

I. IEST YEAR/LATEST YEAR

ing TO
CRIES DESCRIPTION (BRIEFLY (SCRIBE THE TYPES OF INFORMATION/DOCUMKNTS/FORMS FOUND

IN ?HE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF TNK SER1I
Files contain all correspondence and documentation of projects reviewed to fulfill
compliance with federal and state historic preservation laws and regulations.

7. RECORP SERIES FORMAT(S)

O LETTER SIZE D MICROFILM

*

LEGAL SIZE O COMPUTER TAPE

BCKMD BOOK O FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

O OT>CR(SPECIFY)

•. RECORD SERIES I

O ALPHABETICAL,

O NUMERICAL

O CHIONOLOOICAL

^GEOGRAPHICAL

C OTVER(SPECIFY)

t. VOL

DRAWER(S)
_ , b MICROFILM REEL(S)
10 U COMPUTER TAPE(S)

D OTHER(SPECIFY)

10. ANNUAL

jO

ACCUMULA

y FILE DR
TION

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

I I I .FILE IS USED

^DAILY WEEKLY O MONTHLY

FILE

JO
ECOMES INACTIVE

O MONTH(S) YEAR[S)

; i». CURRENT LOCATION!6) ( .FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHZfXf
I IF YC«j WPCCIFV /.OCKCT OR OFFICC)
O YES

II. ACCESS RESTRICTIONS
(IF m , CITS LAW(S)

YES O NO
RSOULATION(S)

i«. AUDIT RE gu

JlFEDERAL O INDEPENDENT
17. IS AN INDEX SYSTEM

•KIBFLV AKB DKBCRI
T ( IF ni.U»UIII
AKY MARDBARK/BOFTWARB)

!•• RECOMMENDED RETENTION



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

••0-1)

t. DEPARTMENT/,
DHCD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX 271

MARYLAND 207*4

t. DIVISION
Div. Historical and Cultural

Programs

AGENCY RECORDS INVENTORY

PA6E.2LOF

%. IMIT

INITION IKS A CROUP OF MTLATKD RECORDS LINNMHI I R PILED AND USED AS A UNIT POR

REFERENCE AS W U . AS RETENTION AND PUPOBITIOM

4.
24.

IES TITLE
FINANCIAL ASSISTANCE AND EASEMENTS FILES

I. YEAR/LATEST YEAR
TO

I « SERIES DESCRIPTION l M I B F k Y DESCRIBE THE TYPES OP INPORMATI ON/DOC WHITS/FORMS POUND
„ • ! . . , , ,"IN M E SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES I

Files contain all records relating to '
the state historic preservation grant and loan program as well as material
relating to easements held by the Maryland Historical Trust.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE C MICROFILM

SIZE D COMPUTER TAPE

BOOK O FLOPPY DISK

D AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

•. RECORD SERIES I

^LALPHABETICAL

D NUMERICAL

O CHRONOLOGICAL

D GEOGRAPHICAL

O OTHER(SPECIFY)

t. VOLI

NUMBKM

FILE DRAVER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE ( S J

(spec|ryj

10. ANNUAL ACCUMULATION
^L FILE DRAWER(S)

5~ O MICROFILM REEL(S)
D COMPUTER TAPE(S)
O

It. FILE IS USED

MONTHLY

IS. FILE ECOMES INACTIVE AFTER <,-JU-
O MONTH(S) O YEAR(S)

t - •

; i*. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM) 14. IS

f IF VI
O YES

IES DUPLICATED ELSEWKZi'XT

SPECIFY /.OCKCT OH OFFICE)

I I . ACCESS RESTRICTIONS O YES

( I P m . CITS LAW(s) *
IC. AUDIT

o

RCQUII

fl STATE ^FEDERAL P INDEPENDENT.

17. IS AN INDEX SYSTEM
MSIBFLV AKO DBBCRI

V ( IF V*«.
ANY MARD«ARK/SOFTWAMK)

It.
1

ION
- • • • • ' '

\ •

• » ' • •

Til X0. TELEPHONE tI

DGS 110-4 (REVISED 2/S7)
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14c.

24.

24.A

24. B

24.C.

24.D

24.E

Dttcription

FINANCIAL ASSISTANCE AND lASBMBNTS-Office of
Preservation Services

Orant File*

•Tiles contain all applicationa, plane.
agreementa, projact inspection forma, grant
diaburaemente, correspondence and other
Information relating to the state historic
preeervation grant program.

Orant AoDlication Filea

Filea contain all non-funded grant applicationa

received, as well aa materials related to the
application solicitation, grant aelection, and
award notification proceas, organized by grant

round.

Loan Pilea

Filee contain all applicationa, plans,
agreements, mortgages, projact inapectlon and
fund diabureement forma, correepondence and
other information relating to the atate historic

preaervation loan program.

Loan ADDlication Files

Files contain all non-funded loan applicationa
received, as well aa matariala related to loan
application eolicitation and award process.

Baaement Filea

riles contain preaervation easement* held by the
Maryland Hietorical Trust, Including property
documentation, lnapection reports, requests for
and deciaiona on alterations and changes, and

other correspondence.

Rfffenlion

Retain filea for ten (10)

yeara from date of project
completion. Then deatroy.

Retain for three (3) yeara

from date of notification
of rejection. Then

deatroy.

Retain filea for ten (10)

yeare from date of loan
repayment. Then discard.

Retain for three (3) yeara
from data of notification
of rejection. Then destroy.

Original recorded easement

and exhibits are sent to
the Maryland State Archivea
upon easement execution.
Maryland Historical Trust

retaina a copy of the
executed original, all
photographic negativea, and

all other property
documentation and
information in current
filea for thirty (30)

years.

Mo.

24. F

25.

26.

27.

Dttcription

Fending Kaaement Filea

Filea contain all materials relating to the
•cquieitiori of aa yet unexecuted easements.

ARCHBOLOCICAL SERVICES - Office of Preservation
Servicea

Archaological reaearch reporte prepared aa the
reault of review, compliance, funding, easement
or other activities.

ARCHITECTURAL AND ENGINEERING SERVICES - Office

of Preaervation Servicea

Filea contain all documentation and
correapondance relating to the acquiaitlon and
disposition of Maryland Historical Trust-owned
property.

PROJECT PLANS, SPECIFICATIONS, AND ENVIRONMENTAL
REPORTS - Office of Preaervation Servicea

Filea contain overeized project plana,
apecificationa and environmental reports
generated from review, compliance, financial
assistance, aaaement and Maryland Historical
Trust-owned property activities.

19

Retain for five (5) yeara
from date of laat
correapondance. Then
deatroy;

Upon project completion,
send to Maryland Historical
Trust library for permanent
collection. Transfer
periodically to Maryland
State Archives.

Retain all files for five
(5) yeara from date of sale
or transfer. Then transfer
to the Maryland State
Archivea. Retain all
leaaed property filea until
auperaeded. Then destroy.

Transfer to Maryland State
Archives all items for
propertiee on which
easements are held.
Diecard all elae.



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7*71 SATERLOO ROAD
P.O. BOX S7I

MARYLAND 107*4

t. DIVISION
Div. Historical and Cultural

Programs

AGENCY RECORDS INVENTORY

PACE 3S OF 21

S. IMIT

INITION IKS A «ROUP OF RKLATKD RECORDS NORMALCY FILJED AMD VSBO AS A UNIT FOR
AS BELL AS RETENTION AND DIlKltTHm »tm»»«« •__

4.

25.
IES TITLE

ARCHEOLOGICAL SERVICES

IEST TEAR/LATEST YEAR

j^L'
9. IPTION l* N I K | r & - T DESCRIBE THE TYPES OF INFORMATION/DOC U f I ITS/FORM!

IN 1HE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF TNB SERIES)

Archeological research reports prepared as the result of review, compliance, funding,
easement or other activities.

7.

o

o

RECORD SCRIES FORMAT(S)

LETTER SIZE D MICROFILM

LCCAL SIZE Q COMPVTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

OTXJt(SPECIFY)

• . RECORD SERIES SI

O ALPHABETICAL

D CHRONOLOOICAL

O OEOCRAPHICAL

O OTHER(SPECIFY)

*. VOLUME

RCBSB1T

• FILE DRAVER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
D OTHER!SPECIFY)

10. ANNUAL ACCUMULATION
10 0 j^ O riLE DRAWER(S)

o MICROFILM REEL(S)
° COMPUTER TAPEtSj
D

I M Fl IS USED

DAILY LEKLY MONTHLY

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

; as CURRENT LOCATION(B) (

- £• 4. ° -

14. IS RECORD SERIES DUPLICATED ELSEWHZfX?
(IF Y M ^ SPECIFY ABCKCV OR OFFICE)
O YES |kNO

II ACCESS RESTRICTIONS 1̂1 YES O NO
(IF VKB, CITB LAB(B) * RBOULATIONIS)

IC. AUDIT REQUIREMENTS

D STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM
•KIBFLY AKB DSBCRI

* ( IF VKB.BXPI-AIN
ANY MARDBARB./BOPTm IB. RETENTIONS -, \*

.4

TITLE OFn . NAME AND TITLE 10. TELEPHONE St. D M

/

DCS »»0*4 (REVISED S/B7)



JNSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION B O C D U U

SSO-I )

OCPARTMENT/AGENCY
DHCD .

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX 171

MARYLAND X07i«

Div. Historical and Cultural
Programs

AGENCY RECORDS INVENTORY

2L or

1. UNIT

DEFINITION 1ES A MtOUP OP RELATED RE CORDS NORMALLY PI
ION AND DIB

AND USED AS A UNIT POR
i Tie*

«. RECORD SERIES TITLE

26. ARCHITECTURAL AND ENGINEERING SERVICES FILES
IEST YEAR/LATEST YEAR

U TO Iff*-

ERIES DESCRIPTION ( IBPLY ESCRIBE TMB TVPBS OP INPORMATI ON /DOCUMENTS /FORMS POUND
'IN fHE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP TMB

Files contain all documentation and correspondence relating to the acquisition and
disposition of Maryland Historical Trust-owned property.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE D MICROFILM

SIZE O COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

•. RECORD SERIES I

O ALPHABETICAL

D NUMERICAL

O CHRONOLOOICAL

OEOCRAPHICAL

OTHER(SPECIFY)

I. VOLUME

NUMBER

FILE DRAWER(S)
0 MICROFILM REEL(S)
0 COMPUTER TAPE(S)
0 OTHER[SPECIFY)

10. ANNUAL ACCUMULATION
ft FILE DRAWER(S)
D MICROFILM REEL(S)
O COMPUTER TAPE(S)
D

I I I . FILE IS USED

D MONTHLY

lt' FILE BECOMES INACTIVE AFTER
^ r O M C N T H l . , ^YEAR(S)

; JS. CURRENT LOCATION!6) ( .FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHZt'XT
llP VKB^i SPCCIPV AOCKCV OR OPPICE)
O YES k̂ NO

IS. ACCESS RESTRICTIONS O YES ^

(«P • » . CITM I-AB(B) » RSOULATIONfs)
IS. AUDIT REQUIREMENTS

O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM
•KIBFLV AKD bBBCRI

(IF VEB.EJ^I-AIN

ANY MARDBARK./BORTWAIOK) is.

O YES

RETENTION

NO

NAME AND TITLE OF 10. TELEPHONE

DCS SSO-4 (REVISED 1/S7J



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES.
WITH RECORDS RETENTION

SIO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7t7l WATERLOO ROAD
P.O. BOX 171

MARYLAND S07B4

AGENCY RECORDS INVENTORY

PAGE 37 QF P7

DHCD
1. DIVISION

Div. Historical and Cultural
Programs

». UNIT

1NITION IES A M O U P OF RKLATVD COORDS NORMAL!.V FILKD AND
AND DIBPOBITIOt

USKD AS A UNIT FOR

IIES TITLE

27. PROJECT PLANS. SPECIFICATIONS AND ENVIRONMENTAT, KPTS.

I. IEST TEAR/LATEST YEAR

'TO MI

CRII •BRIBPLTtIPTION (-"•-•'•*•» B^BCRIBK TMK T Y M I OF INFORMATION/DOCUMENTS/FORMS FOUND
"•* ?ME SERIES. . INCLUDK TMK PURFOSC OR FUNCTION OF TMK SKR1KS)

Files contain oversized project plans, specifications and environmental reports
generated from review, compliance, financial assistance, easement and Maryland
Historical Trust-owned property activities.

7. RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOOK D FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

f> OT>CR(SPECIFY)

J ^

tIES I

D ALPHABETICAL

D NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

0 OTHER(SPECIFY)

t. VOLI

riLE^DRAVER(S)
D MICROFILM REEL(S)
0 COMPUTER TAPE(S)
O OT>CR(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
• MICROFILM REEL(6)
° COMPUTER TAPE(SJ
D

I I . FILE IS USED

O MONTHLY
FILE BECOMES INACTIVE AFTER

^ ° MQNTH(S) D YEAR(8)

1». CURRENT LOCATION(S) (BLDG..FLOOR. 14. IS RECORD SERIES DUPLICATED ELSEVHZrXT
I IF VK«^ KPKCIFV /.OCKCT OR O F F I C K )

O YES y NO

tS. ACCESS RESTRICTIONS O YES ^ NO

(«F TVS, CITV LAa(») * RSOULATION(S)
If. AUDIT REQUI

NONE O STATE O RAL D INDEPENDENT

17. IS AN INDEX SYSTEM

•ftlBFLV AKD DKBCRI

O YES Dk NO

( I F TKB.KXPLAIN
ANY MARDBARK/SOFT* ta. RETENTION

0~v ^t+**- j

TELEPHONE NUMBER II. DATE

»»0-« (REVI */»7)


