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l;:: Description Retention \l
ACADEMIC PROG FILES 7

1. Records relating to programs either Ooffice of Record

proposed by System institutions or to retain

adopted by the BOR. permanently on
microfilm in *UMSA
Archives.

2. ACCOU G_RECORDS *If UMSA archives
This series includes all standard State are not availabe,
accounting forms as well as other material will be
accounting media which provide transferred to
supporting data for the special and State archives for
general accounting records. storage.

‘ The following accounting records are
those maintained by the University of
Maryland System Administration.
A. Special Accounting Records
Books of Final Entry Office of Record
General Ledgers to retain
permanently on
microfilm in UMSA ¥
archives.
B. Budget a Fiscal Planni Records
Budget Estimates Retain for three
Budget Schedule Amendment (3) years and
Materials and Supplies Physical *until all audit
Inventory and Building Inventory requirement have
Report of Fixed Assets been fulfilled,
Report of Materials and Supplies then destroy.
Request for Position Action

AUD T REQUIREMENTS H2 R FILLED MEANS THREE YEARS FOR
o ARY FEDERA RELA LKL
Dl DOCUMENTS UNDER
RELATED DO [ OVER

) T | Schedele Autherized by /
Cnmxxdlo J/é;l 7

for General JUL 30 ‘W

.Sbn(6>- istrati

Date Signenre ~ Tine

MYERS, VICE CEENCE:[.IDRF‘ORGEI[\IERALADImIIs'I'RATION

‘ Schedvie Appraved by Depertment,
Ageney, ot Division Representetive

Seate Archiviet
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Conm o ta REGOROS RETENTION AND DISPOSAL SCHEDULE SCHEINULE
(CONTINUATION SHEET) No. 1440
PAGE 2 of 14
NO. .
1
No. Description Retention ll

Payroll Accounting Records
Employee Roster Card File

Payroll and Check Register
Payroll Exceptions Time Report
Payroll Transmittals

Payroll Warrants

Payroll Records
Journals

One Pay Certification cards

Master Exceptions

Check Register

W2

Labor

Savings Bond Material

Journal Vouchers, Payroll Transfers,
and Other Forms of Internal
Adjustment

Miscellaneous Accounting Records
Bank Books, Statements, and Deposit

Receipts

Budget Papers and Work Sheets
Canceled Checks, Check Copies and
Check Stubs

Delivery Orders and Receipts

Gas Withdrawal Tickets and Mileage
Reports

Insurance Correspondence

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

e 0.

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

- then destroy.

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

Retain for three
(3) years and
until all audit
requirements have
been fulfilled,
then Office of
Record to
destroy(Annapolis
Payroll has
permanent
retention.

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

0% - day



REV. 273 (CONTINUATION SHEET) NO. 1440
PAGE
’ NO. 3 of 14
1
item !
No. "Description Retention ;

Reconciliation and Trial Balance
sheets

Renewable Licenses

Requisitions and Purchase Orders

Stock Record Cards

Withholding Tax Forms and Statements
(Local, State and Federal)

Purchasing Records
Actual Emergency and Repairs Report

Copy of Contract Awarded
Credit Memorandum

"Notice of Award of Contract

Out-of-Schedule Requisition for
Supplies

Purchase Order

Report of Partial Delivery

Requisition for Supplies (also
Agency Interoffice Requisitions)

Special Payments File

Consists of documents which show the
honorarium payments to non-
employees. The file also includes
the request form, documentation
supporting the payment/contract to

pay.

Revolving Fund Records
Computer produced reports which show

a listing of funds deposited and
withdrawn from the revolving fund.

Checkbook/Stubs

Maintained to verify the payment of
certain bills and accounts.

UMS Bond Documents

Bond issues, agreements, indentures,
certificates, requisitions,bank
statements connected with issue of
UMS bonds.

’u-'_

Retain for five
years (5) years
and until all
audit requirements
have been
fulfilled, then
destroy.

Retain for three
(3) years and
until audit, then
destroy.

Retain for three
(3) years and
until audit
requirements have
been fulfilled,
then Office of
Record to destroy.

Office of Record
to microfilm for
25-year retention.

Office of Record
to maintain
permanently on
microfilm. in UMSA

OJ‘L\I\\\)CS . *——
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(IR RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDYLE
REV. 278 (CONTINUATION SHEET) No. 1440
PAGE
, NO. 4 of 14
item
No. Description Retention
3. ADVISORY COUNCIIL FILES
Councils and other bodies which serve an Office of Record
advisory capacity to the UMSA such as will periodically
Chancellor’s Council and Academic Affairs microfilm minutes,
Advisory Council. These files consist of policy items and
original of minutes and related records other historical
of the proceedings, and reports. material for
permanent
retention in UMsA ¥
archives.
4. FACULTY APPOINTMENTS, PROMOTION AND

TENURE FILES

Records which document the appointment
and promotion of UM faculty prior to
April 5, 1989.

AUDIT FILES

A, Reports of audits conducted by the

Legislative Auditors.

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

BOARD OF REGENTS/BOARD OF TRUSTEES FILES
These files include the original as well
as copies of meeting minutes, committee
reports, correspondence, memoranda,
notes, agendas and general background
material as a result of meetings and
related activities of former University
of Maryland Board of Regents, former
Board of Trustees, and present University
of Maryland System Board of Regents.

Office of Record
to microfilm
records prior to
April 5, 1989 for
permanent
retention in uUMsa ¥
archives. The UMS
institutions
became the Office
of Record for
these files at
that time.

Retain for ten
(10) years, then
destroy.

Office of Record

to microfilm for
permanent

retention in UMSA ¥
archives.

Office of Record
will deposit BOR
and BOT minutes
and other official
Board records
prior to July 1,
1988 in UMCP
archives in hard
copy form.
Material after
July 1, 1988 will




PPNV RECORDS RETENTION AMD DISPOSAL SCHEDULE SCMIDULE
“Ev. 278 (CONTINUATION SHEET) ' NO. 1440
PAGE
’ mo. 5°¢f 14
item |
No. Description Retention i
be kept in the UMSA ¥
archives in hard copy
form. BOR/BOT files in
offices other than the
Office of Record may be
destroyed when no longer
needed.
7. DATA PROCESSING-PROGRAM I.TBRARY
This series includes documentation for Retain for that
computer programs used in System period of time for
Information Management Examples include which the computer
flow charts, narratives, machine program remains in
requirements, reports, descriptions, use, then destroy.
distribution lists, operating
instructions, contracts and supporting
correspondence.
8. DONOR (GIFT) FILES
These are records which show name, date, Retain gift
amount, receipt and account number, and envelope until
related data (including gift envelope and audit is complete,
receipt), on all gifts donated to the then destroy.
System by friends, alumni, corporations, Remaining material
associations, or foundations. having historical
value to be
microfilmed by
Office of Record
for permanent
retention in UMSA %—
archives
9. ENDOWMENT FUND RECORDS
‘Ledgers, journals, vouchers, bank Retain permanently
statements, reports to the Regents and on microfilm,
dividend reports which document endowment deposit in UMSA 3
fund transactions. archives.
10. GENERAL FILES
A. (Alpha, Subject, Administrative and
Chronological Correspondence)
Maintained by all departments of Office of Record
System Administration, these files for permanent
contain internal and external, retention in UMSA ¥
original incoming and copies of archives. Screen
outgoing correspondence, reports, annually and
memoranda, statistics, proposed destroy that |
* programs, minutes, policy and material for i
procedure statements and substantive which no further '
data concerning the operation of the reference is |
{ |
| !

0% = Jay



Curem s RECORDS RETENTION AND DISPOSAL SCHEDULE SCHIDYLE
“EV o 73 {CONTINUATION SHEET! NO. 1440
PAGE ¢ of 14
NO.
1
1tem !
N Cescriotion Retention .

11.

B.

G

orricethat maintains 1c.

Special Proiject Files

Consists of records related to major
projects undertaken by the System.

A few examples are Construction
Management Autonomy, Divestment
(South Africa), Affirmative Action,
CPS and Capital Budgets,
Desegregation, Enhancement, Peer
Institutions, Policies, Transition,
Commission on Excellence, Budget and
Planning Committee, Management
Philosophy, Drug Awareness, Forms
Management, Records Retention,
Mission Statements, Master Plans,
Long Range Plans, Vendor Payments,
Telecommunications, Salary
Guidelines, Building Services,
Newsclips, Press Releases, etc.

TS/C S

Consists of records which document
grants/contracts received by the System
from any source, including applications,
proposals, agreements, research reports,
publicity notices, acknowledgements and
transfer of funds records, controlling
rules and regulations, copies of periodic
reports, correspondence and memoranda.

o oo

"to detroy.

required. ;
Remaining material |
having continuing
administrative,

legal, fiscal or
historical value

to be microfilmed

by Office of

Record for

permanent

retention in UMSA %
archives.

Screen annually
and destroy that
material for which
no further
reference is
required.
Remaining material
having
administrative,
legal, fiscal or
historical value
to be microfilmed
by Office of
Record for
permanent
retention in UMSA *—
archives.

Retain State
contracts/grants
for three years
after the close of
the contract, and
Federal contracts/
grants under
$25,000 for three
years and over
$25,000 for 6
years 3 months
after close of
contract then
Office of Record

X T ¥
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borm LM A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHIDULE
AEV. 478 ({CONTINUATION SHEET) NO. 1440
PAGE )
’ no. 7 of 14
{tem 1'
No. Description Retention ;
12. HUMAN RESOURCES RECORDS

o e

A. Human Resources and Employment
Records: Official personnel folders
for each UMSA employee, including
employee appointment, promotion,
evaluation, reclassification, leave
and travel.

B. Grievance Material: All materials
associated with official grievances.

C. U.S. Savings Bond Campaign:
Consists of records which document
the payroll savings bond campaign
conducted by Human Resources.

D. Time Sheets: Individual sheets
approved by the supervisor which
show leave taken and hours worked.

E. Equal Employment Opportunity:
Reports, records and other materials
concerning equal employment
standards and status.

F. Search Committee Files: Records
which document the
recruitment/selection of Presidents
of each UMS institution, and the
Chancellor and other senior officers
of UMSA.

e

Retain for five

(5) years after
termination of
employment, then
Office of Record

to microfilm for
25-year

retention in UMSA*
archives.

Retain until
grievance has been
completely
adjudicated and
then Office of
Record to

microfilm for
permanent

retention in UMSA y¥
archives.

Retain for three
(3) years and then
destroy.

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

Office of Record
to microfilm
records for 15-
year retention in
UMSA archives. ¥

Office of Record
to retain material
legally required
(for exanmple,
advertisements,
committee |

Of = Jay



FILES

A.

Plant Records

This series of records document the
financial and historical information
on the purchase, construction,
additions and destruction of
buildings, the improvement of
roadways, utilities, and related
activities at all System
institutions, generally involving a
capital budget expenditure.

Building Project Files
Contain planning information

relating to the utilization of newly
constructed or leased buildings at
all System institutions. Files may
include space classifications,
facilities utilization, leases, prog
ress reports, revised programs and
projections, and correspondence with
various departments of State
Government and the institution
involved.

Do T RECORDS RETENTION AND DISPOSAL SCHEDULE SCHIDYLE
HEV. 2 7% ICONTINUATION SHEET) NO. 1440
PAGE g of 14
‘..| NO.
tem |
No. Description Retention ;
recommendations
and voting and top
candidate resumes)
on microfilm for
permanent
retention in UMSA-¥
archives.
13. MIDDLE STATES ASSOCIATION/SOUTHERN
REGIONAIL EDUCATION BOARD, OTHER
ACCREDITING AGENCIES
Official reports and related materials of Office of Record
accrediting agencies concerning UMSA to microfilm all
institutions and programs. reports or
correspondence of
historical value
for permanent
retention in UMSA ¥
archives.
14. PLANT RECORDS/BUILDING/PROPERTY PROJECT

Retain for (2)
years after
completion of
project, then
Office of Record

to microfilm for
permanent

retention in UMSA X
archives.

Retain until
project is
completed; screen
to remove that
material for which
no further
reference is
required.
Remaining material
having continued
reference value to
be microfilmed by
Office of Record
for permanent
retention in UMSAfﬂ- i
archives. I

0% = Joy
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RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

SCHEDYLE
NO. 1440

et g of 14

tem
No.

Cescription

Retention

C. Property and Building Records
Consist of material relating to the
purchase of selective property, and
the construction, renovation and
improvement of buildings on all
campuses. Files may include
correspondence, reports, memoranda,
cost estimates, accounts, appraisals
and negotiation agreements.

FO E (o]

HI A (o4
These files are subject oriented to the
programs and projects of former UM
Presidents/UMS Chancellors from 1917 to
present. '

Retain until
project is
completed; screen
to remove that
material for which
no further

" reference is

required.

Remaining material
having continued
reference value to
be microfilmed by
Ooffice of Record
for permanent
retention in UMSA Y
Archives.

Office of Record
to screen and
destroy routine
correspondence,
duplicate and
information
copies, and
related papers not
needed to document
an action.
Historical files
dated 1917 to June
30, 1988 to be '
microfilmed and
deposited in UMCP
archives.

Material after
June 30, 1988 to
be microfilmed and
placed in UMSA j¢
archives for
permanent
retention.

O = 44y




SNRTI RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
4Ev 478 (CONTINUATION SHEET) NO. 1440
PAGE )
‘ no. 1-0of 14
item
No. Description Retention
16. S Q. 0 UCAT C

Board and committee meeting minutes and
related material which establishes
policies affecting the System.

Screen annually
and destroy
material no longer
affecting the
System. Office of
Record for the
Boards and for
each committee
will retain
historical
material until
policies are
changed or
discontinued, then
destroy.

0% = Jay
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UMSA Office of Record List
- March 27, 1992

Academic Programs-Undergraduate and Graduate (Academic Affairs)

Accounting Records-General and Special (Financial Affairs)

Accounts Payable Records (Financial Affairs)

Administrative Council-now Chancellor’ Council (Chancellor)

Advisory Council (Academic Affairs)

Affirmative Action/Equal Opportunity Employment (Human Resources)

Appointments, Promotions and Tenure Files for Faculty Through
1989. (Academic Affairs)

Audits-Internal (Internal Audit)

Audits-Legislative (Financial Affairs)

BB4 (Data Processing)
Board of Public Works (Vice Chancellor for General
Administration)
Board of Regents (Chancellor)
Board of Trustees (Chancellor)
Bond Material (Financial Affairs)
Budget and Planning Committee (Vice Chancellor for General
Administration)
Budget Action Group (Vice Chancellor for General Administration)
Building Project Files-Plant Records (Capital Planning)
Building Services Records (Building Manager)
Building and Ground Maintenance
Floor Plans, Mechanical Equipment Plans
Mail Services
Motor Vehicle Correspondence and Operator’s Report
Parking Regulations and Permit Control
Building Site Security, Security Reports
Personnel Safety
Postal Meter Funds
Locks and Key Control
Dining Room Correspondence/Atrium Reservation
Card Key Control
Building Environmental Studies/Reports
Building Telephone Directory

Capital Budget (Capital Planning)

CPS Budget (Budget Office)

CPS-Related Budget Amendments (Budget Office)

Pre-CPS Budget (Budget Office)

Commission on Excellence(Chancellor)

Comparable Worth Study, Booz, Allen, Hamilton, Inc. (Human
Resources)

Compensation Study-Mercer Meidinger Hansen) (Human Resources)

Construction Management Autonomy (Vice Chancellor for General
Administration)

Chancellor’s Council (Chancellor)

Central Council (Chancellor)

Contracts (individual offices depending on subject matter)
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. Data Processing Plans (Data Processing)
Desegregation (Academic Affairs)

Campus Desegregation Reports
Desegregation Committee Correspondence
Office of Civil Rights Desegregation Material
State Desegregation Plan (Postsecondary Plan to Assure....)
Annual Desegregation Reports
SBEH Statewide Plan

Debarment (Vice Chancellor for General Administration)

Del 4’s (Data Processing)

Donor Files (Financial Affairs)

Drug Awareness-includes AIDS (Human Resources)

Endowment Fund Records (Vice Chancellor for Advancement and
Financial Affairs depending on type)

Emergency Weather Conditions (Human Resources)

Energy Conservation (Vice Chancellor for General Administration)
Enhancement Planning Documents (Academic Affairs)

Equal Employment Opportunity (Human Resources)

Financial Disclosure (Vice Chancellor for General Administration)
Financial Report (Financial Affairs)
Forms Management (Vice Chancellor for General Administration)
Foundation Correspondence (Vice Chancellor for Advancement)~- As
per new policy, the institutions will be responsible for
providing data to auditors on foundations affiliated with a
. particular institution.

Grants (Advancement, Federal Relations, Any Other Office
Receiving and Monitoring a Grant)
Grievance Files (Human Resources)

Hazardous Material-PCB, etc. (General Administration)
Human Resources Management Committee (Human Resources)
Human Resource System (Human Resources)

Personnel and Employment Records

Classification and Compensation (non-faculty)

Employee Relations

Benefits

Employee Development (Tuition Remission Forms)

Retirement Programs

Employee Handbooks

Service Awards

Insurance (Financial Affairs)
Investment Manager (Financial Affairs)
Inventory~UMSA Building (General Administration)

Lease (Capital Planning)
Legislation, State-includes bills, general correspondence and
Joint Chairmen Reports and Responses- (Advancement)
‘ NOTE: ~Budget Office will be Office of Record for JCR
responses related to budget issues.
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Master Plans-Facilities (Capital Planning)

Middle States-includes UMCA self-study report(Academic Affairs)
Minority Business Reports (Vice Chancellor for General
Administration

MHEC
General Correspondence (Vice Chancellor Academic Affairs or
General Administration depending on topic)
Finance & Facilities Policy Committee (Vice Chancellor for
General Administration)
Educational Policy (Academic Affairs)

Mission Statements (Academic Affairs)

Newsclips (Vice Chancellor for Advancement)

OSHA (Occupational Health & Safety Administration) Reporting
(Human Resources)

PAAR Reports-BPW requirement (Vice Chancellor for General
Administration)

Peer Institutions Planning Documents (Academic Affairs)

Perkins Loan (Vice Chancellor for General Administration)

Personal Records Report, State of Maryland (Human Resources)

Personnel and Employment Records (Human Resources)

Press Releases (Vice Chancellor for Advancement)

Procurement Policy Issues~relating to all institutions (Vice
Chancellor for General Administration)

Procurement of DP Equipment & Associated Material (Data
Processing)

Property Files (Capital Planning)

Policy Material (Chancellor)

President’s File (Chancellor)

Revolving Fund Accounts (Financial Affairs)

Risk Management-Workers Compensation (Human Relations)

Salary Guidelines (Chancellor)

Savings Bonds (Human Relations)

SBHE (Vice Chancellor Academic Affairs)
SBHE Funding Guidelines (Vice Chancellor for Gen.
Administration)

Search Committee (Office Initiating Search is Office of Record)

Small Business Reports (Vice Chancellor for General
Administration)

Sondheim Commission-Comparable Worth (Human Resources)

South Africa (Chancellor)

SREB (Chancellor)

State Correspondence (Individual offices depending on subiject
matter from Governor, DGS, DBFP, Fiscal Services, Governor,
Attorney General, State Planning, DOP, Treasury, etc.)

Transition Material
BOR Review of UMS Functions (Chancellor)
Olson Study + Other Reports (Chancellor)
Administrative Management Project/Mgmt. Philosophy (Vice
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Chancellor General Administration)
Transition Personnel /Human Resources Issues (Human
Resources)
Task Force on Admin. Computing Transition Plan (Vice
Chancellor for General Administration)
Telecommunications (Data Processing)
Tax Files (Financial Affairs)
Tuition Guidelines (Academic Affairs)

United Charity Campaigns (Human Resources)

University Funded Construction (Capital Planning)

University of Maryland Foundation, Inc. Prospect Donor Files
(Vice Chancellor for Advancement)

UMSA Correspondence (Individual offices depending on subject
matter; also includes internal UMSA correspondence).

Vendor Payments Monthly Report to Governor (Vice Chancellor for
General Administration)

Vice Presidents Meetings (Vice Chancellor for General
Administration)

Virginia/Maryland College of Veterinary Medicine (Vice Chancellor
for General Administration)

Wellness Program (Human Resources)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW¥ OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Office of the Chancellor

REVISED RECORD SERIES. FORWARD 7273 WATERLOC ROAD
TH RECORDS RETENTION SCHEDULE P.O. BOX 273 PAGE or
‘S 85530-1) JESSUP, MARYLAND 207394 —
1. DEFARTMENT/AGENCY 2. DIVISION S. WNIT

DEF IN1T1ON - RECORD SER[ES-A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS

4. RECORD SERIES TITLE

Chancellor's Council

RETENTION AND DISPOS

AND USED AS A UNIT FOR

1TION PURPOSES
3. EARLIEST YEAR/LATEST YEAR
1989 +yo _current

tN FHE SERIES.

6. RECORD SERIES DESCRIPTION (IRIIPL? DESCRIBE THK TYPFPES OF INFOMTION[DOCWTB/FOM FOUND
INCLUDKE TNE PURPOSE OR FUNCTION OF THK SEFNIES |

i These files consist of original of minutes and related
i _ records of the proceedings, and reports.

3@»3)

/

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X LETTER Si1ZE O MICROFILM 0 ALPHABETICAL X FILE DRAWER(S)
O MICROFILM REEL(S)
LEGAL SIZE 0O COMFUTER TAPE O NUMERICAL 1 0O COMPUTER TAPE(S)
NUMBER g OTHER( SPECIFY)
BOUND BOOK O FLOPPY DISK B crronoLOGICAL
a a
AUDIO TAPE VIDE® TAPE O GEOGRAPHICAL 10. ANNUAL ACCLMULAT}ON
O OTHER(SPECIFY) C OTHER(SPECIFY) O FILE DRAWER(S)
) O MICROFILM REEL(S)
KRGHEEN O COMPUTER TAPE(S)
O OTHER(SPECIFY)
'11. piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
Q paiLy C vEEKLY & MONTHLY O MONTH(S) B YEAR(S) 3
_NURBER
' 13. CURRENT LOCATION(S) (BELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
) ti1r vyes, spECiFY raEncY or OFFiceE)
Chancellor's Office O vEs O No
1S. ACCESS RESTRICTIONS g yes 0O no 16. AUDIT REQUIREMENTS
{vr ye8, ci1TK LAW{S) & REGULATION(S)
d NONE O STATE O FEDERAL O INDEPENDENT
17. (S AN INDEX EM B
NDEX SYSTEM USEDT {1r ves.mrLAIN 18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDIARE/BOFTIARI) v
ovyes & nNo Three years
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Betty A. Eowen 853-3601 12/18/91
Exec. Admin. Aide

DGS 530-4 (REVISED 2/87)




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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 7273 WATERLOO RQAD

TH RECORDS RETENTION SCHEDULE P.O. BOX 273 PAGE oF
} 530-1) JESSUP, MARYLAND 20794 —
1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT

UMSA Chancellor's Office

DEFINITION - RECORD SERIESOA GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNI!T FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

3. EARLIEST YEAR/LATEST YEAR
1916 49 current

4. RECORD SERIES TITLE
Board of Regents

§. RECORD SERIES DESCRIPTION (BIIKPLT DESCRIBE THE TYPES OF lN'OMTlON/DOCM?!/PDm POUND
: ‘IN THE SERIES. INCLUDR THE PURPOSE OR FUNCTION OF THE SEFIES )

These files include the original as well as copies of meeting
: minutes, committee reports, correspondence, memoranda, notes,
} agendas and general background material which accumulate as a
. result of meetings and related activities of the Board of Regents.

Mo b

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

X LETTER S1ZE O MICROFILM 103 ¥4 FILE DRAWER(S)
O MICROFILM FEEL(S)

O COMPUTER TAPE(S

UMBER o R(SPECIFY
7 . Flfe(Boxes’

o ALPHAEBETICAL

LEGAL SIZE 0O COMFUTER TAPE O NUMERICAL

{

0 BOUND BOOK O FLOPPY DISK -1 CHRONOLOGI CAL,

d AUDIO TAPE O VIDEO TAPE
year :
O OTHER(SPECIFY)

D GEOGRAPHICAL

10. ANNUAL ACCUMULATION

A FILE DRAWER(S)

O MICROFILM REEL(S)
RUGREPK C COMPUTER TAPE(S)

O OTHER(SPECIFY )

O OTHER(SPECIFY)

FILE 1S USED 12.

8 oAlYY oy © WERRLY s

FILE BECOMES INACTIVE AFTER

O MONTH(S O YEAR(S
LY RURERE (s) (s

;x:. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Elkins Bldg., Chancellor's Office
Elkins Bldg., Storage Area

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir ves, sreciFy saency or orrice)
O ves & nNo

15. ACCESS RESTRICTIONS Oyes dno

{ir y8, ci1Tx taN({S) & rREGULATION(S)

16. AUDIT REQUIREMENTS

ONONE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1w vEsS.EXPLAIN

18.
BRIEFLY AND DESCRIBE ANY MARDEARE/SOFTWARK )

RECOMMENDED RETENT ION

Official record copies for
permanent retention

CYES O nNoO

NAME AND TITLE OF PREPARER
Betty A. 3owen

Exec. Admin. Aide

20. TELEPHONE NUMEER

853-3601

21. DATE

12/18/91

DGS 330-4 (REVISED 2/87)
-




INSTRUCT QNS --TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES .
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD '
¥LTH RECORDS RETENTION SCHEDULE P.O. BOX 278 PACE or
t 330-1) v JESSUP, MARYLAND 20794 S
1. DEFARTMENT/AGENCY 2. DIVISION A 3. WNIT -
UMSA Chancellor's Office

DEFINITION-RECORD SERIES.” OMOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSIT]ON PURPOSER

4. RECORD SERIES TITLE ' ) 8. EARLIEST YEAR/LATEST YEAR
Board of Trustees 1964 ¢ 1938

6. RECORD SERIES DESCRIPTION (DRIIPI.T DESCRIBE THE TYPKS OF INPOMTION/DOCU_NTS,'OM FOUND
tN THE SERIES. . INCLUDE THE PURPOSE QR FUNCTION OF THE SEFIES)

These files include the original as well as copies of meeting minutes,
committee reports, correspondence, memoranda, notes, agendas and

: general background material as a result of meetings and related

; activities of the former Board of Trustees of the State Universities

5 and Colleges.
o ©

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X LETTER SI1ZE O MICROFILM O ALPHABETICAL & FiLE DRAWER(S)
O MICROFILM REEL(S)
‘I’LxGAL:nzz 0 COMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
NGMBER [ OTHER( SPECIFY)
O FLOPPY DISK A cHRONOLOGICAL, .
O AUDIO TAPE O VIDEO TAPE O GEOGRAPHI]CAL

10, ANNUAL ACCUMULATION
0 OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
_ : O MICROFILM REEL(S)
RUBER O COMPUTER TAPE(S)
0O OYHER(SPECIFY)

' 1- FiLE 1S USED  occasionally 12. FILE BECOMES INACTIVE AFTER
g pAalLY 0 WEEKLY O MONTHLY O MONTH(S) O YEAR(S)
RUREYH.
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
" 3 fl' YeES SPECIFY /.GENCY OR OFF‘CE)
Elkins Bldg,, 2C . o0 vyes Xno

15. ACCESS RESTRICTIONS QO YeES B NO 16. AUDIT REQUIREMENTS
(t" yes, ci1Tx LAW(S) & rREaGuLATION(S)
gm O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1# vES.E)PLAIN

18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIRE ANY MARDRARE/SOFTWARK )

' : Should be kept in UMSA Archives.
O yes & nNo
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Betty A. Bowen 853-3601 12/18/91
Exec. Admin. Aide /1879

DGS 350-4 (REVISED 2/87)




INSTRUCTIQUS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY¥ COR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOC ROAD

W]TH RECORDS RETENTION SCHEDULE P.O. BoX 278 PAGE oF
i 380-1) JESSUP, MARYLAND 20794 —
1. DEFARTMENT/AGENCY 2. DIVISION 3. UNIT i
UMSA Chancellor's Office

DEFlNlTlm -RECORD SERIES- A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS YELL AS

AND USED AS A UNIT FOR ]
RETRNTION AND DISFOSITION PURFPONES

8. EARLIEST YEAR/LATEST YEAR
1987 o

4. RECORD SERIES TITLE

Commission on Excellence

§. RECORD SERIES DESCRIPTION (.IIIFLY DESCRIBE THE TYPES OF INFOMTION[OOCMT!/NM FOUND
4N THE SERIES. INCLUDK THE PURPOSE OR FUNCTION OF THEK SEFIES)

| Consists of records related to major projects undertaken
? by the former University of Maryland.

m-@'%

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

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

B OTHER(SPECIFY)
File Boxes

X LETTER SIZE O MICROF LM

.l’uzau.snn: O COMFUTER TAPE
O BOUND BOOK U FLOPPY DISK

H ALPHAEETICAL

O NUMERICAL 2
NUMB ‘
0 CHRONOLOGICAL

0 AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
0 O MICROFILM REEL(S]
RGMEER O COMPUTER TAPE(S )
0 OTHER(SPECIEY)

O OTHER(SPECIFY) O OTHER(SPECIFY)

I 41e piLE 1S USED Occasionally 12. F|LE BECOMES INACTIVE AFTER
O pAlLY 0 wvEBQLY O MONTHLY O MONTH(S) Q YEAR(S)
RURBEN
' 13. CURRENT LOCATION(S) (BLDG.,FLOCR, ROOM) 14. IS RECORD SERIES DUPL ICATED ELSEWHERE?
. ) tir vyos, spEciry saEncy onr orFrice)
Elkins Bldg. Archievs 0 yes &nNo
15. ACCESS RESTRICTIONS Ovyes B no 1s.

AUDIT REQUIREMENTS
(1" vyes, ciTe LAwW(S) & rREGuULATION(S) )

4 NoNE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1@ ves.mPLAIN

18.
BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE )

RECOMMENDED RETENT ION
i Material having administrative,
legal or historical value should
be microfilmed for permanent
retention in UMSA archives.

Oyes & nNoO

NAME AND TITLE OF PREPARER
Betty A. Bowen

Exec. Admin. Aide

20. TELEPHONE NUMEER

853-3601

21. DATE

12/18/91

DGS 3350-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

AGENCY RECORDS INVENTORY |

WiTH RECORDS RETENTION SCHEDULE P.O. BOX 273 PAGE or
330-1) JESSUP, MARYLAND 20794 — —
{ . DEFARTMENT /AGENCY 2. DIVISION 3. LNIT
UMSA Chancellor's Office

DEFINITION -RECORD SERIES‘A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPFOS]TION PURPOSESN

4. RECORD SERIES TITLE
Chancellor's Executive Staff

8. EARLIEST YEAR/LATEST YEAR
1990 . current

6. RECORD SERIES DESCRIPTION (IRIKPI..Y DESCRIBE THE TYPES OF IHPOMTION/DOCMTS/'OM FOUND

tN THE SERIES.

These files consist of agendas, minutes, reports
and related records of the proceedings.

INCLUDE THE PURPOSE OR FUNCTION OF THE BEFIES)

igu«‘5

& LETTER SizE O MICROFILM

LEGAL SIZE O COMPUTER TAPE
‘ BOUND BOOK D FLOPPY DISK
0O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

i

7.rmcom:sznu§irqiMW(5) 8. RECORD SERIES SEQUENCE 2. VOLUME
O ALPHAEETICAL
0 NUMERICAL

& cHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

8 FILE DRAWER(S)

D MICROFILM REEL(S)

O COMPUTER TAPE(S)
""“"F O OTHER(SPECIFY)

10. ANNUAL ACCLMULAT ION

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

RGHSER C COMPUTER TAPE(S)
0 OTHER(SPECIFY)

P 4le piLE 1S USED

C pAlLY X vEBQLY O MONTHLY

12. FiLE BECOMES INACTIVE AFTER
O MONTH(S X vyear(s) 3
RUREYE (s ‘

L1, CURRENT LOCATION(S) (BELDG.,FLOOR,ROOM)
Chancellor's Office

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir vyrs, serEcIFY raENCY OR OFFICE)
0ves B no

15. ACCESS RESTRICTIONS Oves 8 no
(1" yes, ci1Tx LAW({S) & rREGuULATION(S)

16. AUDIT REQUIREMENTS

U NONE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (i1F YRS.EPLAIN

BRIEFLY AKND DESCRIBE ANY HARDRWARE/ BO"I;IARI }

OvyEs X NO

18. RECOMMENDED RETENT ION

Three years

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
853-3601

Betty A. Bowen
Exec. Admin. Aide

12/18/91

DGS 330-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
WiITH RECORDS RETENTION SCHEDULE

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

AGENCY RECORDS INVENTURY

PAGE or
.s 550-1) JESSUP, MARYLAND 20794 —— T —
1. DEFARTMENT/AGENCY 2. DIVISION 3. UNIT
UMSA Chancellor's Office

DEFIN1T!ON-RECORD SZRIES-A GROUP OF RELATED RECORDS NORMALLY FILED

REFERENCE AS WELL AS

4. RECORD SERIES TITLE

Policies and Procedures

RETENTION AND DISPOS]|TION PURPOSES

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1288 T _current

O FORME FOUND
6. RECORD SERIES DESCRIPTION (URIIPLY DESCRIEBRE THE TYPRS OF INFORMATION/D cu:-:n'rs/

4N THE SERIES,

INCLUDE THE

PURPOSE OR FUNCTION OF THK SEMIES)

E Policies and procedures approved by the Board of Regents

for the University of Maryland System-and background material
i and correspondence leading to approval.

%(o

7. RECORD SERIES FORMAT(S)

| #A LETTER SIZE C MICROFILM

]

O AUDIO TAPE U VIDEO TAPE

LEGAL SIZE O COMFUTER TAPE

BOUND BOOK U FLOPPY DISK

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
X ALPHAEETICAL

0 NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

O oTHER(SPECIFY)

2. VOLUME

K FILE DRAWER(S)
0 MICROFILM REEL(S]
3 _ O COMPUTER TAPE(S)

m“'ditlcnznuntcnv)

10. ANNUAL ACCUMULATION

C FILE DRAWER(S)

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

0 OTHER(SPECIFY)

" 41. piLE 1S UsED

g palLy X vemaLy

12.

0O MONTHLY RUREYT

FILE BECOMES INACTIVE AFTER

O MONTH(S) O YEAR(S)

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

Chancellor's Office

tir ves,
QO YES

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

SPECIFY ,.GENCY OR OPFiICE)

8 No

13, ACCESS RESTRICTIONS

a YES
(1" ye8, ci1TE LAW(S) & REGuULATION(S)

4 no 16.

A NoNE O

AUDIT REQUIREMENTS

STATE O FEDERAL O INDEPENDENT

17.

gyes X No

IS AN INDEX SYSTEM USED? (P YES.E)PLAIN
BRIEFLY AND DESCRIBE ANY MARDWARE/ SOFTWARE )

material .f
is require
administra
value to b
retention

RECOMMENDED RETENT ION
Screen annually and destroy that

or which no further referenc
d. Remaining material havir
tive, legal or historical

e microfilmed for permanent
in UMSA archives.

12. NAME AND TITLE OF PREPARER
Betty A. Bowen

Exec. Admin. Aide

20. TELEPHONE NUMEER

853-3601

DATE
12/18/91

21.

DGS 530-4 (REVISED 2/87)




INSTRUCTIGLIS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY CR
REVISED RECORD SERIES.

[ 2

FORWARD
RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROQAD
P.O. BOX 278

AGENCY RECORDS [NVENTORY

PAGE

550-1) JESSUP, MARYLAND 20794 oF —— :
1. DEFARTMENT/AGENCY 2. DIVISION 3. UNIT f
UMSA Chancellor's Office

(-] {-]
DEF INIT!ON - RECORD SER!ES-A GROUP OF RELATED RECORDS NORMALLY FILE

AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSES

4., RECORD SERIES TITLE

FO%TGI UM Presidehts/UMS E?ancellor Files

Historical and curren

5. EARLIEST YEAR/LATEST YEAR
1917 vo current

(-] (-] TIO oc TS /FORMS FOUND
6. RECORD SERIES DESCRIPTION (.RIIFLY DESCRIBE THK TYPES OF {NFORMATION/DOCUMEN S/

‘1IN THE SERIES.

INCLUDK THE PURPOSE GR FUNCTION OF THK SEFIES )

; These files are subject oriented to the programs and projects
| of former UM Presidents/UMS Chancellors from 1917 to present.
, _

%@W‘\b/

7. RECORD SERIES FORMAT(S)
X LETTER S1ZE O MICROFILM
LEGAL SI1ZE U COMPUTER TAPE
O BoUND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.
B aLPHaEETICAL
O NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY]

voLuME
O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBER OTHER( SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

O MICROFILM REEL(S)

RUKEER O COMPUTER TAPE(S)
O THER(SPECIEY)

‘11 FiLe 1s usep  Occasionally 12. FILE BECOMES INACTIVE AFTER
O DALY O ¥EENKLY D MONTHLY 0 MONTH(S) O YEAR(S)
RUNEER
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

Attic of Center of Adult Educ.
Elkins Bldg. Archives

ti1r vyes, sPEciFY raencY Or OFFicE)
0 ves & no

15. ACCESS RESTRICTIONS Cyes dpno

{(1Fr vE8, ciTE LAW({S) & mrEauiLATION(S]

16. AUDIT REQUIREMENTS

M NoNE O STATE O FEDERAL U INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (i vES.E)PLAIN

BEIEFLY AKD DESCRIBE ANY MHARDWARE/SOFTWARE )

gvyes X no

18. RECOMMENDED RETENT ION

Historical files dated 1917 to
6/30/88 to be microfilmed and
deposited in UMCP archives. Material
after 6/30/88 to be microfilmed and
placed in UMSA archives for permanent
retention.

19. NAME AND TITLE OF PREPARER

Betty A. Bowen
Exec. Admin. Aide

20.
853-3601

TELEPHONE NUMEER

21. DATE
12/18/91

DGS 550-a4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

'
|

!
r

7278 WATERLOO RQAD
P.O. BaX 278

¥1TH RECORDS RETENTION SCHEDULE PAGE oF
‘ 580-1] : JESSUP, MARYLAND 20794 —
1. DEFARTMENT/AGENCY 2. DIVISION S. WNIT
UMSA .

Chancellor's Office

DEFINIT1ON - RECORD ml:s.k GROUP OF RELATED RECORDS NORMALLY F]LED

AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOS]T]ON PURPOSER

4. RECORD SERIES TITLE

Salary Guidelines and Surveys

8. EARLIEST YEAR/LATEST YEAR
1978 o Current

-]
6. RECORD SERIES DESCRIPTION (BRI'PLY DESCRIBEK THE TYPES OF INFOMTION/DOCMTBINM FOUN

‘IN THE SERIES.

. Consists of records related to major projects undertaken
i by the System.and the former University of Maryland.

INCLUDK THME PURPOSE OR FUNCTION OF THE usmzs]

&W\@fﬁ

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X LETTER SIZE O MICROFILM O ALPHABETICAL & FILE DRAWER(S)
- 0O MICROFILM REEL(S)
LEGAL S1ZE O COMFUTER TAPE O NUMERICAL 4 O COMPUTER TAPE(S)
1 "““‘“Elcncnuﬂccuv)
O BOUND BOOK O FLOPPY DISK thﬁmNOUNHCA; .
O AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
’ O MICROFILM REEL(S)
RUKSEN O COMPUTER TAPE(S)
0 OTHER(SPECIEY)
Pit. piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
O palLy 0 wEBKLY & monTHLY O MONTH(S) G YEAR(S)
_NUREYNY

;::. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Chancellor's QOffice
Elkins Bldg. Archives

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir vyes, sepEciry sraency or orrice)
aves 8 no

18.

ACCESS RESTRICTIONS CYES X NoO 16. AUDIT REQUIREMENTS
(1w yes, ciTE LAW(S) & rREauLATION(S)
OnNoNE H STATE O FEDERAL O INDEPENDENT
. Is 1 JE>:
17 AN INDEX SYSTEM USED? (1r ves.mxrLAIN 18. RECOMMENDED RETENT ION

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

gves 8 nNo

Screen annually and destroy that
material for which no further referenc
is required. Remaining material havin
administrative, legal or historical
value to be microfilmed for permanent
retention in UMSA archives.

19. NAME AND TITLE OF PREPARER
Betty A. Bowen

Exec. Admin. Aide

20.

853-3601"

TELEPHONE NUMEER

21. DATE

12/18/91

DGS 530-4 (REVISED 2/87)




INSTRUCTIQUNS ~-TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
RECORDS RETENTION SCHEDULE P.Q. BOX 278 PAGE oF
530-1) JESSUP, MARYLAND 20784 —
1. DEFARTMENT /AGENCY 2. DIVISION 3. uNIT
UMSA - Chancellor's Office

DEF IN1T 10N -RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

Search Committee

AND USED AS A UNIT FOR
JIJoN _PURPOSES

3. EARLIEST YEAR/LATEST YEAR
1980 o Current

6. RECORD SERIES DESCRIPTION (DIIIPLY PESCRIBE THE TYPES OF IN'OMTION/DOCWTB/'OM FOUND

‘IN THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THR SEFIES |

! Records which document the recruitment/selection of Presidents
! of each UMS institution, and the Chancellor and other senior

§ officers of UMSA.

- -

7. RECORD SERIES FORMAT(S)
& LETTER SI1ZE

'I'szu.suz

0 BOUND BOOK

O MICROFILM

0O COMFUTER TAPE

O FLOPPY DISK
0O AUDIO TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEGQUENCE
& ALPHAEETICAL
O NUMERICAL
O CHRONGLOGICAL

$. VOLUME

1 X1 FILE DRAWER(S)

D MICROF!LM REEL(S)

O COMPUTER TAPE(S)

R OTHER(SPECIFY)
File Boxes

NUMBER
18 °

O GEOGRAPHICAL
C OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

O FILE DRAYWER(S)

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

O OTHER(SPECIFY |

t 11 piLE 1S USED

0 pAalLY

Occasionally
0O wEEKLY

12.

O MONTHLY RUNEER

FILE BECOMES INACTIVE AFTER
O MONTH(S)

O YEAR(S)

: 13. CURRENT LOCATION(S) (BLDG.,FlL.OOR,ROOM)

Elkins Bldg.. Archives

14.

0 yEs X No

18 R.Ecom SERIES DUPL ICATED ELSEYHERE?
t1r vyes, sepeEciry raency Om oFrFtce)

15. ACCESS RESTRICTIONS 0O vyes

(17 vyes, ciTx Lawls) & rEGuLATION(S)

X NO

16. AUDIT REQUIREMENTS

R NoME O STATE O FEDERAL O INDEPENDENT

17.

Cyes & NoO

IS AN INDEX SYSTEM USED? (1» ves.mPLAIN
BRIEFLY AND DESCRIBE ANY MARDRARE/SOFTWARE )

recommenda
candidate
permanent

RECOMMENDED RETENT JION

Retain material legally required
(e.g., advertisements,

committee
tions and voting and top
resumes) on microfilm for
retention in UMSA archives

19. NAME AND TITLE OF PREPARER
Betty A. Bowen

Exec. Admin. Aide

20. TELEPHONE NUMEER

853-3601

21. DATE

12/18/91

DGS 3550-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD
P.O. BOX 273

AGENCY RECORDS INVENTORY

t 550-1) JESSUP, MARYLAND 20794 pace L —
1. DEFARTMENT/AGENCY 2. pDIVISION 3. wIT
UMSA Chancellor's Office

DEFINITION -RECORD SER[ES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSESR

4. RECORD SERIES TITLE

State Correspondence

5. EARLIEST YEAR/LATEST YEAR
1978 v¢ current

5. RECORD SERIES DESCRIFPTION (IRlIPI.Y DESCRIRE THE TYPES OF INFOMTION/DOCWTS,NM PFOUND
4N THE SERIES.
; Contaln original incoming and copies of outgoing correspondence, reports,
memoranda, statistics, proposed programs, minutes, policy and procedure
: statements and substantive data from Governor, DGS, DBFP, Fiscal Services,
’ State Planning, DOP, Treasury, etc.)

Attorney General,

INCLUDE THE PURPFPOSE OR FUNCTION OF THK lll’lzl’l

Nl

7. RECORD SERIES FORMAT(S)

X LETTER SI1ZE O MICROFILM
LEGAL SIZE O COMFUTER TAPE
BOUND BOOK O FLOPPY DISK

0 AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME
N ALPHAEETICAL

O NUMERICAL

0O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

25 & FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMB ﬁdeﬂER“ﬁECUY)

1 - File Box

10. ANNUAL ACCUMULAT ION

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

RGIGER O COMPUTER TAPE(S)

. _ O omvep(sPECIFY)
P11 piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
& pAalLY 0 WEEKLY O MONTHLY O MONTH(S) O YEAR(S)
NURBEN

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

Chancellor's Office
Elkins Bldg. Archives

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

fir ves, seeciFy saEncy or orFrice)
QYES XNO

15. ACCESS RESTRICTIONS
(ir ves,

g YES
ci1TE LA¥{S) & rREGULATION(S)

X No

16. AUDIT REQUIREMENTS

ONONE ® STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1»r vRS.E)PLAIN
BRIEFLY AND DESCRIBE ANY HARDNARE/ SOFTWARE )

0yes X NoO

18. RECOMMENDED RETENT ION

Screen annually and destroy that
material for which no further
reference is required. Remaining
material having administrative, legal
or historical value to be microfilmed
for permanent retention in UMSA archi

19. NAME AND TITLE OF PREPARER

Betty A. Bowen
Exec. Admin. Aide

20. TELEPHONE NUMBER

853-3601

21. DATE

December 18, 1991

DGS 3550-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVIS]ON AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 273
PAGE oF
550-1) _ JESSUP, MARYLAND 20794
{. DEFARTMENT/AGENCY 2. DIVISION S. UNIT
UMSA Chancellor's Office

DEFINITION-RECORD SERIES-® O"OUP OF RELATED RKCORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPQAES

4. RECORD SERIES TITLE Transition Ma

t%riél 5. EARLIEST YEAR/LATEST YEAR
R Reyilew o 1S Functions
8280n g%ugy  8¥Rer REpoPEs 1388 ro _1990
6. RECORD SERIES DESCRIPT ION (-.l.'l-' DESCRIBE THE TYPES OF 'NFQMT'QN/DOCWT',”M PFOUND
‘IN M SERIES. . INCLUDKE TME PURPOSE OR FUNCTION OF THER .‘m!.l

Consists of records related to major projects undertaken
by the System.

\0'9)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X LETTER SI1ZE O MICROFILM 8 ALPHABETICAL O FILE DRAWER(S)
: 0 MICROFILM REEL(S)
LEGAL SI1ZE 0O COMFUTER TAPE O NUMERICAL 11 o computer TAPE(S)
! ) NWE!‘

BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL . eiF_-‘L]_eR(chcel;Y)

a a
AUDIO TAPE VIDEO TAPE 0 GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION

O OTHER(SPECIFY) C OTHER(SPECIFY) O FILE DRAWER(S)

) Q MICROFILM REEL(S)

RGIGEN O COMPUTER TAPE(S)
O OTHER(SPECIFY)

111,

FILE IS USED  Occasionally , 12. FILE BECOMES INACTIVE AFTER
a pAILY C WEEKLY O MONTHLY O MONTH(S) O YEAR(S)
RUREBER
! 13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
3 . X |
Elklns Bldg. ArChlves fl' res BPECIFY /.GENCY OR O F’CC!)

Q vyEs 8NO

13. ACCESS RESTRICTIONS Q vyeS & no 16. AUDIT REQUIREMENTS
{(tr yEs, ci1Te LAW(S]) & rREGULATION(S)
U NoNE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (ir vRs.E)XPLAIN 18. RECOMMENDED RETENT ION
BRIERFLY AND DKSCRIBE ANY HARDIARE/!O'TIAR‘)

: Material having administrative,
legal or historical value should
be microfilmed for permanent

retention in UMSA archives.

0ves X No

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

Betty A. Bowen 853-3601 12/18/91
Exec. Admin. Aide /18/

DGS 330-4 (REVISED 2/87)




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

REVISED RECORD SERIES., FORWARD

WITH RECORDS RETENTION SCHEDULE P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 275

AGENCY RECORDS INVENTORY

PAGE or
_‘f 550-1) JESSUP, MARYLAND 20794 —— T e
1. DEFARTMENT /AGENCY 2. DIVISION s. UNIT
~ UMSA .

Chancellor's Office

RD NORMALLY FILED
DEFINITION-RECORD SERIES.A 9NOUF OF RELATED RECORDS

AND USED AS A UNIT FOR

REFERENCE AS WELI AS RETENTION AND DISPOSITION PURFOSESR

4. RECORD SERIES TITLE

UMS General Correspondence

5. EARLIEST YEAR/LATEST YEAR
~1978 T cuyrxrent

-] INFORMATION /DOCUMENTS /FORMS FOUND
6. RECORD SERIES DESCRIPTION (BIIIPLY DESCRIBE THK TYPFES OF T / /

‘N THE SERIES.

INCLUDE TMHE PURPOSE OR FUNCTION OF THE SEFIES)

Contain internal and external, original incoming and copies of outgoing
cor;espondence, reports, memoranda, statistics, proposed programs, minutes,
policy and procedure statements and substantive data concerning UMS and
1ts component institutions, and including UMSA correspondence.

X 77
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
.1
X LETTER SIZE O MICROFILM B ALPHAEETICAL FILE DRAWER(S)
: O MICROFILM REEL(S)
LEGAL SIZE U COMFUTER TAPE O NUMERICAL 181 O COMPUTER TAPE(S)
NUMBE

BOUND BOOK U FLOPPY DISK

0O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

0 CHRONOCLOGICAL
C GEOGRAPHICAL

O OTHER(SPECIFY)

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

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

O OTHFR(SPECIFY)

11. g\LE IS USED

8 paiLY O WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

O MONTH(S) O YEAR(S)
RUNBER

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

Chancellor's Office
Elkins Bldg. Archives

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, segciPy raEncY or orFrice)
0 vyes 8 no

1s. Cvyes B no

cITE LAW{S] & rEGULATION(S)

ACCESS RESTRICTIONS
(1@ ves,

16. AUDIT REQUIREMENTS

O NeNE K STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? {1pr YRS.EXPLAIN
BRIEFLY AKND DESCRIBE ANY HARDIARE/ SOFTWARE l

Ovyes d no

18. RECOMMENDED RETENT ION

Screen annually and destroy that
material for which no further referenc
is required. Remaining material havir
continuing administrative, legal or
historical value to be microfilmed
for permanent retention in UMSA

archives
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Betty A. Bowen
Exec. Admin. Aide 853-3601 12/18/91

DGS 530-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES . "
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY
ISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
TH RECORDS RETENTION SCHEDULE P.O. BOX 273 PAGE or
DGS 550-1) JESSUP, MARYLAND 20794 ——
1. DEFARTMENT/AGENCY 2. DIVISION s. WNIT )
UMSA Chancellor Internal Audit

CEF INITION -RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FFILED AND USED AS A UNIT FOR

REFERENCK AS WELL AS RETENTION ANO DISPOS|TI{ON PURPORER
4. RECORD SERIES TITLE ' '

8. EARLIEST YEAR/LATEST YEAR
Office Administration -

286 ™ L
6. RECORD SERIES DESCRIPTION ‘IRIIFLY DESCRIBE THE TYPRS OF 'N'OMTIQN/DOCMTI/NM FOUND
‘IN THE SERIES.. INCLUDE TME PURPOSE OR FUNCTION OF THE SEFIES)

Docurents ralate to planning, organizing, schedulmg and directing
internal audit resources.

| o A

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGUENCE ’. VOLLME
X LETTER SIZE C MICROFILM o ALPHABETICAL 2 R FILE DRAWER(S|
O MICROFILM REEL(S]
% LzeaL s1ZZ O coMPUTER TAPK OXUMERICAL 0 COMPUTER TAPE(S )
' NUMEEN o oren SPECIFY)
O BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL . (
a o
AUDIO TAPE VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCLMULAT1ON
O OTHER(SPECIFY) C OTHER(SPECIFY) X FILE DRAWER(S)
) 1/2 Q MICROFILM REEL(S)
SCHEER C© COMPUTER TAPE(S)
O OTMER(SPECIEY)
"1 pyLE 1S USED 12. FILE BECOMES INACTIVE AFTER
® paiLy O wEDQY O MONTHLY 3 O MONTH(S) X YEAR(S)
HURNRN.
13. CURRENT LOCATION(S) (BLDG.,FLOCR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
~ 1104 1 3s t1r yrs, seEciPY ragncy Or OFFice)
lst floor Elkins Building o ves % o
1S. ACCESS RESTRICTIONS Cvyes & no ' 16. AUDIT REGQUIREMENTS

(1P vyes, ci1Tx LAWlS) & mrxauLaTiON(S) .
ONoNE R STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (i1p vRs.DPLAIN

18. RECCMMENDED RETENTION
BRIRFLY ANKD DESCRIBE ANY HARDEARE/SOFTWARK )

Hyes © wno

File listing updated on computer 3 years or until all audit requirements
are met.
19. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMEER 21. DATE
Pat Ball, Administrative Aide. (301) 853-3670 December 19, 1991

e e X VI .. IR WYL A




JNSTIRVCTIQNS- - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

ISED RECORD SERIES., FORWARD
TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BQX 278

AGENCY RECORDS INVENTORY

(DGS 8580-1) JESSUP, MARYLAND 20794 PAGE e or
| . DEFARTMENT/AGENCY 2. DIVISION 3. T
UMSA Chancellor Internal Audit

CEFINITION-RECORD mlzs.A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURFPOSES

4. RECORD SERIES TITLE

Audits (internal)

8. EARLIEST YEAR/LATEST YEAR
1986 1o 1991

6. RECORD SERIES DESCRIFPTION (IIIKPLY DESCRIRE THE TYPES OF INPOMTION[DOCMTl/'Om FOUND

IN THE SERIES.

Internal audits of System institutions. Documentation inc
programs, workpapers, and supporting documentation.
memoranda, notes, and schedules.

INCLUDK

N

THE PURPOSE OR

FUNCTION OF THE SEFIES

ludes audit reports, responses
Also, administration correspondence,

56

|
|
i

7. RECORD SERIES FORMAT(S )

‘ﬁ LETTER SIZE O MICROFILM

d LEGAL S1ZE O COMPUTER TAPE
0 BOUND BOOK O FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPE

O OTHER({ SPECIFY)

6. RECORD SERIES SEQUENCE
B ALPHAEETICAL '
X MaERICAL
O CHRONOLOGICAL
O GROGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

X FILE DRAWER(S)

37 C MICROFILM REEL(S|
o TAPE(S
— COMPUTER {s)

R 0 omER(SPECIFY)

10. ANNUAL ACCLMULAT ION

X FILE DRAWER(S)
O MICROFILM REEL(S)
RUNBEN C COMPUTER TAPE(S)

1l

FILE IS USED

KXpaiLy C vERQY

12.

0 MONTHLY

_RUmIZY

S OTMWER(SPECIFEY)

FILE BECOMES INACTIVE AFTER
O MONTH(S)

B YEAR(S)

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

1st floor Elkins Building

14.

O vyes - &

NO

18 RECORD SERIES DUPLICATED ELSEYHERE?
f1r vyes, seEciry saEnNcY Or OFFicE)

15. ACCESS RESTRICTIONS

‘a vES
(s» ves, ciTx LAw(s) & mEauraTiON(S)

no 16.

AUDIT REQUIREMENTS

O NONE X STATE 0 FEDERAL XXINDEPENDENT

17.

XyEs O nNo

File listing updated on camputer.

IS AN INDEX SYSTEM USED? (i» vesS.Z)PLAIN
SRIKFLY AND DESCRIAR ANY HARDBARE/SOFTWARK )

are met.

RECOMMENDED RETENT ION

3 years or until all audit requirements

19. NAME AND TITLE OF PREPARER

Pat Ball, AdministrativeAi

20. TELEPHONE NUMEER .

(301) 853-3670

21. DATE

Decerber 20, 1991

NS LTS 2 /9% )




IUSTRUCTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
ISED RECORD SERIES. FORWARD . 7278 WATERLOGC ROAD »
TH RECORDS RETENTION SCHEDULE P.Q. BOX 278 . PAGE or
(DGS 8B80-1) JESSUP, MARYLAND 20794 —
| . DEFARTMENT /AGENCY . 2. DIVISION 3. WNIT
UMSA _ Chancellor Internal Audit

(-] !
CEFINITION-RECORD ERIES'A OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

AKFERENCE AS WELL A9 RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
UMSA General Correspondence 1986 _ ro _1991

6. RECORD SERIES DESCRIPTION (IRIIPLY ODESCRIBE THE TYPES OF INPOMTSON/DOCMT'/'OM FOUND
) ‘N THE SERIES. INCLUDRE THE PURPOBE OR FUNCTION OF TME sEmIES )

Incoming and outgoing correspondence as it relates to internal audits and legislative

audit follow-ups.
f):ﬂ,, c. A\(b

i
] 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE $. VoLlMmE
i

X LETTER SI1ZE O MICROFILM X ALPHABETICAL K FILE DRAWER(S)
O MICROFILM REEL(S)
X LEGAL SI1ZE O COMPUTER TAPK B NMUMERICAL 3 O COMPUTER TAPE(S |
i NUMBER O OTHER(SPECIFY)
O SounD BOoK O FLOPPY DISK O CHRONGLOGICAL . (
O AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL 10. ANYUAL ACCLBMULATION
O OTHER(SPECIFY) O OTHER(SPECIFY) % FiLE DRAWER(S)
. . 1 O MICROFILM REEL(S)

RUNEER C COMPUTER TAPE|(S)
O OTHER(SPECIFY)

N B I

FILE 1S USED 12. rFiLE BECOMES INACTIVE AFTER
& palLy O wEDKLY O MONTHLY 3 O MONTH(S) X YEAR(S)
HURERN
13. CURRENT LOCATION(S) |BLDG.,FLOCR,ROGM) 14. 1S RECORD SERIES DUPL I|CATED ELSEWHERE?
1st floor Elkins Building ti1r vyes, sprciry roency or orrice)

Cvyes U wno

13 . ACCESS RESTRICTIONS Cvyes dino 1§. AUDIT REQUIREMENTS
(tr vy, ciTe LAW(S) & mEGuULATION(S)
O NoNE H sTATE X0 rEDERAL X INDEPENDENT

17. IS AN INDEX SYSTEM USED? (:pr vES.Z)PLAIN

18. RECOMMENDED RETENT ION
BRIEFLY AKD DESCRIBRE ANY MARDRARE/SOFTWARK )

8vyes 0 no

‘ File listing updated on computer 3 years or until all audit requirements are
met.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Pat Ball, Administrative Aide (301) 853-3670 December 20, 1991

TR WYY




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

REVISED RECORD SERIES. FORYWARD

RECORDS RETENTION SCHEDULE

580-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O, BOX 278
JESSUP, MARYLAND 20794

Pace L or 1

1. DEFARTMENT/AGENCY University
of Maryland System Administration

2. DIVISION Vice Chancellor for?- ‘
General Administration '

wur Vice Chancellor for
General Administration

r
DEFINITION-RECORD SERIES.A 9MOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FO
REFERENCE AS WELL AS RETENTION AND DISFOSITION PURPOAES

4. RECORD SERIES TITLE ‘. Vice Presidents Mee'ting

8. EARLIEST YEAR/LATEST YEAR

1983 TO Present

6. RECORD SERIES DESCRIPTION (IRIKFLY DESCRIBKE THEK TYPES OF INPOMTION/DOCWTBINM FOUND

‘N THE SERIES.

: Records on monthly meetings with Vice Presidents to discuss issues concerning all

institutions. Contains minutes, agenda and backup material. :

INCLUDKE THE PURPOSE OR FUNCTION OF THEK SEFTES )

XW%

7. RECORD SERIES FORMAT(S) 8.

H 1ETTER SIZE O MICROFILM
LEGAL SI1ZE O COMFUTER TAPE

"0 pounp BooK O FLOPPY DIskK

Q AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE

X ALPHAEETICAL Under A-Z
0 NUMERICAL

0 CHRONOLOGICAL
0 GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

1/2 X FILE DRAWER(S)
D MICROFILM REEL(S)
O COMPUTER TAPE(S)

NUMBER O oTHER(SPECIFY)

but filed by
month

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)
O MICROFILM REEL(S)
KRUMEEN U COMPUTER TAPE(S)

None

O OTHFR(SPECIFY)}

11.

! FILE 1S USED 12. FILE BECOMES INACTIVE AFTER Ongoing
g pAILY O wEEKLY & MONTHLY RORERE O MONTH(S) O YEAR(S)
. 13. CURRENT LOCATION(S) { BLDG. , FLOOR, ROOM ) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
3rd Flwr, El]’(j_ns Bulldin.g gl:ﬁ;ﬂ’c,b(:;!C"Y .GENCY OR OFFice)
1S. ACCESS RESTRICTIONS CYES & NoO 16. AUDIT REGUIREMENTS

{1 vyEs, ciTx LAW({S) & rEGULATION(S)

XNGNE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? ((r vyEs.E)XPLAIN

BRIEFLY AND DESCRIBE ANY HARDEARE/SOFTWARE l

Cyes &K no

18. RECOMMENDED RETENT !ON

Material screened annually. Only material
of historical value microfilmed for
permanent retention.

19. NAME AND TITLE OF PREPARER 20,

Kathleen Rodkey, Exec. 853-3625

TELEPHONE NUMEER

21. DATE

12/13/91

DGS 530-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
) RECORDS RETENTION SCHEDULE
580-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727% WATERLOO RQAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1 1
OF

PAGE

1. DEFARTMENT /AGENCY University

2. pivisioN Vice Chancellor for
General Administration

s. wniT Vice Chancellor for
General Administration

of Maryland System Administratign

DEFINITION-RECORD SERJES.A OMOUP OF RELATED RECORDS NORMALLY F1LED
REFERENCE AS WELL AS RETENTION AND DISPOS]ITION PURPOSES

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

Governor

Vendor Payments Monthly Report to

5. EARLIEST YEAR/LATEST YEAR
1988 .o Present

6. RECORD SERIES DESCRIPTION (2R!XFLY DESCRIBE THEK TYPES OF INFORMATION/COCUMENTS/FORMS FOUND

‘IN THE SERIES.

Records related to vendor payments and timeliness of payments throughout UMS.

INCLUDKE THE PURPOSE OR FUNCTION OF THK SEFTES )

®

o @

|

7. RECORD SERIES FORMAT(S)

¥ LETTER SIZE O MICROFILM

LEGAL SI1ZE O COMFUTER TAPE 0 NUMERICAL

O BOUND BOOK U FLOPPY DISK

Q AUDIO TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
gALPHAETICAL

0 CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

¢

i.lVOLlAE
/10 of 1 gFlLE DRAWER(S )

Under A-2
and by O MICROFILM REEL(S)
date. O COMPUTER TAPE(S)

""“““ O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

No O FILE DRAWER(S)
accumilationMicroF ILM REEL(S)

RGHEER O COMPUTER TAPE(S)
O orTHER(SPECIFY)

11.

"FILE IS USED 12. FILE BECOMES INACTIVE AFTER 3 years
Q paiLy O WEEKLY £ MONTHLY AURERE O MONTH(S) O YEAR(S)
' 13. CURRENT LOCATION(S) (BELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

3rd floor, Elkins Building

t1r vyes, spEciry sraency or orrice)
O YES [ NO  Some material exists at State

15. ACCESS RESTRICTIONS Qyes X no

(1r vyEs, ciTe Lawm(s) & REGULATION(S)

level,

16. AUDIT REQUIREMENTS

O nNoNE X STATE O rEDERAL O [INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (iw vES.m):PLAIN

BRIEFLY AND DESCRIBE ANY HARDIARE/BO'TIAR‘)

g vyes X no

18. RECOMMENDED RETENT ION

Three years. File examined yearly for
weeding out material not needed. Material
of historical value to be microfilmed.

19. NAME AND TITLE OF PREPARER

20.

Kathleen Rodkey, Exec. Admin. Alide  853-3625

TELEPHONE NUMEER

21. DATE

12/13/91

DGS 530-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
RECORDS RETENTION SCHEDULE

DEFARTMENT OF CENERAL

RECORDS MANAGEMENT DIVISION

7273 WATERLOO ROAD
P.O. BaX 273

SERVICES

AGENCY RECORDS INVENTORY

|

PAGE

Lor__1

350-1) JESSUP, MARYLAND 20794 |
1. DEFARTMENT/AGENCY 2. DIVISION  Vice Chancellor 3. wuT Vice Chancellor ‘
Unl\_;elrsj_ty of Maryland System General Administration for General Administration |

tion

DEF INIT 1 ON -RECORD SRIES-A GROUP OF RELATED RECORDS NORMALLY PFILED

ANDR USKED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPORER

4. RECORD SERIES TITLE
BOARD OF PUBLIC WORKS

S. EARLIEST YEAR/LATEST YEAR

~L283_To _199]

6. RECORD SERIES DESCRIPTION (-nller DESCRIBE THE TYPES OF INFORMAT!ON/DOCUMENTS /FORMS FOUND

‘IN THE SERIES.

Contains approval letters, ‘backup material and a

in which major contracts and buil,

gendas for Board of Public Works meetings

ding projects are approved by Governor.

2 file drawers of material containing current.year and 2 previous years. KM

14 microfilm reels containing pertinent information from 1983 to 1988.

INCLUDE THE PURPOSE OR FUNCTION OF THK SEFTES |

o-b

!
i

i
Q AUDIO TAPE O VIDEO TAPE

7. RECORD SERIES FORMAT(S) 8

KLETTER S1ZE ¥ MICROFILM
LEGAL SI1ZE O COMFUTER TAPE
0 BoUND BOOK O FLOPPY DISK

O OTHER(SPECIFY)

. RECORD SERIES SEQUENCE 9.

C ALFPHABETICAL
& NumERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

2 file drawers
by date

VOLUME

NUMBER

2 XFILE DRA¥ER(S) 2
14 X MICROFILM REEL(S) 14
O COMPUTER TAPE(S)
&R O oTHER(SPECIFY)

ANNUAL ACCUMULAT ION
limit to R FILE DRAWER(S)

? drawers O MICROFILM REEL(S)
KGHEER C COMPUTER TAPE(S)

1. piLE 1S UsED

X DALY O wEEKLY

12.

P
0 MONTHLY

C_ OTHER(SPECIFY)

FILE BECOMES INACTIVE AFTER RETATINED

Y O mMoNTH(S) O YEAR(S)

" 13. CURRENT LOCATION(S) ({ELDG.,FLOOR,ROCM)

- third floor - Elkins Building

tir ves, sereciry raency or orrice)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

O YES & NGO NOT AT UMS BUT DOES EXTST AT

183. ACCESS RESTRICTIONS C yEs

% no

l1® vEs, ciTe tAw(s) & rREGuLATION!S)

BPW OFFICE OF STATE.

AUDIT REQUIREMENTS

0O NoNE § STATE O FEDERAL § INDEPENDENT

17.

B vyes o nO lfaper summary of all microfilmed
ltems contained in one book.

IS AN INDEX SYSTEM USED? (i1rF vRS.EXPLAIN
BEIEFLY AND DESCRIRBE ANY HAROSARE/ SOFTWARE )

18.

RECOMMENDED RETENT ION

Pemmtly. VCGA if office of record
for entire University of Maryland Syst

for these documents.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Kathleen Rodkey, Exec. Admin. Alde 853-3625 12/13/91

DGS 550-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
RECORDS RETENTION SCHEDULE
880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 27%

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1o 1

PAGE

1. DEFARTMENT/AGENCY University

of Maryland System Administratiqg

2. DIVISION Vice Chancellor

I for General Administration

Vice Chancellor for

3. General Administration |

WNIT

CEFINITION-RECORD SERIES.” OMOUP OF RELATED RECORDS NORMALLY FILED
RRFERENCE AS WELL AS RETENTION AND DISPOS]TION PURPOSES

4. RECORD SERIES TITLE

.ManaementP i

[ 4] FOUND
6. RECORD SERIES DESCRIPTION (BIII'LY DESCRIBE THK TYPES OF IN'OM'I’ION/DOCMTUI RS

1N THE SERIJES. INCLUDR THE PURPOSBE OR FUNCTION OF THEK SEFIES)

Transition Material - Adm:i.nistratiire

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

1988 ro _Present

Files containing material rel_ated to 1988 ngher Education Act and transition of |

BISUC institutions into University of Maryland System.

-

%ﬁh

7. RECORD SERIES FORMAT(S)
X LETTER S1ZE O MICROFILM

LEGAL S1ZE U COMFUTER TAPE
"0 pounDp BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHAEETICAL

Filed by
subject.

0 NUMERICAL
LY CHRONOLOG ICAL
0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

O FILE DRAWER(S)

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

NUMBEW OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S]

Q MICROFILM REEL(S)
RUCMBER O COMPUTER TAPE(S)

O OTHER(SPECIEY )

P AV piLE 1S USED

d palLy

Monthly.
O WEEKLY

12.

O MONTHLY o

_HNURBEN

FILE BECOMES INACTIVE AFTER

3 years

MONTH( S) O YEAR(S)

© 13. CQURRENT LOCATION(S|] (BLDG.,FLOOR,ROOM)

3rd floor, Elkins Building

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

ti1r vyes, seEcirFY raENcY Or OFFicE]
O YEsS 8 No

15. ACCESS RESTRICTIONS

"G YES 30 NO
{1r YR8, ci1Tx LAW({S) & REGuULATION(S)

16. AUDIT REQU!

0 NONE EXSI'A'I'E 0 FEDERAL 0O INDEPENDENT

REMENTS

17.

gdvyes X no

IS AN INDEX SYSTEM USED? (1y yRS.EPLAIN
BRIEFLY AND DESCRIRBE ANY HARDWARE/SOPFTWARE }

For 3

RECOMMENDED RETENT ION

historical material microfilmed for
permanent retention.

years, then screened and

192. NAME AND TITLE OF PREPARER

Kathleen Rodkey, Exec. Admin. A

20. TELEPHONE NUMEBER

ide 8733625

21. DATE

p

4

DGS 3350-4 (REVISED 2/87)
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INSTRUCTIQMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO RQAD
P.O. BQX 273
JESSUP, MARYLAND 20794

1 1
or

——————

PAGE

.m RECORDS RETENTION SCHEDULE
/acency University

550-1)
1. DEFARTMENT
of Maryland System Administratior

L

2. pivisioN Vice Chancellor
for General Administration

s. uniT Vice Chancellor for
General Administration

DEFINIT1ON - RECORD ERIES-A GROUP OF RELATED RECORDS NORMALLY PFILED

REFERENCE AS WELL AS RETENTION AND DISPFOS

4. RECORD SERIES TITLE

State Correspondence

AND USED AS A UNIT FOR

ITION PURPOSES
5. EARLIEST YEAR/LATEST YEAR
1975 ¢ 1991

‘1N THE SERIES.

Assortment of State related correspondence.

s

o -]
RECORD SERIES DESCRIPTION (IIII'LY DESCRIBE THE TYPES OF INFOMTION/DOCWTS/ RME FOUN
INCLUDE THME PURPOSE OR FUNCTION OF THE SEFIES |

Ra

7. RECORD SERIES FORMAT(S|)

Ko eTTER S1ZE O MICROFILM

LEGAL SI1ZE O COMFUTER TAPE
C BoOUND BOOK O FLOPPY DISK
0O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

® ALPHAEETICAL  Under A-Z bhit

0 NUMERICAL individual
files are
O CHRONOLOGICAL, numeric.

O GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME
2 grn.: DRAWER(S )
- i7 G MICROFILM REEL(S)
O COMPUTER TAPE(S|
RUMBER [ OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
NONE O FILE DRAWER(S)
O MICROFILM REEL(S)
RUMEER O COMPUTER TAPE(S)
0 OTHFR(SPECIEY)

10+ pILE 1S USED

X paiLy O ¥EEKLY

v

12.

O MONTHLY o

RUNBER

FILE BECOMES INACTIVE AFTER

3

a m(s}/ears

MONTH( S )

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

3rd floor, Elkins Building

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
tir yes, seEciFy sraEncY or orrice)

O YES R NO  Most correspondence in State

153. ACCESS RESTRICTIONS

G vyEs X NO
{1" Y8, cI1TE LAW(S) & RxGuLATION(S)

16. AUDIT REQU!

%Efce where it originated
but not at_uMs.

O NnonE XH STATE O FEDERAL O INDEPENDENT

17.

DXYES 0 No

IS AN INDEX SYSTEM USED? (1 vEgS.E)XPLAIN
BEIEFLY AND DESCRIRE ANY MHARDEARE/SOFTWARE )

Yes, for microfilm material.

RECOMMENDED RETENT ION

3' years on file, then screened and only
historic material retained on microfilm.

19. NAME AND TITLE OF PREPARER

Kathleen Rodkey, Exec. Admin. Ai

20. TELEPHONE NUMEER

853-3625

21. DATE

12/13/91

DGS 350-4 (REVISED 2/87)




INSTRUCTIGNMS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 72785 WATERLOO ROAD
) RECORDS RETENTION SCHEDULE P.O. BOX 279% PAGE 1 or 1

550-1} JESSUP, MARYLAND 20794 —

1. DEFARTMENT/AGENCYUniversity 2. DIVISION yie Chancellor for | ¥+ W¥IT Vice Chancellor for
of Maryland/System Administratibn  General Administration General Administration

DEFINITION-RECORD SERIES-® OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOAER

4. RECORD SERIES TITLE  gyaAT], BUSINESS REPORTS 5. EARLIEST YEAR/LATEST YEAR
’ TO

-]
6. RECORD SERIES DESCRIPTION (BIIIFLY DESCRIBKE THE TYPES OF lNFORHATION/DOCU.ENTU/PORH' FOUN
tN THE SERIES. . INCLUDK THE PURPOSE OR FUNCTION OF THE SEFTES )

Correspondenoe regardlng the University of Maryland System and business dealings
with small businesses and the report to the State.

‘ | _kw’_ \()’A

7. RECORD SERIES FORMAT(S) - 8. RECORD SERIES SEQUENCE 9. VOLUME
@ LETTER SI1ZE O MICROFILM % aLPnaEETICAL Under A-Z 1/3 of 10 FiLe DRAWER(S)
C MICROFI{LM REEL(S)
LEGAL SIZE O COMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
a RUMBER 0 orirR(SPECIFY)
' O BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL. .
O AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
U OTHER(SPECIFY) O OTHER(SPECIFY) InsignifichifiLE DRAWER(S)
) O MICROFILM REEL(S)
RGHEEX O COMPUTER TAPE(S)
O OTHER(SPECIFYY

' 11. piLE 1S USED Yearly 2. FILE BECOMES INACTIVE AFTER 3 yrs.
g paiLy Q wEEKLY O MONTHLY O MONTH(S) O YEAR(S)
. NUREEN
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
: . . 1P YES, SPECIFY S OENCY OR OFFICE)
3rd floor, Elkins Building ! -

0O yes ®No Not at UMS but information

OIT TEOYts exist at State.
1S. ACCESS RESTRICTIONS O YES 4O NO 16. AUDIT REQUIREMENTS'

(1" yes, ci1Tx LAW{S) & rREGULATION(S)

O NONE )? STATE 0O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (i YES.E)PLAIN

. 18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDEARE/SOFTWARE )

Ovyes ¥ no ' Screen annually - microfilm material of

historical value.

18. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEBER : 21. DATE

Kathleen Rodkey, Exec. Adminl. Aide 853-3625

DGS 530-4 (REVISED 2/87)




INSTRUCT IQUS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
RECORDS RETENTION SCHEDULE
330-1)

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

AGENCY RECORDS INVENTORY |

pace L or 1

1 . DEFARTMENT /AGENCY University

of Maryland System Administratjon

2. PIVISION s e Chancellor

for General Administration

3. WNIT Vice Chancellor for |

General Administration

CEFINITION -RECORD SERlEs.A GROUP OF RELATED RECORDS NORMALLY FiLED
REFERENCE AS WELL AS RETENTION AND DISPFrOS

4. RECORD SERIES TITLE Seé.lrch'Comnittee

AND USED AS A UNIT FOR

ITION PURFOSESR
8. EARLIEST YEAR/LATEST YEAR
1976 .o PRESENT

6. RECORD SERIES DESCRIPTION (DRIIPLY DESCRIBE THE TYPES OF INFOMTION/DOCMTS/NM FOUND

‘SN TFTHE SERIES. INCLUDK THMHE PURPOSE OR PUNCTION OF THK saries |

ALL SEARCH COMMITTEE MATERIAL FOR VCGA IS ON MICROFIIM AT THE PRESENT TIME.

3

% \9:C

7. RECORD SERIES FORMAT(S)

O LETTER SIZE £ MICROFILM
LEGAL SIZE U COMFUTER TAPE

O BOUND BOOK O FLOPPY DISK

QO AUDIO TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
O NUMERICAL
o QMOLOGICAL
0 GEOGRAPHICAL

X0 OTHER(SPECIFY) By Actual
: SEARCG

$. VOLUME
O FILE DRAWER(S)

13 X MICROFILM REEL(S)
]
p— COMPUTER TAPE(S)

E" O oTHER(SPECIFY)

10. ANNUAL ACCUMULATION
NONE .0 FILE DRAWER(S)
O MICROFILM REEL(S)
RGIERER O COMPUTER TAPE(S)

O_OTHER(SPECIFY)

11 pyLE 1S USED

O DALY C wEEKLY

Very rarely. 12.

O MONTHLY RUNELE

FILE BECOMES INACTIVE AFTER
O MONTH(S)

3 years.
O YEAR(S)

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

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir yEs, sPEcirY raEncy onr orFrice)
O vyEsS O NO

13. ACCESS RESTRICTIONS

0O YES
(1" yEs, ciTx LAW{S) & rxoutaTION(S)

HKno 18.

AUDIT REQUIREMENTS

0 NoNE %SI‘ATE %FEDERAL

O |NDEPENDENT

17.

Oyes H No

IS AN INDEX SYSTEM USED? (1P yS.E>PLAIN
BRIEFLY AND DEKSCRIBRE ANY MARDWARE/SOFTWARE )

RECOMMENDED RETENT ION

All FILES ARE MICROFIIMED. ONLY MATERIA
OF HISTORICAL VALUE IS MICROFIIMED.

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMEER

Kathleen Rodkey, Exec. Admin. Aide 853-3625

21. DATE

12/13/91

DGS 330-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
RECORDS RETENTION SCHEDULE
5 380-1)

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

AGENCY RECORDS INVENTORY

lorl

——

PAGE

1. DEFARTMENT/AGENCYUniversity. off
MaryIfand-System Administration |

2. DIVISION Vice Chancellor for
General Administration

3. war Vice Chancellor for
General Administration

DEF INIT1ON-RECORD SRIESOA GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOS]TION PURPOSER
4. RECORD SERIES TITLE i L 5. EARLIEST YEAR/LATEST YEAR
State Board for Higher Education Funding 1988 yo 1991
Guidelines : —

6. RECORD SERIES DESCRIPTION (IIIIFLY DESCRIBE THE TYPES OF INFOMT!ON/DOCMTS/NM FOUND

‘IN THE SERIES.

Funding guidelines established when SBHE was in existence. -

INCLUDE TME PURPOSE QR PUNCTION OF THE SEFIES )

e

7. RECORD SERIES FORMAT(S)
C LETTER SiZ= O MICROFILM

0 COMFUTER TAPE
O FLOPPY DISK
Q VIDEQO TAPE

O OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
2 ALPHAEETICAL
0 MUMERICAL

O CHRONOLOGICAL

9. VOLUME

Contains 10 FiLE DRAWER(S)

4" black O MICROFILM FEEL(S )
bogk of mateosmirtER TAPE(S )

""""“.“ O OTHER(SPECIFY)

0 GEOGRAPHICAL

O OTHER(SPECIFY])

10. ANNUAL ACCUMULATION
Nothing 0O FILE DRAWER(S)
O MICROFILM REEL(S)
ROKERR O COMPUTER TAPE(S)

O OTHER(SPECIEY)

t

1. riLe 1S USED

O palLY QO vEEKLY

Not for last year.

12.

O MONTHLY _RUNEEE

| 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Elkins Building

3rd floor,

FILE BECOMES INACTIVE AFTER
O MONTH(S)

INACTIVE
O YEAR(S)

O YES Oyxno

14. 18 R'ECORD SERIES DUPL ICATED ELSEYWHERE?
tir ves, spEciry saEncy or oFrFice)

Not in UMS - probably in

15, ACCESS RESTRICTIONS

QC YES
(tr ves, ci1Tx LAW(S) & rEauLATION(S).

& no 16.

AUDIT REQUIREMENTS

State Archives

f NONE O STATE O FEDERAL O INDEPENDENT

17.

Q YES O¢ NO

IS AN INDEX SYSTEM USED? {i1pr vEs.E>-PLAIN
BRIEFLY AND DESCRIBE ANY MARDNARE/SOFTWARE )

files.

RECOMMENDED RETENT ION

File will be microfilmed when 1/3 of file
drawer it is occupying is required for other

19. NAME AND TITLE OF PREPARER

Kathleen Rodkey, Exec. Admin. Aide

20. TELEPHONE NUMEBER

853-3625

21. DATE

12/13/91

DGS 550-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORYWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY ‘

7275 WATERLOO ROAD

mem—

RECORDS RETENT ION SCHEDULE
580-1)

P.O.

BOX 273
JESSUP, MARYLAND 20794

PAGE or

1. DEFARTMENT /AGENCY University
of Maryland System Administratidgn

2. DIVISIN Vice Chancellor 3.
for General Administration

WIT vice Chancellor for
General Administration.

CEF INITION-RECORD SERIES.N 9NOUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSEN

AND USED AS A UNIT PFOR

4. RECORD SERIES TITLE Procurement Policy Issues

3. EARLIEST YEAR/LATEST YEAR
1984 rTo 1991

6. RECORD SERIES DESCRIPTION ‘lIlI'LY DESCRIBE TME TYPES OF INPOMTION/DOCWTS/NM FOUND

IN THE SERIES.

All correspondence related to
System.

procurement policy issues for University of Maryland

INCLUDK THE PURPOSE OGR FUNCTION OF THE snmzsl

: " A

ow

.u-:cm. SI1ZE 0O COMFUTER TAPE

{

7. RECORD SERIES FORMAT(S) 8.

KigTTER Siz= O MicROFILM

0 pouND BOOK O FLOPPY DISK
QO AUDIO TAPE 0O VIDEO TAFE
O OTHER(SPECIFY)

RECORD SERIES SEQUENCE ’.
& aLPramTicAL  Under A-7
O NUMERICAL
0 CHRONOLOGICAL
O GECGRAPHICAL
O OTHER(SPECIFY)

VOLUME

One X FILE DRAWER(S)
O MICROFiLM REEL(S)
. 0 COMPUTER TAPE(S)

NUMBER OTHER( SPECIFY)

individual files
by date.

10. ANNUAL ACCUMULATION
Maintain O FILE DRAWER(S)

to one 0O MICROFILM REEL(S}

RGHEER O COMPUTER TAPE(S )

O OTHER(SPECIFY)

[ R IS

FILE 1S USED

12. FILE BECOMES INACTIVE AFTER

O MONTH(S) a YEAR(OE?OJ'-ng
DAILY QO vEEKLY O MONTHLY

X RUREYY

: 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

3rd floor, Elkins Building

trm YES, SPECIFY 7QGENCY OR OFFICE)
Q ves %NO

15. ACCESS RESTRICTIONS QyeEs @ NO

{1 yes, ciTe LAW({S) & REGULATION(S)

16. AUDIT REQUIREMENTS

ONONE W STATE O FEDERAL U INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1t vxS.E)XPLAIN

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )}

Ovyes 8 nNo

18. RECOMMENDED RETENTION

Screen annually to destroy material no longe:
required. Older material of historical value

to be microfilmed when file takes mofeithan

Qna—file—dray

19. NAME AND TITLE OF PREPARER - 20.

Kathleen Rodkey, Exec. Admin. Ailde 853-3625

TELEPHONE NUMEER

CAVAE L e

21. DATE

12/13/91

DGS 3550-4 (REVISED 2/87)




ILSTRYCTIGNS - - TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
RECORDS RETENTION SCHEDULE
5350-1})

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BaX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _1__or ]

of Maryland System Administration

1. DEFARTMENT/AGENCY Univefsity

2. DIVISION Vice Chancellor for| ?-
General Administration

wat Vice Chancellor for
General Administration

CEFINITION-RECORD SERIES.® 9MOUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE NDSI. -Perkins ILoan

5. EARLIEST YEAR/LATEST YEAR

1984 To 199]

6. RECORD SERIES DESCRIFTION ‘BHI'PI—Y DESCRIRE THE TYPES OF INFOMTION/DOCWTBINM FOUND

‘IN THE SERIES.

PERKINS LOAN OR NATIONAL DEFERRED STUDENT LOAN: correspondence relating to payment of

loans by students who have graduated.

INCLUDE TME PURPOSE OR FUNCTION OF THK SEFIES |

\0~
X~
}z
7. RECORD SERIES FORMAT(S } 8. RECORD SERIES SEQUENCE 9. VOLUME

X LETTER S1ZE O MicROFILM
LEGAL S1ZE O COMFUTER TAPE RXNUMER 1 CAL

O BouND Book O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OTHER(SPEGIFY)

MXALPHABET 1CAL Under A-Z but

O CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER({SPECIFY)

1/30f1y FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
| m O OTHER(SPECIFY)

individual file
by date.

10. ANNUAL ACCUMULATION
Small foldErFiLE DRAWER(S)

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

O OTWER(SPECIFY)
1. priLe 1S USED YEARLY 12. FiILE BECOMES INACTIVE AFTER ONGOING
Q pailLy O WEEKLY O MONTHLY M O MONTH(S) C YEAR(S)

‘ 13. CURRENT LOCATION(S) (BLDG.,FLOCR,ROOM)

3rd floor, Elkins BUilding

14. 1S R.ECOIE SERIES DUPL ICATED ELSEWHERE?
tir yes, spEciry raency or oOrrice)

0 ves 8 no Compilation report produced

1S5. ACCESS RESTRICTIONS Q YyeES & NO

(ir ve8, ci1TE LAW(S] & rREGuULATION(S)

at—SystenrAtnd T Tor BOR.

16. AUDIT REQUIREMENTS

O NONE X STATE § FEDERAL Gy INDEPENDENT

17. IS AN INDEX SYSTEM USED? (iyr vEs.E2PLAIN

BRIKFLY AND DESCRIBE ANY HARDEARE/SOFTWARE )

O0YEs & NoO

18. RECOMMENDED RETENT ION

When material takes up more than 1/2:f4ile
drawer, older material will be microfilmed

19. NAME AND TITLE OF PREPARER 20.

Kathleen Rodkey, Exec. Admin. Alide  853-3625

TELEPHONE NUMEER

21. DATE

12/13/91

DGS 330-4 (REVISED 2/87)




INSTRUCT IQUS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERJES., FORWARD
TH RECORDS RETENTION SCHEDULE
850-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD

P.O. BoX 2785 1 1
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

e T ess———

1. DEFARTMENT/AGENCY University
of Maryland System Administration

2. DIVISIN Vice Chancellor
for General Administration

s. uniT Vice Chancellor for
General Administration

roRr
CEFINITION-RECORD SERIES.A 9MOVUP OF REKLATED RECORDS NORMALLY FILED AND USED AS A UNIT
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE
' Reports)

PAAR (Procurement Agency Acti\}ity

S. EARLIEST YEAR/LATEST YEAR

1986 10 _]199]

N ‘FTHE SERIES.

6. RECORD SERIES DESCRIPTION (DRIKFLY DESCRIBRKE THE TYPES OF INFOMTION/DOCWTI/POM FOUND

INCLUDK TNE PURPOSE QR FUNGCTION OF THK SEFIES )

Contains reports to Board of Public Works on PAAR material from each institution.

wrh

/B\H\"”

XLETTER SI1ZE O MICROFILM

LEGAL SIZE O COMPUTER TAPE

0 BoUND BOOK O FLOPPY DISK

O AUDIO TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

& ALPHABETIcAL Under A-Z bu
3 NUMERICAL

O CHRONOLOGICAL,
C GEOGRAPHICAL

dJ OTHER(SPECIFY)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

1/2 of § FILE DRAWER(S)
T MiCROFILM REEL(S)
O COMPUTER TAPE(S)
NGMBER OTHER(SPECIFY)

individual file
filed by datg.

10. ANNUAL ACCLMULATION
1/4 of 1 O FILE DRAWER(S)
"0 MICROFILM REEL(S)

RGIBER O COMPUTER TAPE(S)
O OTHER(SPECIFY)

"1l piLE 1S USED

0 paiLy & WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER 3 years
O MONTH(S) O YEAR(S)
RUNBER

. 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROGM)
3rd Floor, Elkins

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir yes, sreciry raEncy or orFrice)
YES 0O No On file with BPW...but not

15. ACCESS RESTRICTIONS ‘a YES X no
(tr yE8, c17Tx LAw({s] & rREaGuLATION(S)

ATy in .
16. AUDIT REQUIREMENTS

O NGNE R STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (i1 vES.=E)>PLAIN

0 vyes X Nno

BRIEFLY AND DESCRIBE ANY MHARDWARE/SOFTWARK )

18. RECOMMENDED RETENT ION

Sc;reen annually to eliminate excess material
Will microfilm old material for permanent

retention if file becomes more than 1/2 file
drawer.

19, NAME AND TITLE OF PREPARER 20.

Kathleen Rodkey, Exec. Admin. hide

TELEPHONE NUMEER 21.

853-3625

DGS 550-4 (REVISED 2/87)




INSTRUCTIQUS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEVYW OR

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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

P.O. BOX 273 1 1
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE or

——

1. DEFARTMENT/AGENCY University
of Maryland System Administratipn

2. plvisien -Vice Chancellor
for General Administration

3. unIT Vice Chancellor for
General Administration

CEF INITION -RECORD MIES-A GROUP OF RELATED RECORDS NORMALLY ¥!LED
: REFERENCE AS WELL AS RETENTION AND DISFOSITION PURPOSESR

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

MHEC (Maryland Higher Education Cormi.ssipn

8. EARLIEST YEAR/LATEST YEAR

1988 1o _1991

DESCR 4] o
6. RECORD SERIES IPTION (.IIIPLY DESCRIBE THKE TYPES OF INFOM'I’ION/DOCWTB/ S FOUN

4N THE SERIES.
General Correspondence on MHEC issues.

File on Finance & Facilities Policy Committee meetings,

INCLUDK THME PURPOSBE OR FUNCTION OF THEK SEFIES)

o

1
1

[

‘u-:cm. S1ZE O COMFUTER TAPE

7. RECORD SERIES FORMAT(S) 8.

& LETTER SI1ZE O MICROFILM
& numERICAL
O potnD BOOK O FLOPPY DISK
0 AUDIO TAPE O VIDEO TAPE
O OTHER(SPECIFY)

RECORD SERIES SEQUENCE
% aLPramTicAL Under A-Z

O cHRONOLOGCAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

1 ¥ FILE DRAWER(S)
but individudl file g MICROF ILM FE.'-:L;S)
filed by datd. RTWBEW | com;:-; :?:EY(, )

10. ANNUAL ACCUMULAT ION

1/4 of 1 O FILE DRAWER(S)
O MICROFILM REEL(S)

RGMBEX O COMPUTER TAPE(S)
O oTWER(SPFCIFYY

2. FILE BECOMES INACTIVE AFTER  On going

U0 MONTH(S O YEAR(S])
RURETY s

© 13. CQURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

3rd floor, Elkins Building

14. IS R'Ecom SERIES DUPL ICATED ELSEYHERE?
tir yes, sreciry raEncy om orrice)

0 yes K no Material exists at MHEC

15. ACCESS RESTRICTIONS Q YESs H no

(17 vyEs, ciTE LAW{S) & REGULATION(S)

16. AUDIT REQUIREMENTS

X NONE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r vRS.®Z:PLAIN

BRIEFLY AKD DESCRIRBE ANY HARDBARE/SOFTWARE )

Qyes B no

18. RECOMMENDED RETENT |ON

General correspondence - screen
microfilm historical material.

Finance & Facilities Policy material - scre

annually and microfilm historical mater

annually-

19. NAME AND TITLE OF PREPARER 20.

Kathleen Rodkey, Exec. Admin. Alide

853-3625

TELEPHONE NUMEBER

21. DATE

12/13/91

DGS 550-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT D1V1S 10N AGENCY RECORDS INVENTORY
REVISED RECCRD SERIES. FORWARD 7275 WATERLOC ROGAD 1 1

RECORDS RETENTION SCHEDULE P.O. BOX 273

PAGE or

380-1) JESSUP, MARYLAND 208794

1. DEFARTMENT/AGENCY University | 2. pivisien Vice Chancellor 3. unit Vice Chg;m':ellor.
of Maryland System Admin. for General Administration General Administration

CEFINITION-RECORD SERIES.® OMOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOS]ITION PURFOAES

4. RECORD SERIES TITLE Minority Business Reports 5. EARLIEST YEAR/LATEST YEAR
1984 g0 1991

8. RECORD SERIES DESCRIPTION (.RIIFL? OCESCRIBE THE TYPES OF INFOMTION/DOCMTB/FOM FOUND
1N THE SERIES. . INCLUDE THE PURPOSE QR FUNCTION OF THK SEFIES )

Reports required by State Government on business conducted at University of Maryland
| System with minority firms.

- A

}gw \

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

LETTER SIZE U MICROFILM ¥ acrnaeTIow A-Z file 1/2 of Q FILE DRAWER(S]
O MICROFILM REEL(S)

, LEGAL SIZE U COMPUTER TAPE X NERICAL (individual file DO COMPUTER TAPE(S )
T NW!Z‘
! O BounD BOOK U FLOPPY DI1SK o mo;oclmflled by date) U OTHER(SPECIFY) .
O AUDIO TAPE 0O VIDEO TAPE O GEOGRAPHICAL

10, ANNUAL ACCUMULATION
0 OTHER(SPECIFY) O OTHER(SPECIFY) 1 2" foldS$Y FILE DRAWER(S)
) O MICROFILM REEL(S)
RUHEER O COMPUTER TAPE(S)
O OTHER|SPECIEY)

(11. piLE 1S USED Sporadically 12. FILE BECOMES INACTIVE AFTER Ongoing
Q pAILY 0 wEEKLY O MONTHLY 0 MONTH(S) O YEAR(S)
NURBYH
! 13. CURRENT LOCATION(S} (BELDG.,FLOOR,ROOM) f4. IS RECORD SERIES DUPL ICATED ELSEWHERE?
; ' tir vyrs, seEciry saency or orrice)
3zd floor, Elkins O yes & no Report itself on file with
Pa¥=F - £ 3L gy b w? -
A CLLICCTOULITTIIONL ILY "DUO OO0
15. ACCESS RESTRICTIONS O YES X No 16. AUDIT REQUIREMENTS Affairs

{ir vyE8, ciTE LAW(S)] & rREGuULATION(S)
O NONE & STATE O FEDERAL O INDEPENDENT

17. IS AN’ INDEX SYSTEM USED? (1p vas.m)PLAIN

18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBRE ANY HARDWARE/ SOFTWARE ) :

: Until file takes up more than 1 file
Ovyes & no . drawer. Older material to be microfilmed
for permanent retention.

12. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBEER 21. DATE

Kathleen Rodkey, Exec. Admin. Aidg 853~-3625

DGS 530-4 (REVISED 2/87)




ILSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥W OR

REVISED RECORD SERIES. FORWARD

o

RECORDS RETENTION SCHEDULE
880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72783 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE or

OF MARYLAND SYSTEM ADMINISTRATION

DEFARTMENT /AGENCY UNIVERSITY

2. DIVISION Vice Chancellor

General Administration

3. WNIT Vice Chancellor for

General Administration

DEFINITION - RECORD SERIESOA GROUP OF RELATED RECCRDS NORMALLY FILED

4.

REFERENCE AS WELL AS RETENTION AND DISPOS

RECORD SERIES TITLE
INVENTORY

AND USKD AS A UNIT FOR
ITION PURFOSER.

$. EARLIEST YEAR/LATEST YEAR
1964 yo 1991

RECORD SERIES DESCRIPTION (BIIIPLY DRSCRIBK THE TYPES OF INFORMATION/DOCUMENTS/FORMS POUND

4N THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEMIES |

CONTAINS PERTINENT MATERTAL RELATED TO INVENTORY OF EQUIPMENT AND:FURNITURE IN

SYSTEM ADMINISTRATION BUILDING AND ITS EXTENSIONS.

+

o

7.

oXLETTER SIZzE

g

O AUDIO TAPE

O OTHER(SPECIFY)

RECORD SERIES FORMAT(S )
O MICROFILM
LEGAL SIZE U COMFUTER TAFPE
BOUND BOOK O FLOPPY DISK

O VIDEO TAFPE

. RECORD SERIES SEQUENCE
X ALPHABETICAL Under A-7Z
3 NUMERICAL (ind&idual file
0 aronalbt ey date)
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

1 B FILE DRAWER(S)

0O MICROFILM REEL(S)
is! TAPE(S

o COMPUTER (s)

"'. O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
Material o riLe DRAWER(S)
screened O MICROFILM REEL(S)
RGHEER C COMPUTER TAPE(S)
igt)ainj.L O CTYHFR(SPECIFY)

111,

FILE 1S USED

8 pailLy C wEEKLY

12.

O MONTHLY o

_RUREYN

FILE BECOMES INACTIVE AFTER

3 YEARS OR

MONTH( S) O YEAR(S) UNTIL AUD'

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

3RD Floor, Elkins

14.

IS RECORD SERIES DUPL ICATED ELSEYWHERE?

fi1r vyrs, sepEciry raEncY om oFricE)
O YES £ No

18.

ACCESS RESTRICTIONS C YES
{1 ym8, ciTx Law(s) & rEGuULATI

R No
on(s)

AUDIT REQUIREMENTS

O NoNE XSTATE O FEDERAL R INDEPENDENT

17.

IS AN INDEX SYSTEM USED? {(ir ves.E)PLAIN

BRIEFLY AND DESCRIBE ANY HAR

gyes & no

18.
DEARE/ SOFTWARE )

RECOMMENDED RETENT ION

MATERTAL SCREENED ANNUALLY.
BEYOND ONE FILE DRAWER, MATERTALBEYOND
AUDIT REQUIREMENTS WILL BE MICROFIIMED
FOR PERMANENT RETENTION.

WHEN GOES

t9.

Kathleen Rodkey, Exec. Admin. Aid

NAME AND TITLE OF PREPARER

c

20. TELEPHONE NUMEER

853-3625

21. DATE

12/13/91

DGS 330-4 (REVISED 2/87)




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

REVISED RECORD SERIES., FORWARD

TH RECORDS RETENT ION SCHEDULE
‘S 330-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTURY

7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

PAGE OF

1. DEFARTMENT/AGENCY University
of Maryland System Administration

2. pivisian Vice Chancellor

s. it Vice Chancellor for
General Administration

for General Administration

CEFINITION-RECORD mlgs.A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPrOS

4. RECORD SERIES TlTLEHazardous Materials

AND USED AS A UNIT FOR

ITION PuRFOSES

5. EARLIEST YEAR/LATEST YEAR

~—3084- T° 3503

6. RECORD SERIES DESCRIPTION (IIIIPLY DESCRIBK THEK TYPES OF !NPOMTION/DOCWTS/FOM FrOUND

‘N THE SERIES.

INCLUDKE THE PURPOSE OR FUNCTION OF THE llm!l)

!
; MATERTAL RELATED TO HAZARDOUS WASTE PROBLEMS. ROSE CHEMICAL MATERTAL WAS RECENTLY

MICROFILMED AFTER FINAL RESOLUTION AND IS CONTAINED ON 1 REEL.

X 0
~
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
£ LETTER S!ZE U MICROFILM ALPHABETICAL 72 1/10 38 FILE DRAWER(S)
) A G MICROFILM REEL(S)
LEGAL SIZE O COMFUTER TAPE & NMERICAL (individual file comeye © COMPUTER TAPE(S)
'O pounD BoOK U FLOPPY D1SK 0 cHroncLocicar filed by datef) NOMPER O omHER(SPECIFY)

O AUDIO TAPE O VIDEO TAPE
O OTHER(SPECIFY)

O GEOGRAPHICAL
O oTHER({SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
Screen

re to O MICROFILM REEL(S)
P r:% O COMPUTER TAPE(S)

accormm] ot iGroIHER(SPECIFYY

' 11 FILE 1S USED Occasionally. 12. FiLE BECOMES INACTIVE AFTER  Problem is 5
Q palLYy 0 wEEKLY O MONTHLY RUNEEY O MONTH(S) O YEAR(S) YresOlve
. 13. CURRENT LOCATION(S) (ELDG..FLOOR.ROCM | 14. IS RECORD SERIES DUPL ICATED ELSEWHERE?
3rd floor, E]kms Bulldj_ng g.:;’é{:zlclfv S.GENCY OR O"‘C!)
1S. ACCESS RESTRICTIONS oves & no 16. AUDIT REGQUIREMENTS

{(1Fr ye8, ciTx LAW({S)} & rEGuLATION(S]

O NONE X STATE O FEDERAL 0O INDEPENDENT

17.

0vyes X no

IS AN INDEX SYSTEM USED? (1® yYRsS.E>:PLAIN
BRIEFLY AND DEKSCRIBE ANY H.ARD-ARK/ SOFTHARK )

for permanent

RECOMMENDED RETENT I1ON

Retain until problem is resolved. Microfilm

retention.

19. NAME AND TITLE OF PREPARER

Kathleen Rodkey, Exec. Admin. Ai

20. TELEPHONE NUMEER

853-3625

21. DATE

2/13/91

DGS 3350-4 (REVISED 2/87)




IHSTRUCTIGLIS - ~TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERJES. FORWARD
‘: RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOO RCAD
P.O. BOX 273
JESSUP, MARYLAND 20794

PAGE or

580-1)
1. DEFARTMENT/AGENCY University
of Maryland System Admin.

2.
General Administration

DIVISION vyice Chancellor for

s. WIT Vice Chancellor for

General Administration

DEF INIT1ON -RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FIlLED

REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

Forms Management

AND USED AS A UNIT FOR

1TION PURPOAES
5. EARLIEST YEAR/LATEST YEAR
1977 TO 1991

THE SERIES.

Yo

(-} NFORMAT!ION /DOCUMENTS / FORMS FOUND
RECORD SERIES DESCRIPTION (lRIIFLY DESCRIBE THEK TYPES OF INM T / /
INCLUDK THE PURPOSE OR FUNCTION OF THE SEFTES |

MATERTAI, PERTAINING TO UNIVERSITY'S EFFORTS TO CONTROL FORMS AS PER STATE LAW.

-0

7. RECORD SERIES FORMAT(S)

X LETTER SIZE O MICROFILM
LEGAL SI1ZE O COMFUTER TAPE
O BOUND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME
¥ aisuamsricay onder A- 7 1/6 of on@’¥ILE DRAWER(S)
ALFHARS but 0O MICROFILM REEL(S)
8 NuMERICAL individual O COMPUTER TAPE(S)
a Losica file filed by ""’_""“ O OTHER(SPECIFY)

date.
O GEOGRAPHICAL

0O oTHER(SPECIFY)

10. ANNUAL ACCLMULAT ION .
screen t8 FILE DRAWER(S)
maintain O MICROFILM REEL(S)
1/6 RGHEREW O COMPUTER TAPE(S)

' 11" piLe 1S usep VERY FREQUENTLY

& DAILY U WEEKLY

AS OF IATE. 12.

O MONTHLY RUREYE

FILE BECOMES INACTIVE AFTER
O MONTH(S)

0 QTHER(SPECIFY)
ONGOING
O YEAR(S)

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

3rd Floor, Elkins Building

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

el' YES, SPECIFY /,.GENCY OR OPFCC!)
Q yes & nNno

135. ACCESS RESTRICTIONS Q YES

(17w yea, ciTx LAW({S) & rEaGuLATION(S)

Xno

AUDIT REQUIREMENTS

ONeNE O STATE O FEDERAL O INDEPENDENT

17.

Cyes B no

IS AN INDEX SYSTEM USED? (1p vEs.=>:PLAIN
BEIERFLY AND DESCRIBE ANY HARDWARE/ SOFTWARE )

accumulation.

RECOMMENDED RETENT [ON

Material is screened annually to prevent

If goes beyond 1/2 file drawe

historical material will be microfilmed.

19. NAME AND TITLE OF PREPARER

Kathleen Rodkey, Exec. Admin. ﬂide

20. TELEPHONE NUMBER

853-3625

21. DATE

12/13/91

DGS 5350-4 (REVISED 2/87)




INSTRUGTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTURY |

REVISED RECORD SERIES., FORWARD 7275 WATERLOO ROAD
RECORDS RETENTION SCHEDULE P.O. BaX 273 PAGE lor 1
880-1) JESSUP, MARYLAND 20794 —— T —
1. DEFARTMENT/AGENCY University| 2. pivision $. uNIT

of Maryland System Admin.

Vice Chanc. Gen. Admin.

Vice Chanc. Gen. Admin.

CEFINIT1ON-RECORD SERIES-A GROUP OF RELATED Rl_cDRD' NORMALLY FILED

AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISFOS]ITION PURFOSES

4, RECORD SERIES TITLE

DERARMENT

3. EARLIEST YEAR/LATEST YEAR

y ; DoC 5 /FORMES FOUND
6. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBK THK TYPES OF [INFORMATION/ UMENT /

4N THE SERIES.

eliminated from doing business with the State..

i

: Contains file (very limited amount of material) on firms which have been

INCLUDE THE PURPOSE GR FUNCTION OF THNE l‘ﬂ!"

’ 7. RECORD SERIES FORMAT(S) 8

F

! 0 pounp BOOK

LETTER SIZE O MICROFILM

LEGAL SIZE 0O COMFUTER TAPE
O FLOPPY DISK
0 AUDIO TAPE O VIDEO TAFPE

O OTHER(SPECIFY)

. RECORD SERIES SEQUENCE 9
B ALPHADETICAL
OXNUMERICAL
O cHRoNOLOGICAL J3te.
O GEOGRAPHICAL
O OTHER(SPECIFY)

. VOLUME

Under A-Z 1/10 of on® FILE DRAWER(S)

but individyal drawer O MICROFILM REEL(S)

file filed h 0 COMPUTER TAPE(S)
Y women O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

remains o gyLg DRAWER(S)

Same O MICROFILM REEL(S)
RGHEER O COMPUTER TAPE(S)

C OTHER(SPECIEY)

P11 pILE 1S USED

g palLY O wvEEKLY 0O MONTHLY

Annually-sometimes more frequs

12.
ntly

RURBEN

FILE BECOMES INACTIVE AFTER ONGOING
i O MONTH(S) O YEAR(S)

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

3rd floor, Elkins Building

14. IS H:ECORD SERIES DUPL ICATED ELSEYHERE?
fir vyes, speciry saENcY Or OFFicE)

O YEs R NO NOT AT UMS BUT DOES EXTIST AT

15. ACCESS RESTRICTIONS a vyeES X no

(1" vyes, ciTe Law(s) & rREGuLATION(S)

STATE OFFICE LEVEL.

16. AUDIT REQUIREMENTS

O NONE { STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1F vrs.E)XPLAIN

BRIEFLY AND DESCRIBE ANY HARDEARE/SOFTWARE )

Cyes X NoO

18. RECCMMENDED RETENT!ON

File is very small but contains critical "
information from Covernor's office regarding
firms that the University cannot do business
with. Will be microfilmed for permanent
retention if it becomes too cumbersome but
is only 1/10 of one file drawer at present.

19. NAME AND TITLE OF PREPARER 20.

Kathléen Rodkey, Exec. Admin. Aidd 853-3625

TELEPHONE NUMBER

21. DATE

12/13/91

DGS 550-4 (REVISED 2/87)




INSTRUCTICNS --TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY¥ OR

REVISED RECORD SERIES. FORWARD
RECORDS RETENTION SCHEDULE
880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTURY |

7278 WATERLOO ROAD
P.O. BQX 273
JESSUP, MARYLAND 20794

or _1

——

Pace 1

1. DEFARTMENT/AGENCY University| 2-
of Maryland System Administrat:ion

DIVISION  vice Chancellor 3
for General Administration

uwmIT Vice Chancellor
for General Administration

CEF INITION-RECORD SERIES.” OMOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSBES

4. RECORD SERIES TITLE
CONSTRUCTION MANAGEMENT AUTONGMY

S. EARLIEST YEAR/LATEST YEAR
1987 yo  PRESENT

6. RECORD SERIES DESCRIPTION (IRIIFL'I OESCRIBE THE TYPES OF INPOMTION/DOCWTS/FOM FOUND

4N THE SERIES.

INCLUDKE THE PURPOSE OR FUNCTION OF THE SEFIES)

| N
i
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X LETTER SIZE O MICROFILM 30 aLPmameTICAL Under A-Z 1/2 of onel FiLE DRAWER(S)
but individuall O MICROFILM REEL(S)
}.LEGAL S1ZE O COMFUTER TAPE X NUMERICAL file filed by C COMPUTER TAPE(S)
|

O BOUND BOOK O FLOPPY DiIsK
0 AUDIO TAPE O VIDEO TAFE
O OTHER(SPECIFY)

¥ aronoLosicacdate.
0 GEOGRAPHICAL _
0 OTHER(SPECIFY) -

NUMBERN 0 orpep(SPECIFY)

10. ANNUAL ACCLMULAT ION

much O FILE DRAWER(S)
9C O MICROFILM REEL(S)
RUMEER O COMPUTER TAPE(S)

no

O OTHER(SPECLEY)

' 1l piLE 1S USED Annually

O patLy C wEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER [gogg active eac
— Year but st-

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

3rd floor, Elkins Building

. vertinent.
14. IS RECORD SERIES DUPL [CATED ELSEWHERE?

tir vyes, sPECiIFY saENCY OR OFFicE)
O YEs 8 NoO

13. ACCESS REFI'RICTI'OPS QO YES o NO
{ir vEs, c1Tx LAW(S) & mrEGuLATION(S)

16. AUDIT REQUIREMENTS

O NONE g STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1" vyRs.®>:PLAIN

BRIEFLY AND ODESCRIBE ANY HARDWARE/SOFTWARE)

gyEs X NoO

18. RECCMMENDED RETENT ION

L}ntil construction management autonomy
1s no longer an issue and then microfilmec

for permanent retention as vVoga is office
of record.

19. NAME AND TITLE OF PREPARER 20.

Kathleen Rodkey, Exec. Admin.{Aide

TELEPHONE NUMEER

853-3R/25%

21. DATE

1./12.L04

DGS 330-4 {(REVISED 2/87)

Lol LI TL




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

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

AGENCY RECORDS INVENTORY

1

E

RECORDS RETENTION SCHEDULE P.O. BOX 273 PAGE 1 oF 1
350-1) JESSUP, MARYLAND 20794 — T ———
1. DEFARTMENT/AGENCY 2. DIVISION Vice Chancellor

University of Maryland System Admin.

for General Administration

3. WNIT Vice Chancellor for
General Administration

CEFIN1T 10N -RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

REFERENCE AS WELL A9 RETENTION AND DISPOS]T|ON PURPORES

4. RECORD SERIES TITLE ,
Energy Conservation

5. EARLIEST YEAR/LATEST YEAR

196170 _14q1l

6. RECORD SERJES DESCRIPTION (.IIKPLY DESCRIBE THKE TYPES OF lNPQRHAT!ON/DOCUHENTB/FORN' FOUND

‘tN THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THK BEFES)

RECENT FILE ESTABLISHED TO DEAL WITH COST SAVINGS MEASURES IN' THE AREA OF ENERGY .

-0

; o *
|
|
!
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES saq.x[zjugse Az 9. VOLUME
nder A-
» T
KLETTER S1ZE O MicROFILM XALPHAEETICAL  but ingividlail® ©F Or‘?:::;:mz;:l(s)
LEGAL SIZE O COMFUTER TAPE & N\UMERICAL file filed by O COMPUTER TAPE(S)
i date. NUMBER 0 oTHER(SPECIFY)
0 BOUND BOOK U FLOPPY DISK 0 CHRONOLOGICAL .
O AUDIO TAPE 0O VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCLMULAT ION
O OTHER(SPECIFY) 0 OTHER(SPECIFY) first yeawr riLe DRAWER(S}
‘ SO UNKNOWINM|CROF ILM REEL(S )
ROWEEW O COMPUTER TAPE(S)
0 OTHER(SPECIFY )

i

1. riLE 1S USED

O palLY

Sporadically.

U WEEKLY O MONTHLY

12. F|LE BECOMES INACTIVE AFTER

8 YEAR(S)

. 13. CURRENT LOCATION(S) (BELDG.,FLOOR,ROGM)

3rd floor, Elkins

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

fir yzs, seeciry saency or oOFFicE)
O vYeEs GrnNo

15. ACCESS RESTRICTIONS QyYES X NO

{(tr vyes, ciTk LAW{S) & rREGULATION(S)

16. AUDIT REQUIREMENTS

B NONE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (ip vyES.E)PLAIN

BRIEFLY AKD DESCRIBE ANY NARDIARE/BO'T'AR‘)

OYEs O nNo No

fé. RECOMMENDED RETENT ION

Until issue is no longer prevelant.

19. NAME AND TITLE OF PREPARER 20.

Kathleen Rodkey, Exec. Admin. {Aide

TELEPHONE NUMEER

8533625

21. DATE

12/13/91

DGS 330-4 (REVISED i/ﬂ?)




INSTRUCTIGHNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY COR

REVISED RECORD SERIES. FORWARD
RECORDS RETENTION SCHEDULE
380-1)

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY

727% WATERLOO RQAD
P.O. Bax 278

Pace _1_or 1
JESSUP, MARYLAND 20794 —_—

1. DEFARTMENT/AGENCY UniVersity
of Maryland System Administratidn

2. DIVISION Vice Chancellor fof 3. wnir  Vice Chancellor for
General Administration General Administration

[} FOR
DEF INIT1ON -RECORD mlss.k GROUP OF RELATED RECORDS NOMMALLY FILED AND USED AS A UNIT

REFERENCE AS WELL AS RETENTION AND DISPFOSITION PURFOIESR

4. RECORD SERIES TITLE

FINANCIAL DISCLOSURE ’ 1EsT e

TO

RME FOUND
6. RECORD SERIES DESCRIPTION (lIIIPLY DESCRIBE THEK TYPES OF INFOMTION/DOCWTBIN

Oontz?ins material related to those titles with
require the incumbent to file financial disclo

N THE SERIES. - INCLUDE THE PURPOSE OR FUNCTION OF THEK SEFIES)

in the University of Maryland System that
sure to the State yearly.

}&N"‘ Y&

7. RECORD SERIES FORMAT(S)

X LETTER SizE O MICROFILM

! LEGAL SI1ZE O COMFUTER TAPE

| O pounD BOOK O FLOPPY DISK

QO AUDIO TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEGQUENCE 9. VOLUME
X aLPrAEETICAL  Under A-Z 11/2 of a R FILE DRAWER(S)

R numeRricar (individual file O MICROFILM REEL(S)

: O COMPUTER TAPE(S)
. Loclcijx..led by date) mw O OTHER(SPECIFY)

o = ! 10. ANNUAL ACCUMULAT ION

O OTHER(SPECIFY) 1/10 of ao riLE DRAWER(S)

’ O MICROFILM REEL(S)

RUMEER O COMPUTER TAPE(S)
O OTHER(SPECIFY)

FILE 1S USED
O DAILY R WEEKLY

12. F|LE BECOMES INACTIVE AFTER Ongoing

O MONTHLY O MONTH(S) O YEAR(S)

© 13. CQURRENT LOCATION(S) (BELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL |CATED ELSEWHERE?

3rd floor, Elkins Building

ti1» vyrs, sPeciry saENCY OR OFFicE)
O YES ® NO NOT AT UMS BUT SOME MATERTAL

15. ACCESS RESTRICTIONS Q vyEs

{1# Y8, c1Tx Law{s) & rReGuLATION(S)

DOES EXIST ETHT
3B No 16. AUDIT REQUIREMENTS AT STATE cs.

O NoNE M STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1F vyrRS.E)PLAIN
BRIEFLY AND DESCRIRBE ANY HARDWARE/SOFTWARE )

ODYEs © No

18. RECOMMENDED RETENTIJON

Files only take 1/2 of file drawer. Onl:
pertinent material is retained. Materia
will be microfilmed for permanent retent.
when it grows beyond 1/2 file drawer.

19. NAME AND TITLE OF PREPARER

Kathleen Rodkey, Exec. Admin.

ide 38334825

20. TELEPHONE NUMEER 21. DATE

DGS 330-4 (REVISED 2/87)

LZ713/91




INSTRUCTIGNMS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY
REVISED RECORD SERIES. FORWARD 72735 WATERLOO ROAD

¥LTH RECORDS RETENTION SCHEDULE P.O. BOX 273 pace 1 or 1

t 330-1) JESSUP, MARYLAND 20794 —

{. DEFARTMENT/AGENCY [nivers ity

2. DIVISION yice Chancellor for| ¥+ WNIT Vice Chancellor for
of Maryland. System Administratiop

General Administration General Administration

DEF INITION - RECORD SERlES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

WMSA Correspondence 1977 To Present

-]
6. RECORD SERIES DESCRIPTION ( BRIKFLY DESCRIBE THE TYPRS OF INFORMATION /DOCUMENTS | FORME FOUN
: IN THE SERIES. . INCLUDE THME PURPOSE OR FUNCTION OF THK SEFIES ]

.

| Nor w0 ?
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SIZE X MICROFILM 8 ALPHAEETICAL A~Z and 12 B riLe oRAWER(S)
by date 28 0O microrFILM REEL!S)
LEGAL S1ZE O COMFUTER TAPE O NUMERICAL o ¢ TAPE(S)
OMPUTER {
| NUMBER [ OTHER(SPECIFY)
0 BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL .
o] a
AUD1O TAPE VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
8 OTHER(SPECIFY) O OTHER(SPECIFY) NONE = O FILE DRAWER(S)
) O MICROFILM REEL(S)
RGIGEN C COMPUTER TAPE(S)
O OTHER(SPECIFY)
' 11 piLE 1S UsED 2. FILE BECOMES INACTIVE AFTER 3 years
BpaiLy 0 wEEBKLY O MONTHLY oy O MNTHIS) O YEAR(S)
! 13. CURRENT LOCATION(S) {BLDG.,FLOOR,RROGM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
: ts» vyes, sereciFY saENcY OR OFFicE)
3rd floor, Elkins B vyEs O No
15. ACCESS RESTRICTIONS Cvyes 8 no 16. AUDIT REQUIREMENTS

(1P yeB8, ciTe taw({s) & regurLaTiION(S)
O NONE $/STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED?Y {Iy vms.=E)PLAIN

18. RECOMMENDED RETENT ION
BRIEFLY AND DEKSCRIBE ANY HARDBWARE/SOFTHARE )

_ 3 years - but screen annually also and
Hvyes O no Yes, for microfilmed items retain historical information on microfilm

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

Kathleen Rokdey, Exec. Admin. Ajde 853-3625

13/13/91

DGS 330-4 (REVISED 2/87)




INSTRYCTIGMS -« TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE BOX 278 1 1
PAGE or
3850-1) JESSUP, MARYLAND 20794

2. PIVISION yica Chancellor fod ¥+ WN!T Vice Chancellor for

of Maryland System Administrati bn  General Administration General Administration

CEFINITION-RECORD SERI:SOA GROUP OF RELATED REKCORDS NORMALLY WILED AND USED AS A UNIT FORN

REFERENCE AS WELL AS RETENTION AND DISFOS]TION PURPOAES

4.

Veterinary Medicine

RECORD SERIES TITLE Vlrgmia/Maryland Reglonal College of 8. EARLIEST YEAR/LATEST YEAR

J1980.. T _pragent

6. RECORD SERIES DESCRIPTION (.ll"LY DESBCRIBE THE TYPES OF INPQMTION/DOCWTS/'OM FOUND

‘N THE SERIES.
Virginia/Maryalnd Regional College of Vetérinary Medicine

INCLUDK THE PURPOSE OR FUNCTION OF THE SEFIES |

&

Now ©

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. 1
8 LETTER SI1ZE O MICROFILM X ALPHABET1CAL /10 of 1% FILE DRAWER(S)
O MICROFILM REEL(S)
LEGAL SIZE O COMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
| a NUMBER 1 OTHER(SPECIFY)
BOUND BOOK FLOPPY DISK O CHRONOLOGICAL, .
0 AUDlO TAPE O VIDEO TAFE 0 GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION

O OTHER(SPECIFY) O OTHER(SPECIFY) None g gy g prRAWER(S)

O MICROFILM REEL(S)

KOUMEER C COMPUTER TAPE(S)
O OTHER(SPECIFY)

1 31e FiLE 1S USED Very rarely

g paiLy 0 vEEKLY O MONTHLY

12. FiILE BECOMES INACTIVE AFTER Ongoing
O MONTH(S 0 YEAR(S)
{s)

. 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
3rd floor, Elkins Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

fir vyrs, sPreciry raency or orrice]
 yes ®no

135. ACCESS RESTRICTIONS O vyES . NGO
{17 vyes, ciTe LAw(S) & mrEauLATION(S])

16. AUDIT REQUIREMENTS

ONONE D STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1P vyES.E)PLAIN
BRIRFLY AKD DRSCRIRBE ANY HARDRARE/SOFPTWARE )

gyes X nNO

18. RECOMMENDED RETENTION

Screen annually, historical material
kept permanently on microfilm.

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

Kathleen Rokdey, Exec. Admin. Ai: 853-3625

12/13/91

DGS 550-4 (REVISED 2/87)




o

IHSTRYCT) --TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

-

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTURY

¥iTH RECORDS RETENTION SCHEDULE P.O. BOX 273 / )
550-1) JESSUP, MARYLAND 20794 PAGE or [q
1. ARTMENT | AGENCY 2. DIVISION 3. UNIT
Univ. of MD System Admin, VCGA AVCFA

DEF IN1ITICON -RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED A‘l A UNIT FOR

REFEARNCE AS WELL AS RETENTION AND DISPOSITION PURPOAEN

4. RECORD SERIES TITLE

Accounting Records (General & Special)-Permanent

8. EARLIEST YEAR/LATEST YEAR

/979 v /29!

6. RECORD SERIES DESCRIPTION (IRlIPLY DESCRIBE THK TYPES OF INFOMTION[DOCWTS/"“ rouND
. INCLUDE TME PURPOSE OR FUNCTION OF THE SEFIES)

SN THE SERIES.

- UMSA Working Fund Checking Account Ledger (Maintained to verify payments

from checking account)

- AM090/91 for former UM Institutions (reflects all FAS accounting system

entries)
~Inventory records
~GCL records

7. RECORD SERIES FORMAT(S)
_x,\LE'ITER SIzE o MICRONF 1LM

O AUDIO TAPE 0O VIDEO TAPE
- W omrER(sPECIFY)

FICHE

8. RECORD SERIES SEQUENCE 9

O ALPHAEETICAL

" L, D MmiceoRiM RERLIS)
QO LEGAL SIZE 0O COMPUTER TAPE )(mlau. '/“6 U COMPUTER TAPE(S)
, NUMBER 1 OTHER( SPECIFY)
BOUND BOOK O FLOPPY DISK )(amo:.oelm . .

O GEOGRAPHICAL
O OTHER(SPECIFY)

. voLuME
X FILE DRAWER(S)

10. ANNUAL ACCUMULATION
(ru.z DRAWER(S ) |
‘.’2," O MICROFILM REEL(S)

RGHBEN O COMPUTER TAPE(S)
O OTHER(SPECIFY)

4% piLE 1S USED

X paiLy M wemay X morerrLy

12. piLE BECOMES INACTIVE AFTER

O MONTH(S YEAR(S
o (s) . ¢ (s)

! 13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM)

AVCFA OFfFICE, ARCHIVES Room

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir vxs, serEciry rarncy or orFrice)
YES O NO CamPus fiigs, STATE Fies

1S. ACCESS RESTRICTIONS ocves Kwo

(1r vyEs, ci1Tx Law{s] & rEguLATION(S]

16. AUDIT REQUIREMENTS

O NoNE )(sr.\'n: O FEDERAL )( INDEPENDENT

17. IS AN INDEX SYSTEM USED? {;p ves.Z)PLAIN 18. REC ED RETENTION ,
BRIEFLY AND DESCRIBR ANY HARDWARE/SOFTWARE ) _
g YEsS x NO .Pzru\mae:\rr
19. NANEANleTLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
A)Sontna \}{i' Cu&?inghame 853-3638 1/3/92
FitandfS1 X??;%%gr for

DGS 550-4 (REVISED 2/87)




IUSTRUCTILNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES ) _
SEPARATE FORM FOR EACH NEW COR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD
Il‘l"H RECORDS RETENTION SCHEDULE P.O. Bax 2753 PAGE 2_ or /7

550-1) JESSUP, MARYLAND 20794
t. ARTMENT / AGENCY 2. DIVISION 3. uNIT
Univ. of MD System Admin. YCGA AVCFA

n
DEFINST1ON -RECORD mlﬁs-“ GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT PO.

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOAEA
8. EARLIEST YEAR/LATEST YEAR

4. RECORD SERIES TITLE Accounting Records (General & Special)-
3-Yr. and until Audited

{989 1o 19%/

1-]
6. RECORD SERIES DESCRIPTION (IIIIPI.Y DESCRIBE THK TYPES OF lN"MTlO"/DOCU_NT'/'Om FOuUN
. CIN THE SERIES. . . INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES)

- UMSA Working Fund Checking Acct documents (canceled checks, deposit

receipts, bank statements)
= Adjusting journal entries documents
- Cash deposit documents

State's Accounting System Reports (A304xx)
- Interest Income Allocation records

University System's Accounting System Reports (AMO61,AMO9x,AM04Xx)

VOLUME _
X FILE DRAWER(S)
e e O MieRARILM REEL(S)
40 0 cowrutER TAPE(S)

NUMBER 0 oTHER(SPECIFY)

7. RECORD SERIES FORMAT(S) ®. RECORD SERIES SEQUENCE ’.
)(u:rrm size O MicROFILM | a mmncu.
LEGAL SIZE O COMPUTER TAPE O NMUMERICAL
'@ eoun Book O FLoPPY DISK X cHroNoLOGICAL
D AUDIO TAPE 0O VIDEO TAPE ' O GEOGRAPHICAL

10. ANNUAL ACCUMULATION

O OTHER(SPECIFY) : O OTHER(SPECIFY) O FILE DRAWER(S) »
' - 3 O MICROFILM REEL(S)
RONERR C COMPUTER TAPE(S)
O OTHFR(SPECIFY) -
| 18- piLe 1S USED . 12. FILE BECOMES INACTIVE AFTER
8 paiLY Q wERKLY Xmmu.v RUREET O MoNTH(S) XYEAR(SI
: 13. CURRENT LOCATION(S) ({HLDG.,FLOCR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
' ' tir ves, seEciry saency on orFrice)
ANCF oFficeS. Arcuwes Coom ~ oves X no
13. ACCESS RESTRICTIONS. cves M no 16. AUDIT REQUIREMENTS

(1» vyes, ci1Tx LAw{s) & rEGuULATION(S)

o none )X state X rEpERAL )‘(lmzpzmmr

17. 1S AN INDEX SYSTEM USED? (1r ves.mOPLAIN
BRIEFLY AND DESCRIBE ANY HARDIARE/BO"IARI‘

18. RECOMMENDED RETENT ION

a YES K NO . X-g YRS oe AubdiTed

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

Donna H, Cunninshame
Asst, Vice ChangelTbr 853-3638
for Financial Affairs ,

1/3/92

DGS 350-4. (REVISED 2/87)




. L
INSTRUCTIGNS - - TYPE' OR PRINT A
SEPARATE FORM FOR EACH NEW. OR .
REVISED RECORD SERIES.. FORWARD::

DEFARTMENT OF GENERAL SERVICES
RECORDS. MANAGEMENT DIVISION
7273 VWATERLOC ROAD

AGENCY RECORDS INVENTOURY:

WITH RECORDS RETENTION SCHEDULE. P.O. BOX 273 pace 9 or /9
-8580-1) JESSUP, MARYLAND 20794

1 . DEFARTMENT /AGENCY - 2. DIVISION 3. UNIT

Univ. of MD System Admin. VCGA AVCFA

DEFINITION-RECORD: sa:ml:s

A GROUP- OF RELATED RECORDS NORMALLY FILED.
REFERENCE- AS - TELL AS RETENTION AND DISFOg

4. RECORD SERIES TITLE.

"Accounts Payable Records - 3-¥r, &

Until Audited

AND USED AS

8. EARLIEST

ITION PURFOIES.

/989

A UNIT FOR:

YEAR/LATEST YEAR
™ /19291

6. RECORD ml‘s ml"lmﬁ(“'m' DESCRIBE THE TYPES OF - INPOMTIONIDOCMT'/N“MD

N INCLUDE THE PURPOSE OR FUNCTION OF TNE SERIES)

~ Signed Confirming Requis1t10ns/M:Lsce11aneous Payment forms w/ invoices,

. FHE SERIES.
(includes records forhvgm Office onlx)

working fund reimbursement requests, receiving reports, etc.:
- Purchase Orders and approved invoices, receiving reports

- General Stores Orders
- HM Orders

1991.

*NOTE: UMSystem A/P records were transferred to UMCP System Control in May,

7. RECORD SERIES rcanwr(s.)
.‘\ I

‘n LEGAL SIZE- ‘@ cannm;rw

Daoumaocx Dmmse.:

z.“_._.ﬁ‘ _.....‘,_..._4 .

' =} AI.DIO TAPE O VIDEO«‘I'AR"‘

.‘c-:.-* "'i.’?! c -’Ni‘.-..-h 4»—“1 [ A

F o —— o

$. RECORD:SERIES SEQUENCE.
7 amsmemmTieas
X masmicaL.
X cHRONOLOGICAL.-.

0 GEOGRAPHICAL...

8. VOLUME .

i
=
2 __a

NCuREN

X riLE DRAWER(S)

MICAOr Il L T,
COMPUTERNTAPE(S )
m&f‘;rl!:lﬂl )

10. ANNUAL.ACCLMMIATION:

Cl m(spzcxn') O OTHER(SPECIFY) X FILE-DRAYER(S)-
v ,S O MICROFILM:REEL(S)
RGOEER"C COMPUTERYTAPE(S))
0 omrRiseEcIEY)
1. piLg 1S usED.. o . 12+ FILE BECOMES- INACTIVE AFTER™
X oaiy ol wEmY: OZMONTHLY - m’ i X veanisy.

. §3. CURRENT" z.ocanou(sh(m..m.mp

AVCFA ofFfItE FIL.ES

"14. 1S RECORD SERIES. DUPL | CATED: ELSERMHERKY:

tir vem, spEciFy saENCY OR-OFFic)-
K vEs:. O.No. umce A/P atFicE

15. ACCESS RESTRICTIONS:

oves: X no-
(1w ves, ciTe LawS)- & -nEauLaTION(S)

16. AUDIT REQUIREMENTS'

O NONK:. XEI'ATE" YFEDERAI. 0 INDEPENDENT

17. 1S AN INDEX.SYSTEM:USED? (i1 vES.RXPLAIN
BRIEFLY AND DESCRIAER-ANY MARDEARK/SOPTWARK )

oves K no

RECOMMENDED RETENT ION

3 NRS or Auprren

t9. NAME AND TlﬁE OF " PREPARER
Donna H. Cunninghame, Asst. Vice

Chance]_.lor for Financial Affairs

20. TELEPHONK: NUMEER

853-3638 -

DATE
1/3/92

21.

. DGS 530-4 (REVISED:2/87)




|

]

ANSTRUCTIGNS - - TYPE- OR: PRINT- A
SEPARATE FORM:FOR EACH: - NEW:OR.
REVISED. RECORD . SERIES .. FORRARD:

.880-1}.

DEPARTMENT OF GENERAL. SERVICES
RECORDS: MANAGEMENT DIVISION -
7273 WATERLOO- ROAD..

BOX. 273
JESSUP, MARYLAND. 20794

RECORDS RETENT ION- SCHEDWAE . P.O.

AGENCY RECORDS INVENTURY

Pace. _4_or 19

1. DEPARTMENT /AGENCY. 2. DIVISION
Univ. of MD .System Admin. VCGA

3. UNIT
_AVCFA

4. RECORD SERIES.TITLE.
Then Destroy

DEFINITION -RECORD: SERIES -  OFOUP OF RELATED: RECORDS: NORMALLY #ILED:-AND.USED.AS. A UNIT FOR-
AEFERKNCE: AS UELL.AS RETENTION - AND. DISPFOSITION PURPOSER -

Audits (Legislative) - 10 Years,

3. EARLIEST YEAR/LATEST-YEAR

J980 w0 /77

‘% - THE SERIES..

6. RECORD: SERIES. DESCRIPTION: ("M!EFLY DESCRIBE.TIE TYPES: OF INFORMATION / | FORtEn FOUND

- Folders by Institution include discussion notes, report, responses, related
documentation for current and previous audit

INCLUDE - THE: PURPOSE: OR: FUNCTION OF-THRE:SEPRIES ,

7. RECORD. SERIES.FORMAT(S)
Kﬁ'ﬂ':’&"{ SiaE T oy tea . -
'ucn. si1ze QO mnrt_
Boox:: O FLOPPY-DISIC:

0 'AuD10 TAPE O VIDEO: TAPE™

O OTHER(SPECIFY)

8. RECORD:SERIES. SEQUENCE. $. VOLLME:

'_\(;_;_—:.a: e oAy

O MUMERICAL.:...
X ancoosica..

O GEOGRAPHICAL:
O OTHER(SPECIFY)

7{ FILE. nmn:nm)
3 - e AT S
O COMPUTER:TAPE(S )
"""m O.OTHER(SPECIFY)

10. ANNUAL.ACCUMULATION:-
X FILE. DRAYER(S)
,5 'O MICROFILM.REEL(S)
FUDSEI:C COMPUTERZTAPE(S )

0 orrRisewCtEY)
[ 88 piig 1S USED. 12.. F|LE BECOMES: INACTIVE: AFTER™
O paiLy o wmnay J(ummv:* O ‘MONTH(S )- }( YEAR(S }=

13 .. CURRENT" LOCATION(S ): ( BLDGS:, FLOOR; ROOM )=

AVCFA QFFice Fues

14. IS RECORD:SERIES.DUPLICATED: ELSEWHEREY:
" ” YES, BPRECIFY /J.GENCY OR O"Oet):?
)(\’l:tw 0 NO-~» UMSA CAANCELLOEN afFICE

18. ACCESS RESTRICTIONS:: O vEsS. Xuo
(1P ves, ciTe Law{S). & rEGuATION(S)

16. AUDIT REQUIREMENTS -

Xm O STATE" O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM:USEDY’ (19 vES.EXPLAIN

oves ¥ no

BRIEFLY AKD DESCRIBR:-ANY: NARDRARK/ SOFTWARE )

18. RECOMMENDED: RETENTION

10 MRS

Donna H. Cunninghame Asst. Vice
Chancellor for Financial Affairs

19. NAME AND TITLE OF PREPARER: | 20. TELEPHONK: NUMEER: 21. DATE"
853-3638

1/3/92

DGS $30-4 (REVISED:2/87)




>

LLSTRUCTIGNS: - TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥W OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTURY

WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 g
_'uo-l) JESSUP, MARYLAND 20794 PAGE _—_orF -i
1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT
Jniv. of MD System Admin. VCGA AVCFA

D
CEFINITION-RECORD SERIES.A ONOUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE
: Permanent

Audit Reports (Other Than Legislative) -

8. EARLIEST YEAR/LATEST YEAR
1985 10 /99/

6. RECORD SERIES DESCRIPTION (IIIKPLY DIICRIII’M TYPES OF INPOMTION/DOCWT!/'OM POUND

‘N THE SERIES.

INCLUDE TME PURPOSE OR FUNCTION OF THE SEFIES )

- Retain related documents, e.g., Overseas Division Audit Reports, Management

Letters, Single Audits, NCAA Audits

7. RECORD SERIES FORMAT(S)
W ILETTER S'7E O M ICROF LM

LEGAL SIZE Q ca{nm-:n TAPE a mmcaj.

! BOUND BOOK U FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
a ALPHAEET1CAL .
X CHRONCLOG 1 CAL
O GREOGRAPHICAL
O OTHER(SPECIFY)

?. VOLUME

X riLE DRAWER(S)
-V, 0O wmicrorn pEEL(S)
S __ O COMPUTER TAPE(S)

NUMBERN 0 orprn(sPECIFY)

10. ANNUAL ACCUMULATION
X FILE DRAWER(S)
;1 £ O MICROFILM REEL(S)
RUGIERRK C COMPUTER TAPE(S)

O OTHER(SPECIFY)

P 1. piLE 1S USED

Q pailLy 0 WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

o YEAR(S)
oy O Mes)  Xvean

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

AVCFA OFFICE Fies

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir yes, seEcirFy saENCY OR OFFiICE)
o yeES XNO

13. ACCESS RESTRICTIONS O vEs )(No
(17 vyes, ci1vx Law(s) & rEGuLATION(S)

16. AUDIT REQUIREMENTS

O NoNE )(srA'rz erns’m )(lmzpmne:m'

12. IS AN INDEX SYSTEM USED? (1 vesS.E>PLAIN
BEIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARK )

18. RECOMMENDED RETENTION

o YEs E\ NO VERMANENT
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Donna H.. Cunninghame, Asst. Vice ‘
Chancellor f£6r Financial Affairs 853-3638 1/3/92

DGS 530-4 (REVISED 2/87)




\

ISTRUCTIGNS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NE¥W OR
REVISED RECORD SERIJES. FORWARD
¥iTH RECORDS RETENTION SCHEDULE

_‘uo-n

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72783 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS -INVENTORY

PAGE _6_ or [9_

1. DEFARTMENT /AGENCY
Univ. of MD System Admin.

2. DIVISION
VCGA

3. UNIT

AVCFA_

OEF INIT1ON -RECORD ml:s.‘ GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURFOBER

4. RECORD SERIES TITLE Bond Material"

3. EARLIEST YEAR/LATEST YEAR
1969 10 /992

6. RECORD SERIES DESCRIPTION (IRII'LY DESCRIBE THE TYPES OF INNMTION/DOCMTS/POM FOUND

tn THE SERIES.

~ Invoices and Certificates
- Bank Statements

~ Related Bond Documents (Official Statements,etc.)

INCLUDE THE PURPOSE OR FUNCTION OF THEK SEFIES )

7. RECORD SERIES FORMAT(S)
I\LETTER SI1ZE O MICROFILM
LEGAL SIZE O COMFUTER TAPE

BOUND BOOK O FLOPPY DISK
0O AUDIO TAPE QO VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME
O ALPHABETICAL
O MMERICAL
¥ aroncLosicas
0 GEOGRAPHICAL
O oTHER(SPECIFY)

4 X FILE DRAWER(S)
Muicrorniu REFLIS)

_3_' O COMPUTER TAPE(S)
NUMBER 0 otHER(SPECIFY)

10. ANNUAL ACCUMULATION
X FiLE DRAWER(S)

| O MicrorILM REEL(S)

RUMRER O COMPUTER TAPE(S)

tit. piLE 1S USED

g palLY

0 wWEEKLY X monmrLy

O OTHER(SPECIEYY
12. FILE BECOMES INACTIVE AFTER

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

AVCFA OFFice Fiees

mi?uifp O motH(s) X YEAR(S)

14. 18 RECORD SERIES DUPL ICATED ELSEYHERE?
tsr vyrs, seEciry raEncYy om OwrFice)
‘'YES O NO VYMiuS cCampuses

15. ACCESS RESTRICTIONS KYES O no
(1" yes, ciTx rawi{s) & mEcuLATION(S)

PRioR To BanD 15ShaNCE

16, AUDIT REQUIREMENTS

QO none X STATE O reperaL X INDEPENDENT

17. IS AN.INDEX SYSTEM USED? (1pr vRs.EXPLAIN
BRIEFLY AKD DESCRIAE ANY MRD.AR!/’O"‘A“)

Dﬁ-:s 9( NO

18. RECOMMENDED RETENTJON

Veemanen T
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Donna H. Cunninghame, Asst. Vice 853-3638 1/3/92
Chancellor for Financial Affairs -

' DGS 3350-4 (REVISED 2/87)




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

REVISED RECORD -SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

P.O. BQX 273

AGENCY RECORDS INVENTORY

Pace _/__or 19

580-1}) JESSUP, MARYLAND 20794
1. DEFARTMENT /AGENCY 2. DIVISION 3. WINIT
Univ. of MD System Admin. "VCGA AVCFA

DEF INITION - RECORD SRIESOA GROUP OF RELATED RECORDE NORMALLY FILED AND USED AS A UNIT FOR

RRFERENCE AS WELL AS RETENTION ANG DISPOSITION PURFPOSES

4. RECORD SERIES TITLE ’
Contracts

3. EARLIEST YEAR/LATEST YEAR
1925 o 991

6. RECORD SERIES DE‘.S::R!PHON (IIIIPLT DESCRIBE THE TYPES OF INPOMTIQN[DOCWT'/'QM PFOUND

IN THE SERIES.

-Treasury Custodian, Investment Manager, Consultants Contracts

INCLUDE THE PURPOSE OR FUNCTION OF THK SEFiES)

AN

7. RECORD SERIES FORMAT(S)
. \f\ LETTER SI17E O MICROFILM

LEGAL SI!ZE D COMFUTER TAPE

BOUND BOOK O FLOPPY DISK
0O AUDIO TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME
X aupasTicAL
O MMERICAL
X CHRONOLOGICAL
O GEOGRAPHICAL
C OTHER(SPECIFY)

KFILE DRAWER(S )
n yieparn PEELIS)

p g

O COMPUTER TAPE(S)
O OTHER({SPECIFY)

- P
1 =2
NUMBER

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

O OTHER(SPECLIEY Y

13- piLE 1S USED

Q palLy

QO wEEKLY ,K\MTHI.Y

12. FiLE BECOMES INACTIVE AFTER
O MONTH(S) Q YEAR(S)
NURDER

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

AVCFA- OFFICE TFILES

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? -

tir vyes, seEciry saency on orrice)
aQ vyes NO

15. ACCESS RESTRICTIONS
(1r ves,

XyYeEs 0Ono
c1Tx LAw({S) & mEGuLATION(S)
PRIOE To BId AWALD —camal

16. AUDIT REQUIREMENTS

0 NoNE )!(srxn: O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1p vRS.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDEARE/ SOFTWARK )

Dvﬁs [(No

18. RECOMMENDED RETENT ION

5-Tyrs or Grrtaer Txpired D

AuoTeED
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Donna H, Cunninghame, Asst, Vice
Chancellor for Financial Affairs 853-3638 1/3/92

DGS 550-4 {REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES I :
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISI1ON AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 /
530-1) JESSUP, MARYLAND 20794 PAGE LO’ —i-
{. DEFARTMENT/AGENCY 2. DIVISION - 3. UNIT
Univ. of MD System Admin, , VCGA ' AVCFA

RD n
CEF INITION-RECORD SERIES. OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FO
REFERENCE AS WELIL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE Donor Files - Optional Retention 5. EARLIEST YEAR/LA

based on Gift (3-Yr. or Permanent) ﬁ&_m 2991

-]
6. RECORD SERIES DESCRIPTION (-m:n.v DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUN
tN THE SERIES. .. INCLUDE TNE PURPOSE OR FUNCTION OF THEK SEFIES]

- Record of Date, Name, Amount, Receipt, Acct#, Related data

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
% LETTER SIZE C MICROFILM X aLPramETICAL X FiLe orawER(s)
S R A ...l 44 0 microFuM REEL(S)
LEGAL SIZE U COMFUTER TAPE O NUMERICAL 7 U.COMPUTER TAFE(S)
| NUMBER 1 OTHER(SPECIFY)
BOUND BOOK O FLOPPY DISK 0 CHRONOLOGICAL : ) .
O AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULATION

O OTHER(SPECIFY) O OTHER(SPECIFY) X FiLE DRAWER(S)
C +S O MICROFILM REEL(S)
RUREER O COMPUTER TAPE(S)

O OTHER(SPECIFYY

I 11. piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
‘ Q paiLy A EDQY W Moy mERr © VONTHIS) O YEAR(S)
. 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEFHERE?
' t1r vyxs, sepEciry saEncy or orFrice)
ANCYA OFFICE Fusxs M YES ONo.  Cameus FIES
15. ACCESS RESTRICTIONS cves X'no 16. AUDIT REQUIREMENTS

{itr ymB, ci1TE LAW(S) & rREGuULATION(S] :
O NoneE ) STATE O FEDERAL X INDEPENDENT

17. IS AN INDEX SYSTEM USED? (ir YRS.EXPLAIN

18. RECOMMENDED RETENTJON
BRIEFLY AND DESCRIBE ANY HARDSARE/SOFTWARK)

' ' DEPENDENT ary Natvee of (rieT
o ves ¥ no
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Donna H. Cunninghame, Asst. Vice 853-3638 1/3/92
Chancellor for Financial Affairs '

DGS 330-4 (REVISED 2/87)




INSTRUCTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
. SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD. 7278 WATERLOO ROAD -
WiTH RECORDS RETENTION SCHEDULE P.O. BOX 278 /
_‘f 5850-1) JESSUP, MARYLAND 20794 PAGE j or 7
1. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT
Univ. of MD System Admin, VCGA AVCFA

A arouP ©
CEFINITION-RECORD SERIES- UP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOS]ITION PURPOSES :

4. RECORD SERIES TITLE  Lndowment Fund Recérds : l 3. EARLIEST YEAR/LATEST YEAR
2375 ro 129!
6. RECORD SERIES DESCRIFTION (™M'EFLY DESCRIBE THE TYPES OF INFORMAT!ON/COCUMENTS/FORMS: FOUND
; ‘N THE SERIES. . INCLUDKE THE PURPOSE OR FUNCTION OF THK -!mz'l

.

- Paid bonds and coupons
- Ledger, journals, vouchers, bank statement, data/reports related to fund

transactions
| —— T ,: o SRR RS e s - s BRSPS X rare Tl AL, e e a2t
I -
l. . A \
7. RECORD SERIES FORMAT(S) .| 8. RECORD SERIES SEQUENCE 9. VOLUME . :
| Y LETTER S1ZE O MIcROFILM O ALPHAEETICAL X riLE DRAWER(S)
Y e - T N e vz ; B.MICROFILM REEL(S) _
LEGAL SI1ZE O COMFUTER TAPE O NUMERICAL ~ | O coMPUTER TAPE(S)
NUMBE
BOUND BOOK 0O FLOPPY DISK }(a-muox.oalm . O OTHER(SPECIFY)
a 8 viDe ’ I
AUDIO TAPE VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCUMULATION
O OTHER(SPECIFY) - O OTHER(SPECIFY) X riLE DRAWER(S)
: O MICROFILM REEL(S)
RGUERN O COMPUTER TAPE(S)
O OTHFR(SPECIEY)

[ 1. piLE 1S USED o 12. FiLE BECOMES INACTIVE AFTER A
g pAlLY 0. WEEKLY )(m-u.v RURERY O MONTH(S) X YEAR(S)
. 13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
: t1r ves, sPEciFY raency OR orFrice)
ANCFA aFFicE Fnes, ARCHWNES Room S vyes X'no '
18. ACCESS RESTRICTIONS cves X no 16. AUDIT REQUIREMENTS

{1r yEs, c1TE LAW(S )} & rREGULATION(S) '
O nons ){ STATE O FEpERAL X INDEPENDENT

17. IS AN INDEX SYSTEM USED? {IF YRES.EDPLAIN

18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARK }

oves ¥ no Mosr Fines PEIEMANEWT
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Donna H. Cunninghame, Asst. Vice 853-3638
Chancellor for Financial Affairg L/3/92

Des 550-4 (REVISED 2/87)




JuSTRYCTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES e
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLCO ROAD

WITH RECORDS RETENTION SCHEDULE ~ P.O. BOX 278 K pace 10 or /g
—(.uo-l) . JESSUP, MARYLAND 20794 —

1. DEFARTMENT/AGENGY 2. DIVISION 3. waT

Univ. of MD. System Admin. VCGA AVCFA

DEFINITION-RECORD SERIES- A GROUP OF RELATRD RECORDS NORMALLY FILED AND USED AS A UNI!IT FOR
REFERENCE AS WELL AS RETENTION AND DISPOS|T]ON PURPOSES :

4. RECORD SERIES TITLE  Financial Report - Permanent 5. EARLIEST YEAR/LATEST YEAR

1920 yo 199/

§. RECORD SERIES DESCRIPTION (IRI‘PLY DESCRIBE THE TYPKS OF INFOIHA'I’ION/DOCU_NTB/POM FOUND
‘IN THE SERIJES. : INCLUDK THME PURPOSE OR FUNCTION OF THK SEFIES )

- Yearly Audited Financial Statement
-~- Associated Work Papers

"
| Y— e
] ik e

=

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
¥ LeTTER S1ZE O MicROFILM O ALPHAEETICAL M FILE DRAWER(S)
\ el - L ...=s O MICROFILM REEL{S)
GAL SIZE O COMFUTER TAPE O NUMERICAL =) 0 CoMPUTER TAPE(S)
NUMBER
| PEounD Book O FLOPPY DISK X cHRONOLOG 1 CAL . O OTHER(SPECIFY)
O AUDIO TAPE O VIDEO TAPE ' O GEOGRAPHICAL

_ 10. ANNUAL ACCUMULATION
O OTHER(SPECIFY) O OTHER(SPECIFY) X FI1LE DRAWER(S)

’ ;S O MICROFILM REEL(S)
RGHSER O COMPUTER TAPE(S)

O OTHER(SPECIFY)

’ 1. p1LE 1S USED _ : 12. F|2u=.' BECOMES INACTIVE R
O palLY 0 wEEKLY O MONTHLY O MONTH(S) YEAR(S)
RUNBRN
! 13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROCM) 14. IS RECORD SERIES DUPL ICATED ELSEWHERE?
ti1» vzs, spEciry sraency or orFrice)
ANCFA AOFFICe FILES 0 yEs NO
15. ACCESS RESTRICTIONS Q YES ')(No 16. AUDIT REQUIREMENTS

(1" vEs, ci1Tx LAw(s) & rEauLATION(S) '
0 NeNE }(srxn: xrsm-:mu. X INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1w yus.E>XPLAIN
BRIBFLY AND DESCRIBR ANY HARDWARE/SOFTWARK )

oves W no PERMANENT

18. RECOMMENDED RETENTION

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

Donna H. Cunninghame, Asst. Vice 853-3638
Chancellor for Financial Affairs 1/3/92

DGS 350-4 (REVISED 2/87)




\

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

REVISED RECORD SERIES. FORWARD
WiTH RECORDS RETENTION SCHEDULE

.fuo-l)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.Q. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

race )] or |9

1. DEFARTMENT/AGENCY

Univ. of MD System Admin,

2. DIVISION
VCGA

3. UINIT

AVCFA

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS
REFERENCE AS YELL AS RETENTION AND DISPOS

NORMALLY FILED

4. RECORD SERIES TITLE

Financial Report - 3-Yr, and Until
Audited

1TION PURFOSER

AND USED AS A UNIT FOR

3. EARLIEST YEAR/LATEST YEAR
(959 _vo 179)_

6. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THE TYPES OF INFOMTION/DOCWTIIPOM FOUND

N THE SERIES. INCLUDR THE PURPOSE OR FUNCTION OF THE SEFIES)

- Periodic Financial Reports

- Associated Work Papers

~

7. RECORD SERIES FORMAT(S)

O MICROFILM
O COMFUTER TAPE
BOUND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
9 ALPHARETICAL
0 NUMERICAL
Xcrmox.’oelcn.
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

Y FILE DRAWER(S)
g 0 .MICROFILM REEL(S)
: O COMPUTER TAPE(S)
NUMBER OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
R O MICROFILM REEL(S)
RGHEPR O COMPUTER TAPE(S)
O oTHER(SPECIEY)

I 1l pILE IS USED

O palLY 0 vEEKLY

fz.

O MONTHLY

FILE BECOMES INACTIVE AFTER
O MONTH(S)

¥ YEAR(S)

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

AVCFA DFFICES FILES

Q YEs

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyzs, seEcirFy raency or orrice)
NO

135. ACCESS RESTRICTIONS

cves X no
(1" vyeg, ciTx LAW(S) & rREGuULATION(S)

16. AUDIT REQUIREMENTS

O Nene ) STATE O rEpERAL M INDEPENDENT

17. 1S AN INDEX SYSTEM USEDT (ir vEs.mxPLAIN 18. RECOMMENDED RETENTION
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )
o ves X no 3 YRS & AuprED
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Donna H. Cunninghame, Asst., Vice :
Chancellor for Financial Affairs 853-3638 1/3/92

DGS 3350-4 (REVISED. 2/87)




INUSTRYCTIGNS - -TYPE OR PRINT A

DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS - INVENTURY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD :
¥WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 '
580-1) JESSUP, MARYLAND 20794 PAGE i_or -’—i-
1. DEFARTMENT/AGENGCY 2. DIVISION 3. UNIT
Univ. of MD System Admin. VCGA AVCFA

DEFINIT]ON -RECORD SER!ES-A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND D1SPOS

4. RECORD SERIES TITLE

Grants (documents related to receiving/
monitoring grants)

AND USKD AS
LTION PURFPOSEN

A UNIT FOR

EARLIEST YEAR/LATEST YEAR

NorJE

4N THE SERIES.

oN Fuse AT miie Tme

6. RECORD SERIES DESCRIPTION (lRlInY DESCRIBE THE TYPRES OF lurom'rlon/nocw'rs/nm FOUND
INCLUDK THR PURPOSE OR FUNCTION OF THK SEFIES)

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

LEGAL SIZE O COMFUTER TAPE
BOUND BOOK O FLOPPY DISK
D AUDIO TAPE 0O VIDEO TAFE
O OTHER(SPECIFY)

o

8. RECORD SERIES SEQUENCE 9.
a ALPHAEET ICAL
0 MuMERICAL

O CHRONOLOGICAL

VOLUME
O FILE DRAWER(S)
..0 MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBER 0 oTHER(SPECIFY)

O GEOGRAPHICAL 10

O OTHER(SPEC!IFY)

O]

ANNUAL ACCLMULAT ION
O FILE DRAWER(S)
O U MICROFILM REEL(S)
KOHERR O COMPUTER TAPE(S)
O OTHER(SPECIFY)

FILE 1S USED
Q pAailLY

O wvEEKLY

12,

O MONTHLY RUREEN

FILE BECOMES INACTIVE AFTER
O MONTH(S)

O YEAR(S)

! 13. CURRENT LOCATION(S) (ELDG.,FLOCR,ROOM)

14. 1S5 RECORD SERIES DUPL ICATED ELSEWHERE?

ti1r vyes, serEcirFry saENcY OR OFPFicCE)
O YEs 0O nNO

15, ACCESS RESTRICTIONS g No

Qyves QO No

e

BRIEFLY AND DESCRIBE ANY HARDEARE/SOFTWARE )

)

Q YES 16. AUDIT REQUIREMENTS
(1r vyes, ciTx 1LAN(S) & rRxGuLATION(S)
ONONE O STATE O FEDERAL O INDE_PE'{DENT
12. IS INDEX SYSTEM ? 2
AN USED? (1r ves.mxPLAIN 18. RECOMMENDED 1o

19. NAME AND TITLE OF PREPARER
Donna H. Cunninghame, Asst. Vice
Chancellor for Financial Affairs

20.

TELEPHONE NUMEER

853-3638

21. DATE

1/3/92

DGS 330-4 (REVISED 2/87)




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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD .
W1TH RECORDS RETENTION SCHEDULE P.O. BOX 275 3 [
‘350'1) JESSUP, MARYLAND 20794 pace /3 or 1]
1. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT
Univ. of MD System Admin, veea AVCFA

DEF IN1T 10N -RECORD SERIESOA GROUP OF RELATED RECORDS NORMALLY PILED

AND USED AS A UNIT FOR

' 4. RECORD SERIES TITLE

Insurance

REFERENCE AS WELL AS RETENTION AND DISPOS]ITION PURPORER

$. EARLIEST YEAR/LATEST YEAR

L387 o 139/

|

-
6. RECORD SERIES DESCRIPTION (IRII'LY DESCRIBSE THK TYPES OF INFOMTION[DOCU'NTS/'OM PFOUND

‘tN THE SERIES.

|
1

i

\<.- P LhN R R s LT TY VO ey e T e e Sl im e e e

INCLUDK . THE PURPOSE QR FUNCTION OF THE SEFIES)

- Certificates of insurance for all property, equipment

- Copies of claim forms

ta ke ARSI e e TN

LEGAL SI1ZE 0O COMPUTER TAPE
}

7. RECORD SERIES FORMAT(S)
YLETTER SIZE O MICROFILM
BOUND BOOK U FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.
O ALPHAEETICAL
O MUMERICAL
X CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

¥ riLe DRAWER(S)

1 MICROFI\M REEL(S)
O COMPUTER TAPE(S)

NUMBER O oTHER(SPECIFY)

'10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
» 5 O MICROFILM REEL(S)
RGHEER O COMPUTER TAPE(S)

F1le piLE 1S .USED

Q palLy - O wEBKLY X monTHLY

O OTHER(SPECIFY)
FILE BECOMES INACTIVE AFTER
O .MONTH(S) X YEAR(S)

12.

' 13. QURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

ANCFA OFFwce Fues

14. 1S Rﬁccm SERI{ES DUPL ICATED ELSEWHERE?
;(r YES, SPECIFY ,.GENCY OR OFFicE)
YES O No  (CAMPUS FILES, STATE FILES

18. ACCESS RESTRICTIONS. Q'YES x NO

(1" vy, ciTx Lam(s) & rEauLATION(S)

16. AUDIT REQUIREMENTS

)(rmux O STATE O FEDERAL O INDEPENDENT

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

BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARK)

UYESXNO

18. RECOMMENDED RETENTION

3yers

Donna H. Cunninghame, Asst. Vice
Chancellor for Financial Affairg

19. NAME AND TITLE OF PREPARER 20,

TELEPHONE NUMEER
853-3638

21. DATE

1/3/92

DGS 3350-4 (REVISED 2/87)

.




-

LSTRUCTIONS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIJES. FORWARD

¥iTH RECORDS RETENTION SCHEDULE P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO RQAD

BOX 273

AGENCY RECORDS -INVENTORY

pace 14 or 19

{ 350-1) JESSUP, MARYLAND 20794
1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT
Univ. of MD System Admin. VCGA AVCFA

CEFINITION-RECORD SERIES- OROUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISFOS|TION PURPOAES

4. RECORD SERIES TITLE

Investment Manager Records

5. EARLIEST YEAR/LATEST YEAR
1985 1o /99)

6. RECORD SERIES DESCRIPTION "IIIIPLY DESCRIBE THE TYPES OF INPOMTION/DOCWTS/'OM FOUND

‘tN THE SERIES.

INCLUDKE THE PURPOSE OR FUNCTION OF THE SEFIES )

- Correspondence related to RFP, Consultations w/ Manager, Performance Data

7. RECORD SERIES FORMAT(S)
)(‘uz'n'zn SIZE O MICROFILM

LEGAL SIZE 0O COMFUTER TAPE
BOUND BOOK O FLOPPY DISK
0 AUDIO TAPE 0O VIDEO TAPE
0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O NUMERICAL
X’amox.oclm
O GEOGRAPHICAL
O omHER(SPECIFY)

9. VOLUME

X FiLE DRAWER(S)

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

NURBER 0 orvep(sPECIFY)

—— e L )

10. ANNUAL ACCLMULAT ION
X FILE ORAMER(S)
«5 O MicrRorILK REEL(S)
ROREPR O COMPUTER TAPE(S)

C OTWER(SPECIFY)

"1l piLEg 1S USED

Q pAalLY G wEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

O MONTH(S O YEAR(S)
RO (s

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

AMCFA ofFFice FiLES

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir vyes, seEcirFry saENcY OR OFricE)
HyYes OnNo ume?

ACCESS RESTRICTIONS X YES O No
{1r yEs, ciTe Law{s) & rxGuLATION(S]

R0k T BID AwaRD

16. AUDIT REQUIREMENTS

O NoNE ) STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? ((p vES.KO:PLAIN
BRIEFLY AND DESCRIBE ANY HARD.ARE/‘O"'A“)

Q vyEs )( NO

18. RECOMMENDED RETENT ION

5 YRS o2 Nup.Ted

19. NAME AND TITLE OF PREPARER
Donna H. Cunninghame, Asst., Vice
Chancellor for Financial Affairs

20.

853-3638

21. DATE

1/3/92

DGS 530-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
WiTH RECORDS RETENTION SCHEDULE

‘ 380-1)

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

AGENCY RECORDS INVENTORY

pace /S or 7

1. DEFARTMENT/AGENCY
Univ. of MD System Admin.

2. DIVISION
VCGA

s. wNIT
AVCFA

DEFINIT1ON-RECORD SERIES.A 9mOUP oF nxLAfzp RECORDS NORMALLY ¥1LED
REFERENCE AS WELI AS RETENTION AND DISPOS]TION PURFOAES

4. RECORD SERIES TITLE

Revolving Fund Accounts

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
— _ TO

6. RECORD SERIES DESCRIPTION (Illl'l-f DESCRIBE THE TYPES OF mrcmvrou/oocumrs/rom PFOUND
INCLUDE THE PURPOSE GR FUNCTION OF THKE SEFTES |

‘IN FTHE SERIES.

‘No Peestns s FILE AT THIS TImE

RECORD SERIES FORMAT(S)

0 LETTER SI1ZF O MiIcROFILM

LEGAL S1ZE O COMFUTER TAPE

BOUND BOOK O FLOPPY DISK
0 AUDIO TAPE 0 VIDEO TAFE
O OTHER(SPECIFY)

o)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O MUMERICAL

O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

o

VOLUME *
O FILE DRAWER(S)

D MICROFILM BEELIS)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

o

NUMBER

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)

O MICROFILM REEL(S)
RGHEER C COMPUTER TAPE(S)

O OTHER(SPECIFY)

141 piLE 1S USED

Q pAaILY O wEEKLY

12.

O MONTHLY RUNERE

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

FILE BECOMES INACTIVE AFTER
O MONTH(S)

O YEAR(S)

f4. IS RECORD SERIES DUPLICATED ELSEWHERE?

tir vyxs, spEciryY saency or orrice)
OYEsS 0O No

13. ACCESS RESTRICTIONS

o veS
(1@ yes, ciTx LAW(S) & rEauLATION(S)

O NO 16. AUDIT REQUI

O NONE U STATE O FEDERAL 0O [INDEPENDENT

REMENTS

17.

O0yes QO No

IS AN INDEX SYSTEM USED? (1P ves.=EXPLAIN
BRIEFLY ARND DESCRIBE ANY MHARDWARE/SOFTWARE )

chmsn RETENT ION

19. NAME AND TITLE OF PREPARER
Donna H. Cunninghame, Asst. Vice
‘Chancellor for Financial Affairs

20. TELEPHONE NUMEER

853-3638

21. DATE

1/3/92

DGS 330-4 (REVISED 2/87)




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

TV ISED RECORD SERIES. FORWARD

fITH RECORDS RETENTION SCHEDULE P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO RQAD

BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

race _[b_or _19_

{ 3850-1)
immm

Unlv. of MD System Admin.

2. DIVISION
VCGA

3. uNIT
AVCFA

CDEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOAES

Search Committee Records:
(Initiating Office Only)

8. EARLIEST YEAR/LATEST YEAR
— m om——

sN THE SERIES.

6. RECORD SERIES DESCRIPTION ‘-RIIPI-Y DESCRIBE THE TYPRS OF mnm'non/bocmn/nm FOUND

No KecoRps am FILE AT THIS TiImE

INCLUDE THE PURPOSE OR FUNCTION OF THNK SEFIES)

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

O LEGAL SIZE O COMFUTER TAPE
BooK O FLOPPY DISK

D AUDIO TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

O O

8. RECORD SERIES SEQUENCE ’.
0 ALPHABETICAL
0 NUMERICAL
0 CHRONGLOGICAL
0.GROGRAPMICAL
“D OTHER(SPECIFY)

VOLUME

O FILE DRAWER(S)

L ;~ O MICROFILK REEL(S]
- L o comareTER TAME(S)

NGusER OTHER({SPEC1FY)

10. ANNUAL ACCLMULATION |
O FILE DRAWER(S)

© U MICROFILM REEL(S)

ROIBER O COMPUTER TAPE(S)

O orvER(SPECIFYY

‘18- piLE IS USED 12. piLE BECOMES INACTIVE AFTER
C paiLy 0. wEEKLY O MONTHLY O MONTH(S) O YEAR(S)
_RUREEN
' 13. CURRENT LOCATION(S) (ELDG.,FLOGR,ROQM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vxs, serciry saency on orrice)
O YES O NO

15. ACCESS RESTRICTIONS g yEs O Nno

{1P vys, ci1Tx LAW(S) & mEcuLATION(S)

16. AUDIT REQUIREMENTS

ONONE O STATE O FEDERAL 0O INDEPENDENT

12. IS AN INDEX SYSTEM USED? (1r vks.DPLAIN

BRIEFLY AND DESCRIAE ANY HARDRARE/SOPTWARK )

OYEs O nNoO

18. RECOMMENDED RETENT ION

. 19. NAME AND TITLE OF PREPARER
Donna H. Cunninghame, Asst. Vice
Chancellor for Financial Affairs

20.

TELEPHONE NUMBER
853-3638

21. DATE

1/3/92

DGS 330-4 (REVISED 2/87)

-



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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIViISION

AGENCY RECORDS INVENTURY |

EVISED RECORD SERIES. FORWARD 7273 VWATERLOO ROAD
JITH RECORDS RETENTION SCHEDULE P.O. BQX 273 ‘ /7 /
(DGS 580-1) JESSUP, MARYLAND 207984 PAGE oF i
1. 'ARTMENT / AGENCY 2. DIVISION 3. UNIT
Univf of MD. System Admin. VCGA AVCFA

AND USED AS

CEFINITION-RECORD mlﬁs-‘ GROUP OF RELATED RECORDS NORMALLY FILED

REFERENCE AS UELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

.Sta

te Correspondence

A UNIT FOR

1TION PURFOAES
8. EARLIEST YEAR/LATEST YEAR
|99 Yo 179/

6. RECORD SERIES DESCRIPTION (nlnn.v DESCRIBE THE TYPES OF lnnm'rlon/boc\n-:ufl/nm FOUND

N THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF TNE SEFIES )

7. RECORD SERIES FORMAT{S)
Km Si1zE O MICROF 11LM

0. LEGAL SIZE O COMPUTER TAPE
‘t.m--aoox 0 FLOPPY DISK
Q.AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEGUENCE
Q ALPHAEETICAL

O . NUMERICAL

X cHRoNOLOGICAL -
O -GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

X FILE DRAWER(S)
] O MICROFILM REEL(S)
—— © CUMFUTER T
NW"'.‘_‘ O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION |
O FILE DRAYER(S) i
.5 0O microriILM REEL(S)
ROUMEEX O COMPUTER TAPE(S)
O OTHER(SPECIFY)

1. yiLE 1S USED 12. pILE BECOMES INACTIVE AFTER
QO palLy 0 WEEKLY )(m-n.v mzl—lr O MONTH(S) R/m(s)

13. CURRENT LOCATION(S) (HLDG.,FL.OOR,ROCM)

AVLFA OFFICE FILES

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

ti® vyxs, speciry raENCY OR OFFicE)
y(vts o NO

13. ACCESS RESTRICTIONS

‘ ovwes Xwno
(vr ys, civx Law(s) & nEauLATION(S)

AUDIT REQUIREMENTS

Xm QO STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (ip

BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

oves X no

YES . KXPLAIN 1s.

VAR\OUS

RECCMMENDED RETENT JON

19. NAME AND TITLE OF PREPARER
Donna H. Cunninghame, Asst..Vice
Chancellor for Financial Affairs

20. TELEPHONE NUMEER

853-3638

DATE
1/3/92

21.

DGS 330-4 (REVISED 2/87)




|

»

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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO RQAD

AGENCY RECORDS INVENTORY

P.O. BQX 273 ' PAGE '6 or Il
(DGS 580-1) JESSUP, MARYLAND 20794
1. ARTMENT | AGENCY 2. DIVISION 3. UNIT
Univ. of MD System Admin. VCGA AVCFA

4. RACORD SERIES TITLE

CEF INITION-RECORD SERIES.® O"CUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOAES

Tax Files - 10 Yrs. or Until Audit
Requirements.are Fulfilled

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

1983 vo 499/

4N THE SERIES.

- UBIT Report
- 1099 Payee Files

6. RECORD SERIES DESCRIPTION (IIIIPI.Y DESCRINE THE TYPES OF INNMT!ORIDOCM",'OM‘WD

JNCLUDE TME PURPOSE OR FUNCTION OF THE SEFIES)

7. RECORD SERIES FORMAT(S )
; )(l.rrrzn S1ZE O MICROFILM
LEGAL S1ZE X COMPUTER TAPE

BOOK U FLOPPY DISK

QO aunio TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE ’.
O ALPHABETICAL
‘O-NUMMERICAL
W amonaLocicaL
0. GROGRAPHICAL

O OTHER(SPECIFY)

VOLLUME

X FILE DRAWER(S)
O MICROFILM REEL(S)
O SoeeuTIll TAVZS)

O OTHER(SPECIFY)

v R

NUMRER

10. ANNUAL ACCUMULAT ION i

X riLE DRAWER(S)
, & O microriLM REEL(S)

RUMSEN O COMPUTER TAPE(S)

FILE 1S USED

- 0 palLY Q. wEEIQY U MONTHLY

O omrmisPECIFY)
FILE BECOMES INACTIVE AFTER
) O MONTH(S) ¥ YEAR(S)

12.

13. CURRENT LOCATION(S)] (ELDG.,FLOOR,ROCOM)

AV(FA OFF1Ce FILES| ARCHIVES Roam

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
t1r vyxs, spEcirFyY saENcY OR OFrFicE)

Xvyes one TRS.

13. ACCESS RESTRICTIONS XYES O NO
(1 vyms, ciTx tAw({s) & mEGuLATION(S)

PRNACE e

16. AUDIT REQUIREMENTS

Q NoNE O STATE XFEDERAL Q INDEPENDENT

17. (S AN INDEX SYSTEM USED? (1F YRS.EXPLAIN

18. RECOMMENDED RETENT ION
SRIEFLY AKND DESCRIRE ANY HARDIARR/ lomARl’
Hves o no
1D V&S 2. AuohTED
(099 Fue 2Y SSN, wame
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Donna i. Cunninghame, Asst. Vice 853-3638
Chancellor for Financial Affairs 1/3/92

DGS 3530-4 (REVISED 2/87)




|

-

INSTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY¥ OR

REVISED RECORD SERJES. FORWARD

(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 VWATERLOO ROAD

AGENCY RECORDS INVENTORY

Univ. of MDP System Admin.

¥1TH RECORDS -RETENT ION SCHEDULE . P.O. BOX 278 ] /
JESSUP, MARYLAND 20794 PAGE 9 or _Z
1. ARTMENT / AGENCY 2. DIVISION 3. UINIT
VCGA AVCFA

: ROS NO »I1LED
CEFINITION-RECORD SERIES.”’ONOUP OF RELATED mEco RMALLY FILE

4. RECORD SERIES TITLE

‘AEFERENCE AS WELL AS RETENTION AND DISPOSITION PURFOSES

UMSA Correspondence

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
/989 vo 199

‘sN THE SERIES.

o EFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS /FORMS FOUND
6. RECORD SERIES DESCRIPTION (™' / /
' INCLUDE THE PURPOSE OR FUNCTION OF THE .-m!'l

7. RECORD:SERIES FORMAT(S)

. X 1LETTER S1ZE O MicROFILM

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

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
Q0. MUMERICAL
Aa-moalcn.
0 .GEOGRAPHICAL
O oTHER(SPECIFY)

8. VOLLME

15 X'riLE DRAWER(S)

Q9 R micrRoFILM REEL(S)
e 4 SOMFUTER TRFELS,
RGN o oy sPECIFY)

10. ANNUAL ACCLMULAT ION ‘

X FILE DRAWER(S) ;

2 O MICROFILM REEL(S)
RUNSER O COMPUTER TAPE(S)

O OTHMER(SPFCIFY)

1 18. piLg 1S USED

O.DAILY -Giwxmay

O-MONTHLY 2

12. FILE BECOMES INACTIVE AFTER
0. MONTH(S)

X Year(s)

ANCFA OFFICE FULES

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

Q vyes

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tiw vrs, sPeciFy saEncyY or oFricE)
NO

18 . ACCESS RESTRICTIONS

o:ves )X o
{ir ves, ci1Tx LAw(s) & -mnEauLaTiON(S)

16. AUDIT REGUIREMENTS

BNonE O STATE O rFEDERAL

~

O INDEPENDENT

X ves o wno
Su&JECT;
DATES &N Fnm REclL.

12. 1S AN INDEX SYSTEM USED?T (1F YRS, E)PLAIN
BRIEFLY ANKD DESCRIBRE ANY MARDRARE/SOFTWARK )

RECOMMENDED RETENT ION

VeQians (2 yr — PEQMAN:N-‘T)

19. NAME AND flTLE OF PREPARER
Donna H. Cunninghame, Asst. Vice
Chancellor for Financial Affairs

TELEPHONE NUMEER
853-3638

20.

21. DATE

1/3/93

DGS 330-4 (REVISED 2/87)




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

REVISED RECORD SERIES.

FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

JTH RECORDS RETENTION SCHEDULE P.O. BQOX 273 PAGE or
& 530-1) JESSUP, MARYLAND 20794 —
1. DEFARTMENT /AGENCY 2. DIVISION 3. UINIT

University of Maryland System Admin.

Vice Chancellor-Gen Admin. Information Technalagy :

RDS NO LLY FILED AND USKED AS A UNIT FOm
DEFINITION-RECORD SERIES-A OMOUP OF RELATED RECORDS NORMALLY FILK
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFPOAEA

3. EARLIEST YEAR/LATEST YEAR
86/87_To 91-92.

€8 © INFORMATION /DOCUMENTS / FORMNS PFOUND
6. RECORD SERIES DESCRIPTION (®"!%FLY DESCRIAK TMK TYPES OF / /
‘N THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THNE .Bm!'l

4. RECORD SERIES TITLE
: BB-4

i A document which contains a purchase order/contract, sole source/RFB/published solicitation,
' documentation from the campus (department) with justification and specifications of purchase,
RFP with vendor bids, (if applicable) and the BB-4 form. This packet is needed to describe

i and justify an Administrative DP purchase for DBFP, when the purchase can not be processed

with a Del-4,
¢
N

RECORD SERIES SEQUENCE 9.

VOLUME
X FILE DRAWER(S)
: O MICROFILM REEL(S)
X NUMERICAL 3 O COMPUTER TAPE(S)
NGMBER [ OTHER(SPECIFY)
3 boxes_in archives

10. ANNUAL ACCUMULAT ION
XX FILE DRAWER(S)
U MICROFILM REEL(S)
ROUEEN O COMPUTER TAPE(S )
O OTHER(SPECIFY)
FILE BECOMES INACTIVE AFTER
1-12 X8 monNTH(S) - O YEAR(S)

7. RECORD SERIES FORMAT(S) 8.
B LETTER SI1ZE O MICROFILM

' LEGAL SI1ZE 0O COMFUTER TAPE
!

O ALPHAEETICAL

O BOUND BOOK O FLOPPY DISK 0 CHRONOLOGICAL,

O AUDIO TAPE O VIDEO TAFE N\ U GEOGRAPHICAL

O OTHER(SPECIFY) 0 oTHER(SPECIFY)

by campus

i1l piLE 1S USED 2.

X¥ pailLYy O ¥EEKLY O MONTHLY

;ll. CURRENT LOCATION(S) (ELDG.,FLOOR,ROGM)
3A - file cabinet
lA - Archives

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

fi1» vyes, sepeciry raENcY On OPFFICE)

Elki Buildi
lnﬁ uilding XD yEsS 0O No Procurement - DBFP

15. ACCESS RESTRICTIONS cves & no
{tr ves, ci1Tx LAw(S] & rREGULATION(S)

16. AUDIT REQUIREMENTS

0 NONE XB STATE O FEDERAL U INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (t1pr vyRS.RPLAIN
BRIRFLY AKND DESCRIBE ANY HARDIARK/SOPT'ARI)

Previously-Log book

Now- Primary data base tracking
system~runs on an IBM
clone which uses Data

18. RECOMMENDED RETENT ION
XXYQS g no 4-5 years (State Contracts)

After 5 years, material will be discarded

. Perfect.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Charyl M. Roth Admin. Aide 301-853-3644 12-17-91

DGS 550-4 (REVISED 2/87)




INSTRUGTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES VENTOR
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS IN EI TO Y
REVISED RECORD SERIJES. FORWARD 72783 WATERLOOC RQAD

TH RECORDS RETENTION SCHEDULE P.O., BOX 273 PAGE or
& 350-1) JESSUP, MARYLAND 20794 —
1. DEFARTMENT/AGENCY 2. DIVISION 3. UNIT
University of Maryland System Admin. Vice Chancellor -Gen. Admin. Information Technology

CORDS NORMALLY FILED AND USED AS A UNIT FOR )
DEFINITION-RECORD SERIES-* 9"OUP OF RELATED RK ‘
REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURFOSES

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

Del - 4 ' 88-89 1o 91-92

| 4 OF INFORMATION/DOCUMENTS /FORMS PFOUND
¢. RECORD SERIES DESCRIPTION (""'X7LY DESCRIRE THK TYPES / /
IN THE SERIES. . INCLUDE THEK PURPOSE OR FUNCTION OF THE .Bmg’)

|

; DBFP, on the review and approval of the cur
| for certain items to the University.
Paperwork includes Del 4 checksheet and a copy of the purchase order.

rent IPBP, delegates procurement authority

by

T

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
XX FILE DRAWER(S)
K LETTER SiZ= O MICROFILM O ALPHAEETICAL
1/2 O MICROFILM REEL(S)
LEGAL SIZE O COMFUTER TAPE 0 NUMERICAL 0 COMPUTER TAPE(S)
NUMBE
o
' O pounD BOOK O FLOPPY DISK XE CHRONOLOGICAL ., U OTHER(SPECIFY)
0 AUDIO TAPE O VIDEO TAPE ' O GEOGRAPHICAL

10. ANNUAL ACCLMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) X8 rILE DRAWER(S)
) 1/ 6 O MICROFILM REEL(S]
ROCWEENW O COMPUTER TAPE(S)
0 OTHFR(SPECIFY)

FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
O DAILY 0 wEEKLY % MONTHLY J}!‘;—m XX morTH( S) O YEAR(S)
. 13. CURRENT LOCATION(S) { BLDG. , FLOOR, ROOM ) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
3A-Elkins Building . tir vyes, serEciry raEnNcY or orFrFice)

X vyE® D NO Procurement Office & DBFP

15. ACCESS RESTRICTIONS O YES ;o] NO 16. AUDIT REQUIREMENTS
(1" vyE8, ciTE LAW({S)} & reauLaTiON(S)
O NonE & STATE D FEDERAL DO INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1P yes.>PLAIN
BRIEFLY AKD DRSCRIBE ANY HARDEARE/SOFTWARE }
Previously - Log book
Currently - Data Base Tracking
System

18. RECOMMENDED RETENT ION

B ves ©
YES & nNe 3 yrs - and then material will be
discarded

19. NAME AND TITLE OF PHREPARER 20, TELEPHONE NUMEER 21. DATE
Charyl M. Roth - Admin. Aide |301-853-3644 ’

12-18-91

DGS 550-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD

[ 2

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROQAD

AGENCY RECORDS INVENTORY

1.
University of Maryland System Admi

RECORDS RETENTION SCHEDULE P.O. BOX 273
PAGE or
850-1) JESSUP, MARYLAND 20794 ——
DEFARTMENT / AGENCY 2. DIVISION 3. WNIT

h. Vice Chancellor-Gen. Admip,

Informati nLTeohnn'logy

SER +A GROUP OF RELATED RECORDS NORMALLY FILED
CEFINITION-RECORD 1ES REFERENCE AS RELL AS RETENTION ANO OiSPOS

4. RECORD SERIES TITLE

Data Processing Plans

AND USKED AS A UNIT FOR

ITION PURPOSER

3. EARLIEST YEAR/LATEST YEAR
7-82 _ TO 7-9]

'

] 4N THE SERIES.
:

l. ACN(Administrative Computing Network Plan)
2. IPP( Information Processing Plan)

3

|

! Processing.
i

|l .

i goods and services.

ACADEMIC COMPUIING PLAN - An_annugl collect

7. RECORD SERIES FORMAT(S)

AXETTER SiZE O MICROFILM
LEGAL SI1ZE O COMFUTER TAPE

UXpouND BOOK O FLOPPY DISK

0 AuD1O TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

IPBP (Information Processing Budget Plan)

The IPBP is a yearly collection of
These plans contain descr
strategies, plans and budgetary informa

ESCRIRE THE TYPES OF INFORMATION/DOCUMENTS /FORMS POUND
RECORD SERIES DESCRIPTION (PM!¥FLY © / /

INCLUDK THEK P>

All the same docume
included has change

all campus and library p
iptions of present and f
tion. These plans supp

ion of Academic Com

URPOSE QR FUNCTION QF THE nxmzt,

nt, but the informacion to be
d over the years.

lans for Administrative Informati.
uture Information Processing
ort procurement of data processin:

puting Plans from all UMS campuse

demtT AT taYs,
RECORD SERIES SEQUENCE

8.
QO ALPHAEETICAL
O NUMERICAL
0 CHRONOLOGICAL,
0 GEOGRAPHICAL

C OTHER(SPECIFY)

9. VOLUME
X8 FILE DRAWER(S)
O MICROFILM REEL{S)

1/3 O coMPUTER TAPE(S)
NUMBER 0 orHER(SPECIFY)

ANNUAL ACCUMULAT ION

O FILE DRAWER(S)

a REEL(S
1 book® MICROFILM (s)

by campus (in the book) C COMPUTER TAPE(S)
by year X omeEpispeciEY)
'ile piLE 1S USED 12. F|LE BECOMES INACTIVE AFTER
Q palLY O wEEKLY X MONTHLY mmlnm O MONTH(S) XX YEAR(S)

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

34 - Elkins Building

14. 1S RECORD

tir vs, sreciry saency or orrice)
B YES DO No DBFP

SERIES DUPLICATED ELSEYHERE?

15 .- ACCESS RESTRICTIONS

g YES
(i vyes, civx Law(s) & rEGuLaTION(S)

A no 16.

AUDIT REQUIREMENTS

O NoNE XX STATE O FEDERAL O INDEPENDENT

12.

OyeEs X nNO

IS AN INDEX SYSTEM USED? (1r vyES.EXPLAIN
BRIEKFLY AND DESCRIBE ANY MARDEARE/SOFTWARK )

18.

RECOMMENDED RETENT ION
Keep one copy indefinely (of each year)

19. NAME AND TITLE OF PREPARER

Charyl M Roth - Admin. Aide

20. TELEPHONE NUMEER

301-853-3644

21. DATE

12-18-91

DGS 530-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

AGENCY RECORDS INVENTORY

TH RECORDS RETENTION SCHEDULE P.O. BOX 273 PAGE oF
‘s 550-1) JESSUP, MARYLAND 20794 ' —
1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT

University of Maryland System Admin. Vice Chancellor - Gen. Admin.

Information Technology

\ 4 D
DEF INIT1GN -RECORD SER‘ES-A GROUP OF RELATED RECORDS NORMALLY PFILE

AND USED AR A UNIT FOR

REFERENCE AS RELL AS RETENT!ON AND DISPOS|TION PURFPOSER

4. RECORD SERIES TITLE

State Correspondence

3. EARLIEST YEAR/LATEST YEAR
TO

s.
4N THE SERIES.

DGS (Dept.Gen. Services)

OTM (Office of Telecommunications Management)Correspondence concerning decisions,

the newest ideas for the State System

DBFP- General: Correspondence, concerning meetings, BB-4 decisions, and the latest guidelines

; for procurement procedures.
., INVENTORIES- yearly computer equipment
DP Security Committee-General Correspondence,

security information from all campuses)
. DP Purchasing - for System Administration

|
i

oOF INFG TON/DOCUMENTS / FORMS FfOUND
RECORD SERIES DESCRIPTION (.IIIFLY DESCRIBE THE TYPES ] RMAT / /

INCLUDE THE PSRPOSE OR FUNCTION OF THK SEFIES)

meetings, and

(survey)
changing guidelines, yearly reports(collectionzofl

Requisitions, Purchase Orders, Invoices for
all DP purchasing for the building.

7. RECORD SERIES FORMAT(S|
BXLETTER Si1ZE O MicRorFiLM
LEGAL SIZE 0O COMFUTER TAPE
"0 pounD Book O FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

3-ring binders

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
XX NUMERICAL
X cHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME
}é FILE DRAYWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NGMEER o orrn(sPECIFY)

ANNUAL ACCUMULAT 10N
XX FILE DRAWER(S)

: O MICROFILM REEL(S)

RULEZN © COMPUTER TAPE(S )

O _OMHER(SPECIFY)

P11 pinef 1S useD 12. FILE BECOMES INACTIVE AFTER
O DAILY X WEEKLY O MONTHLY RO O MONTH(S) O YEAR(S)
. 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
3A - Elkins Building Ig':g;_t'l': :;zgélsr\: g’cr;{:c'I')B‘;";’ ,orncn:)
1S, ACCESS RESTRICTIONS Q YES Guyno 16. AUDIT REQUIREMENTS

{1 ves, ci1Tx LAW{S) & rREGuULATION(S)

0 NoNE Dorgﬁnvﬁngggzm O INDEPENDENT

17. IS AN INDEX SYSTEM.USED7 (1" vyms.2:PLAIN

BRIEFLY AKD DESCRIRE ANY HARDERARE/SOFTWARE )

O ves X nNo

18. RECCMMENDED RETENT]JON

yearly screening-correspondence
guideline packets-until a new one is put
in effect,
Security yearly reports- 5 years
Purchasing - 5 yrs for contracts,
3 years -other, then discarded

19. NAME AND TITLE OF PREPARER 20.

Charyl M. Roth-Admin. Aide

TELEPHONE NUMEER

301-853-3644

21. DATE

12-18-91

DGS 350-4 (REVISED 2/87)




.

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

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

University of Maryland System Admi

Vice Chancellor - Gen, Admin

TH RECORDS RETENTION SCHEDULE P.O. BOX 273 'PAGE or
‘S 580-1) JESSUP, MARYLAND 20794 —_— —
t . DEFARTMENT /AGENCY 2. DIVISION 3. UNIT

Information Technoloevy

4. RECORD SERIES TITLE

UMSA General Correspondence

-] RELATRE RD! NOMRMALLY PFILED
DEFINITION-RECORD SERIES-A 9ROUP OF D RECORDS
REFERENCE AS YELL AS RETENTION AND D]SPOS

AND USED AS A UNIT FOR
JIION PURPFOIES .

8. EARLIEST YEAR/LATEST YEAR
TO

Administrative Computing
BB-4, by campus

Del-4 - by date of reception
ET(Electronic Transcripts)

IPBP
ITV

‘tIN ‘THE SERIES.

; ADIS (Alumni Development Information Systems)
i

 Chancellor's Forum-Campus Computing
! Data Processing-Purchasing, Libraries, licenseTransition - MINC

Vendors ~ Digital, HP, IBM, others
., Director of Admin. Comp & Telecom

Documents found: correspondence, projects,packet:
guidelines, contracts. Purpose is for the info.
of this department and others associated w/the

_narticular cuhi
T

‘ ‘ BRIKFLY DESCRIBE THE TYPES OF mromnon/nocmts/nm FOUND
. ORD SER DESCR!1
¢. FEC 15 o Frion | INCLUDK THE PURPOSE OR FUNCTION OF THNE SEFIES)

Security Committee & Surveys
Service Center-Bowie

Task Force - Reorganization
Telecommunications

ﬂ(m‘c}

7. RECORD SERIES FORMAT(S)
XX LETTER SI1ZE O MICROFILM

.J LEGAL SIZE O COMFUTER TAPE
\

dXsounD BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAFE
O OTHER(SPECIFY)

and 3 ring binders

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
X NUMERICAL
XXD cHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

=

9. VOLUME
XX FILE DRAWER(S)
O MICROFILM REEL(S)
10 QO COMPUTER TAPE(S)
NUMBE

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT JON
O FILE DRAWER(S)
O MICROFILM REEL(S)
ROIEER O COMPUTER TAFPE(S)
O or-ER[SPECIFY)

P41 piLE IS USED

d paiLy C wERQY

12.

FILE BECOMES
O MONTH(S)

INACTIVE AFTER
O YEAR(S)

3A- Elkins Building

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM]}

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

t1r vyeEs, serEciFY raENcY OR oOFFice)
QG vyEs O NO some, DBFP,procurement,acct.pa

135. ACCESS RESTRICTIONS

Dyes X pno

D yes O nNo

BRIEFLY AND DESCRIRE ANY HARDNARE/SOFTWARE )

General files—alphabetically
Purchasing-Log books, Lotus

6. AUDIT REQUIREMENTS
1P vE8, ciTe LAW(S) & mEauLATION{S)
’ ' O NONE & STATE 0O FEDERAL 0O INDEPENDENT
12. IS AN INDEX SYSTEM USED? (5@ YRS.E:PLAIN ‘8. REC ED 1on

Screen annually, Keep that which is
historical. Others: keep 3-5 years
and then discard.

19. NAME AND TITLE OF PREPARER

Charyl M. Roth Admin. Aide

20. TELEPHONE NUMEER

301-853-3644

21. DATE

12-18-91

DGS 330-4 (REVISED 2/87)

|
f




INSTRUCTIGUS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REV ISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

¥iTH RECORDS RETENTION SCHEDULE P.O. BQX 273 PAGE or
350-1) JESSUP, MARYLAND 20794 —
1. DEFARTMENT /AGENCY 2. DIvision 3. INIT

University of Maryland System

Vice Chancellor for Gen. Admin

Capital Planning

DEFINITION -RECORD SERlES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURFOSES

4. RECORD SERIES TITLE
Property (Deed Files)

5. EARLIEST YEAR/LATEST YEAR
TO 1,041

6. RECORD SERIES DESCRIPTION (IRIIPI.Y DESCRIBE THE TYPES OF INFORMATION/COCUMENTS/FORMS FOUND

N THE SERIES.
Property Deeds for

University of Maryland
System Institutions

Filed in a special cabinet
(original deeds) they are never put on microfilm}

INCLUDE THE PURPOSBE OR FUNCTION OF THE SEFIES |

ﬁ(w €

¥ LETTER SIZE O MICROFILM

' LEGAL S1ZE U COMFUTER TAPE
=g

BOUND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9.
X ALPHAEETICAL
O NUMERICAL

0 CHRONOLOGICAL
0 GEOGRAPHICAL

C OTHER(SPECIFY)

VOLUME

10 a‘FlLE DRAWER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)
RUMBER o oy rp(SPECIFY)

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

O _OTHER(SEFCIEY)

'Y pyLE 1S USED

O palLy

N/A

Q vEEKLY 0 MONTHLY

12. FILE BECOMES INACTIVE AFTER pever
%ML ° (sl ° (5]

13, CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)
Elkins Bldg. 3rd Floor

Adelphi, MD 20783

14. 1S R.'Ecom SERIES DUPL ICATED ELSEYHERE?
fi1r vyes, seEciry sraency or orFrice)

¥ YEsS ONo City or County Records

15. ACCESS RESTRICTIONS CYES R No
{1r vyes, c1TE LAwls) & reQuLATION(S)

16. AUDIT REQUIREMENTS

R NoNE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? {1y vES.E)PLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

Ovyes ¥ pno

18. RECOMMENDED RETENT JON

Permanent

19. NAME AND TITLE OF PREPARER
Myra Palla

20.
853-3685

TELEPHONE NUMEER

21. DATE
12/18/91

DGS 530-4 (REVISED 2/87)




INSTRUCTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO RQAD
¥WIiTH RECORDS RETENTION SCHEDULE P.O. BQX 278
: PAGE or
( 50-1) . JESSUP, MARYLAND 20794 —

! . DEFARTMENT/AGENCY 2. DIVISION 3. UNIT
University of Maryland System | Vice Chancellor for Gen. 2dmin Capital Planning

CEF INITION -RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPODESN .

4. RECORD SERIES TITLE ) ' 5. EARLIEST YEAR/LATEST YEAR
State Correspondence 1970 o 1991

6. RECORD SERIES DESCRIPTION ( BRIXFLY DESCRIBE THE TYPES OF INPORMAYION/DOCWTS/'OM FOUND
‘1IN THE SERIES. R INCLUDE THE PURPOSE OR FUNCTION OF THE SEFMIES ]
General correspondence from
State agencies

\O’A

faie

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE ’. VoLLME
| ¥ LETTER SI1ZE O MICROFILM & ALPHAEETICAL B FiLe orawen(s)
{ 2 & MICROFILM REEL(S)
! GAL SIZE O COMFUTER TAPE 0 NUMERICAL O COMPUTER TAPE(S)
' NUMBER 0 oripp(sPECIFY) i
BOUND BOOK 0O FLOPPY DISK O CHRONOLOGICAL . :
O AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT JON
O OTHER(SPECIFY) 0 OTHER(SPECIFY) ' D FILE DRAWER(S)
’ D MICROFILM REEL(S)
RGIEEK O COMPUTER TAPE(S)
O OTHER(SPECIFY)

;1.

FILE IS USED 12. FiLE BECOMES INACTIVE AFTER
dBaiLy 0 wEEKLY O MONTHLY 2 yrs. g MONTH( S ) G YEAR(S)
NUNBER
' 13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Elkins Bldg. 3rd floor tir vy£s, seEciry saenNcYy or oFrFicE)
Aelphi, M 20783 o YES £ No
15. ACCESS RESTRICTIONS OYES X no : 16. AUDIT REQUIREMENTS

(1@ vyes, ciTe Law{s] & rEauLATION(S)
G NONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? { (& vRS.EXPLAIN

18. RECOMMENDED RETENT ION
BRIEFLY AKD DESCRIBE ANY HARDRARE/SOFTWARE ).

) Until no longer needed
0OYEs & nNo

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Myra Palla 853-3685 : 12/18/91

DGS 5350-4 (REVISED 2/87)




INSTRUCTIGHMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERJES. FORWARD

7273 WATERLOO RQAD

¥WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 PAGE or
580-1) JESSUP, MARYLAND 20794 —
1. DEFARTMENT /AGENCY 2. DIVISION 3. WNIT

University of Maryland System

Vice Chancellor for Gen. Admin

Capital Planning

DEF INIT1ON-RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

AND USEKD AS A UNIT PFOR

REFERENCE AS WELL AS RETENTION AND DISFOSITION PURPOSER

4. RECORD SERIES TITLE

Leases

8. EARLIEST YEAR/LATEST YEAR

6. RECORD SERIES DESCRIFTION ‘IIIIPLY DESCRIBE THE TYPES OF INPOMTION/DOCWTUINM POUND

‘tN  THE SERIES.

Leases for rental property

University of Maryland
System Institutions

INCLUDE THME PURPOSE OR FUNCTION OF THK l!"!l,

o M

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
X LETTER SI1ZE O MICROF ILM XX ALPHAEET 1CAL 1 O FILE DRAWER(S)
O MICROFILM REEL(S)
LEGAL SIZE U COMFUTER TAPE 0 NUMERICAL O COMPUTER TAPE(S)
RUMBER OTHER(SPECIFY)
BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL,
a a
AUDIO TAPE VIDEO TAPE 0 GEOGRAPHICAL 0. ANNUAL ACCUMULAT ION

O OTHER(SPECIFY)

O OTHER(SPECIFY)

O FILE DRAWER(S)
"0 MICROFILM REEL(S)
RGHEPK C COMPUTER TAPE(S)

- . O oTHER(SPECIFY)

i 1. piLE 1S USED 12. FILE BECOMES INACTIVE AFTER lease is termir
g pAILY O WEEKLY ¥ MONTHLY O MONTH(S) O YEAR(S) ted

RURREN

' 13. CURRENT LOCATION(S) (ELDG.,FLOOR, ROOM) 14. IS RECORD SERIES DUPL ICATED ELSEWHERE?
Elkins Bldg. 3rd floor tir ves, seeciry raency or orFricE)
Adelphi, MD ¥ YyES O No  institutions offices

1S. ACCESS RESTRICTIONS CYES X nNo 16. AUDIT REQUIREMENTS

(1P Y8, ci1Tx LAW{S) & rEGuLATION(S)

8 NoNE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1p vyrsS.E>PLAIN

BREIEFLY AND DESCRIBE ANY HARDBARE./SOFTWARE )

OvyeEs & No

18. RECOMMENDED RETENT ION

When lease is terminated records are
microfilmed

19. NAME AND TITLE OF PREPARER

Myra Palla

20.

853-3685

TELEPHONE NUMEBER

21. DATE

12/18/91

DGS 330-4 (REVISED 2/87)




INSTRUCTIQMNS --TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥W OR

REVISED RECORD SERIES. FORWARD
iTH RECORDS RETENT ION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
- 72783 WATERLOO RQAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE or

550-1)
1. DEFARTMENT/AGENCY
University of Maryland System

2. DIVISION
Vice-Chancellor for Gen. Admin.

3. T
Capital Planning

DEFINIT I ON -RECORD m'ss-k GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DiSpOS

4. RECORD SERIES TITLE
Capital Budget

AND USED AS A UNIT FOR !

JTION PURPOSES
8. EARLIEST YEAR/LATEST YEAR

1966 T Progent 1991

6. RECORD SERIES DESCRIPTION ‘UIIIPLT DESCRIBK THE TYPES OF INFOMTION/DOCWTS/F’QM PFOUND

tN THE SERIES. INCLUDE TME PURPOSE OR FUNCTION OF THK SEFRIES)

i - ATl correspondence for
1 capital budget projects from
» campuses to the state

A

Bﬁ«w 10~

7. RECORD SERIES FORMAT(S)
X LETTER S!ZE BXMICROFILM

LEGAL SIZE U COMPUTER TAPE
'"0 pounD BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
0O ALPHAEETICAL
0 NUMERICAL
R CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
1 30 FILE DRAWER(S)
3 38 MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBER 0 oTHER(SPECIFY)
10. ANNUAL ACCUMULATION

1/4 X FILE DRAWER(S)
0O MICROFILM REEL(S)
RGHEER O COMPUTER TAPE(S)

O OTHFR(SPECIFY)

11 piLE 1S USED

O palLYy XK WEEKLY

12.

O MONTHLY

FILE BECOMES INACTIVE AFTER
2 O MONTH(S)

X YEAR(S)

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

Elkins Bldg. 3rd Floor Adelphi, MD

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

t{tr vyes, seeciry raEncy or oFrFiceE)
O YEs D nNO

15. ACCESS RESTRICTIONS QYEsS R NO 16. AUDIT REQUIREMENTS
{1r yes, ciTe LAW({S) & rREGuLATION(S)
X NONE O STATE O FEDERAL O INDEPENDENT
17. IS AN INDEX SYSTEM . B
USEDT (1r vEs.mxPLAIN 18. RECOMMENDED RETENT ION

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

0 YES X>3OX NO

Retain for 2 years

19. NAME AND TITLE OF PREPARER

Myra Palla

20. TELEPHONE NUMEER

853-3685

21. DATE

12/18/91

DGS 350-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES

REconms manacoT Divisiow | AGENCY RECORDS INVENTURY |

7278 WATERLOO ROAD
P.O. BoX 273

¥W]TH RECORDS RETENTION SCHEDULE PAGE or
t 550-1) JESSUP, MARYLAND 20794 —
1. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT
Jniversity of Maryland System Vice Chancellor for Gen. Adm.] Capital Plapnint '

OEFINIT 10N - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Building Project Construction

8. EARLIEST YEAR/LATEST YEAR
(Plant Records) 19720 TO 1041

6. RECORD SERIES x IPTION ( SBRIKFLY DESCRIBE THE TYPES OF INFOMTION[OOCWTIIMM FOUND
4N THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEPIES )
Construction, Additions Utilities, '
Renovation of campus buildings

Yo

7. RECORD SERIES FORMAT(S)
RXLETTER SIZE & MICROFILM

y LEGAL SI1ZE 0O COMFUTER TAPE

‘- BOUND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

D oTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME
- N
O ALPHABETICAL 14 ¥ FILE DRAWER(S)
7:reels ¥ MICROFILM REEL(S)
O NUMERICAL O COMPUTER TAFE(S)
NUMBER OTHER(SPECIFY)
X0 CHRONOLOG i CAL .

c G& 1CAL 10. ANNUAL ACCLMULAT ION

O OTHER(SPECIFY) O FILE DRAWER(S)
) O MICROFILM REEL(S)
RUMBER O COMPUTER TAPE(S)

1l piLE 1S USED

O OTHER(SPECIAFY)
12. FILE BECOMES INACTIVE AFTER

_ £ paiLy Q wEBQY O MONTHLY “ﬁ 0 MoNTH(S) XU YEAR(S)
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

Elkins Bldg. Adelphi, MD

tir vyes, seeciry sraEncy onr OFrFice)
OvEs B no

15. ACCESS RESTRICTIONS C YES XX NO 16. AUDIT REQUIREMENTS
(1 yes, ciTx LAw(S) & reauLaTiION(S)

OXNONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? {1 vES.E)XPLAIN
BRIEFLY AND DRSCRIBE ANY HARDWARE/SOFTWARE )

g vyes K no

18. RECOMMENDED RETENTION

Retain for 2 years after completion of
project

19. NAME AND TITLE OF PREPARER
Myra palla

20. TELEPHONE NUMBER 21. DATE
853-3685 12/18/91

DGS 550-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY

7278 WATERLOO ROQAD
P.O. BQX 273

PAGE or
550-1) JESSUP, MARYLAND 20794 T —
1. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT
University of Maryland System Vice Chancellor for Gener. Admij Capital Planning

T From
DEFINITION - RECORD SERlES-A GROUP OF RRLATED RECORDS NORMALLY FILED AND USED AS A UNIY .

REKFERENCE AS WELL AS RETENTION AND DISPOS]TION PURFOAES

4. RECORD SERIES TITLE

Campus Files

8. EARLIEST YEAR/LATEST YEAR
1920, TO _149391

6. RECORD SERIES DESCRIFTION (.RIRFLY DESCRIBE THE TYPEKS OF INPOMTION/DOCWTB/”M FOUND

Institutions

‘IN THE SERIES.

CorreSporildence', ,Master Plans,
general information relating t

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

property acquisition,
(e
all University of Maryland System

: Ao “

7. RECORD sanizs FORMAT(S |
KXLETTER SIZE XMICROFILM
LEGAL SIZE U COMFUTER TAPE
‘ BOUND BOOK O FLOPPY DISK
0 AuDIO TAPE O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9. l\[IJOLLME
O ALPHAEETICAL Z "B FILE DRAWER(S)
O MICROFILM REEL(S)
0 NUMERICAL O COMPUTER TAPE(S)
Nw“!
¥ CHRONGLOGICAL . U OTHER(SPECIFY)

g o= ! 10. ANNUAL ACCUMULAT ION

O OTHER(SPECIFY) U PILE DRAWER(S]

’ Q MICROFILM REEL(S)

ROGUEER O COMPUTER TAPE(S)
O OTHER(SPECIEY)

1. piLE 1S USED

12. FILE BECOMES INACTIVE AFTER

X pAILY 0 wvEEKLY O MONTHLY E!mzﬁ O MONTH(S) X& YEAR(S)
" 13. CURRENT LOCATION(S) (BLDG. . FLOOR , ROOM ) 14. 18 chom SERIES DUPL ICATED ELSE¥WHERE?
Elkins Bldg. 3rd Floor tir vyes, seeciFry raency or orrice)

Adelphi, MD 20783

O YES G nNO

15. ACCESS RESTRICTIONS O YES
(1" vyes, ciTe LAW(S) & rEGuLATION(S)

B NO 16. AUDIT REQUIREMENTS

X8 NoNE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (i1pF vES.EZEXPLAIN
BEIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

0 yEs x NoO

18. RECOMMENDED RETENT ION

Keep until no further reference is
required

19. NAME AND TITLE OF PREPARER
Myra Palla

20. TELEPHONE NUMEBER 21. DATE

853-3685 ' 12/18/91

DGS 550-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD

¥ITH RECORDS RETENTION SCHEDULE P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD

BOX 278
JESSUF, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace | _or _|_

( 550-1)
E. FARTMENT / AGENCY

UmSA

2.,DIVISION

A4

P rasnc by

CEFINITION-RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED
RETENTION AND DISPOS

REFERENCE AS WELL AS

AND USED AS A UNIT PFOR

M IES TlTLE

5. m'lc?grgm:/w

THE SERIES.

®M+ B radirit  Buncnien
e L T )

W
‘WWW.

RECORD SERIES DESCRIP‘I‘ION (lRIIFLY DESCRIBNE THK TYPES OF INFOMTION[DOCWTS/POM FOUND

INCLUDE TMHE PURPOSE OR FUNCTION OF TMEK BEFRTES |

A e an

o

Latarh

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
)<5ETTER S1ZE O MICROFILM R ALPHABETICAL O FILE DRAWER(S)
_ O MICROFILM REEL(S)
{ O LEGAL S1ZE O COMFUTER TAPE 0 NUMERICAL O COMPUTER TAPE(S)
i = \
‘ BOOK O FLOPPY DISK 0 CHRONCLOGICAL dgr R{ C}\s”’
o o o
AUDIO TAPE VIDEO TAPE GEOGRAPH I CAL 0. ANNUAL ACCUMULAT ION
c OTHER(S?EC!FY). C OTHER(SPECIFY) O FILE DRAWER(S|)
) L4 O MICROFILM REEL(S]
RGIEZN O COMPUTER TAFPE(S}
O OTHER(SPECIFY)
| 11. piLE 1S useD 12. FILE BECOMES INACTIVE AFTER
O DAILY 0 WEEKLY )(mma.v O MONTH(S) X YEAR(S)
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
. l tir vyzs, seEciFy saEncy om orrice)
, Z é ét [ /S ] 0 ves A nNo
I
15. ACCESS RESTRICTIONS Q YeES NO 16. AUDIT REQUIREMENTS

{1r ves, ciTE LAW{S) & REGULATION(S)

Xm O STATE O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1p YES,EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE )

a yes % NO

‘ /

18. RECOMMENDED RETENT ION

RM#WW

19. NAME AND TITLE OF PREPARER

(127

20.

£53-3682

TELEPHONE NUMEER

21. DATE

24 T

] ,ocs 5504 ( SED 2/872




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

T

DEFARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

REVISED RECORD SERIES, FORWARD
¥1TH RECORDS RETENTION SCHEDULE
5850-1)

7275 WATERLOO ROAD
" P.O. BOX 278

G

—

PAGE / OF

-‘ JESSUP, MARYLAND 20794
v DEFARTMENT /AGENCY

//1 ';/)9(&4 LMW ,JZE( hame o

DEF INITION-RECORD SERIES-A 9MOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOSES

.

ey ribes

=4

‘W. ey ESM \
v

6. RECORD SERIES DESCRIPTION (BRIIPLY DESCRIBE THE TYPKS OF lNFORﬂATlON/DOCUHENTS/'ORHS FOUND

B L \WVW@MW

o ¢

AN

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. vox.uuz/
BLETTER SizE O MICROFILM O ALPHABETICAL FILE DRAWER(S)
. } D MICROFILM REEL(S)
O LEGAL S1ZE 0O COMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S)
NOWBER
BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL ) OTHER(SPECIFY)

0 AUDI1O TAPE O VIDEO TAPE 0 GEOGRAPHICAL

0. ANNUAL ACCLMULAT ION

1
, C FILE DRAWER(S]
§ O MICROFILM REEL(S)
RGHEPR O COMPUTER TAPE(S)
O CTHER(SPECIFY )

O OTHER(SPECIFY) O OTHER(SPECIFY)

P31 piLe 1S USED
0 pairLy

12. gy BECOMES INACTIVE AFTER

ofEEaLy O MONTH(S) L-FEAR(S)

O MONTHLY

' 13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM)

e /’{M/Ftnx JA

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tl' YES SPECIFY J.GENCY OR OPFIC!)
O YES Kng

15. ACCESS RESTRICTIONS O YES @o

(1r yes, ciTe LAW(S) & mEauLATION(S)

16. AUDIT REQUIREMENTS

ﬁ\uorm O STATE 0O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1P vRS.E»PLAIN

BRIEFLY AND DRSCRIBE ANY MARDEARE/SOFTWARE )

o YEs %No

18. RECOMMENDED RETENT ION

;Wﬁ/x/ﬂ/

e

%Mﬁw

NAME AND TITLE OF 21. DATE

R

DGS 530-4 (REVISED 2/87)




INSTRYCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES .
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD N
¥ITH RECORDS RETENTION SCHEDULE P.O. BoX 273 PAGE L or (a

850-1) JESSUP, MARYLAND 20794 — —

-f DEFARTMENT / AGENCY 2. pivision 3. Thy

R
DEFINITICN-RECORD SERJES.A OMOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSESR

CORD SERIES TITLE ) ' 3. EARLIEST YEAR/LATEST YEAR

Yl»tﬁbvu,c, 1989 o LPhugoct

. RECORD SR ES DESCRIPTION (IIIIFLY DESCRIBE THE TYPES OF INFORMATION /DOCUMENTS | FORMS POUND
‘4N THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THEK SEFIES)

U AW¢

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
B-CETTER SIZE O MICROFILM D-ALPHABETICAL eFiLe DRAWER(S )
: 0-2 O MICROFILM REEL(S)
LEGAL S1ZE O COMFUTER TAPE C N\MERICAL O COMPUTER TAPE(S)
NUMBER 1 OTHER(SPECIFY)
BOUND BOOK U FLOPPY DISK O CHRONOLOGICAL .
O AUDIO TAPE 0O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
) ' O MICROFILM REEL(S)
KRUNEPE U COMPUTER TAPE(S)
O OTHER(SPECIEY)

111 FILE 1S UsED 12. FILE BECOMES INACTIVE AFTER
O DAILY D wEBKLY & FONTHLY m%u- 0 MONTH(S) O-SEAR(S)
:'13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?®
. {ir ves, srECIFY saENCY OR OPFFicE)
Sl P e oA | SRR
U’ .
18. ACCESS RESTRICTIONS OYES OnNo 16. AUDIT REQUIREMENTS
{1» ves, ciTE Law({s) & rREGULATION(S) ra/
i NONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? {1 vES,.E>:PLAIN
BEIRFLY AND DESCRIBE ANY HARDWARE/SOFTWARE)

0O YEs Kuo

18. RECOMMENDED RETENTION

o

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

Hases @WW ¢53-3652 2]3)52

W 5 @nzwssn 2/87)




[

I[JSI&&. JIGNS--TYPE OR PRINT. A
SEPARATE FORM FOR EACH NEW¥W OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOO RQAD

¥IiTH RECORDS RETENTION SCHEDULE P.O. BOX 273 PAGE % or [o
5850-1) JESSUP, MARYLAND 20794 ——
DEFARTMENT / AGENCY 2. Dlvision UNIT

Ums A

Ndvaasment

VW

DEFINITION-RECORD SERIES-

A GrOUP OF

RELATED RECORDS NORMALLY FlLED

REFERENCE AS WELL AP RETENTION AND DISPOS

4. RECORD SERIES TITLE

N <

AND USED AS A UNIT FOR
ITION PURFOJESR

8. EARLIEST YEAR/LATEE!' YEAR

1989 _ vo PRiwent

. 6. RECORD SERIES DESCRIPTION ‘URIKFLY DESCRIBE THK TYPKES OF INPOMTION/DOCMTS/FOM FOUND

PW«O’“/"—&/Q e -

QA

‘tN  THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THNK SEFIES |

Wﬁ) MWM_Q_.

7. RECORD SERIES FORMAT(S)

}Lu:mn sz

LEGAL SI1ZE

.Boumaoox

0O AUDIO TAPE

O MICROFILM

O comFUTER TAPE
O FLOPPY DISK
O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
N aLPramETICAL
O NUMERICAL

O CHRONOLOGICAL

#. VOLUME

4

2-
NUMBER

,&’FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

0 GEOGRAPHICAL

O OTHER({SPECIFY)

.

10. ANNUAL ACCLNIULATION

# FILE DRAWER(S)
SR

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

0 OTHER(SPECIFY)

141 piLE 1S UsED 12. FILE BECOMES INACTIVE AFTER
. O palLY 0 wEEKLY MONTHLY O MONTH({S) 0O YEAR(S)
| 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
tir vyes, sereciFY raency or orrice)
M/M Z ¢1£ cl /Z\— 0 yes %NO
15. ACCESS Rzﬂmc'rlcas Q YES A NO 16. AUDIT REQUIREMENTS

(\7 ves,

c1TE LAw(s) & rEaGuLATION(S)

,{m %TE O FEDERAL U INDEPENDENT

17,

UY-ES./(‘ NO

IS AN INDEX SYSTEM USED? {{r vmS.EXPLAIN
BREIEFLY AND DESCRIBE ANY HARDEARE/SOFTWARE)

RECOMMENDED RETENT JON

gt S o -
(/)WW

W

u. NAME AND TITLE OF

h“%&wmfﬁégwx

20. TELEPHONE NUMEER

853365 A

21. DATE

2/3[52

DGS 3550- 4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD

¥WITH RECORDS RETENTION SCHEDULE P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD

BoxX 278
JESSUP, MARYLAND 207984

AGENCY RECORDS INVENTORY

PAGE i oF (a

_’5 330-1)
« DEFARTMENT / AGENCY

Umsh

2. PIVISION

Vs Ohanecllin

DEF INIT 10N -RECORD SRIESOA GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURFORES

4. RD SERIES TITLE

MMWM

. 6. RECORD SRIQS DESCRIPT 1ON (IRIIPLT DESCRYRE THE TYPES OF INFOMTION/DOCMTS/FOM FOUND

THE SERIES.

%WW

4

5. mz_m,w

INCLUDE TME PURPOSBE OR FUNCTION OF 'I’Hl l!l’l!ll

7. RECORD SERIES FORMAT(S)

oAETTER SizE D MICROF I1LM

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

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE | 9.
B/ALPHAETICAL
O NUMERICAL
O CHRONOLOGICAL
D GEOGRAPHICAL
O OTHER({SPECIFY)

VOLUME

EFiLE DRA¥WER(S )
2 O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NGMBER 0 ory i SPECIFY)

10. ANNUAL ACCUMULAT ION
U FILE DRAWER(S)

O MICROFILM REEL(S)

RGIGPR 0 COMPUTER TAPE(S)
O ONMER(SPECIFYY

1 #1. piLE 1S USED

0 pAlLY O vEEKLY

O-MONTHLY

12. p|LE BECOMES INACTIVE AFTER

O MONTH(S) B-YEAR(S)

:'13. CURRENT LOCATION(S) { BL.DG. , FL.OOR, ROOM )

[ dotflr 27 A

14. 1S RECORD SERIES DUPL ICATED ELSEYWHERE?

tir yes, speciry saenxcy or oFrice)
0 YEs OyKo

1S. ACCESS RESTRICTIONS g yEs H®No
{1r vye8, ciTe LAW(S) & rEGuULATION(S]

16. AUDIT REQUIREMENTS

}chus O STATE D FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? (i1 wyxg.=>»PLAIN

BEIEFLY AND DESCRISBE ANY HARDRARE/SOFTWARE)

o ves A no

]

18. RECOMMENDED RETENTION

QW%(W
W

S

t9. NAME AND TITLE OF PREPARER 20.

TELEPHONE NUMER

§$3-36852

21. DATE

2/3/7 2




INSTRUCTIGHNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7273 WATERLOO RGAD
¥ITH RECORDS RETENTION sau—:num P.O. BOX 2738 ] (a
850-1) JESSUP, MARYLAND 20794 PAGE i_or
ﬁrmmm | ZMM ’VNU (hpyetdt

DEF INITION-RECORD SERIES-A OROUP OF RELATED RECORDS NORMALLY FILKD AND USED AS A UNIT FOR
REFERFNCE AS WELL AS RETENTION AND DISPOSITION PURPOSESR

4. RECORD SERIES TITLE '___/ 5. EARLIEST YEAR/LATEST
Poranimd - Pﬂ,t,fw& Sodevim o Teon - (170" v [fleaet

a4

. 6. RECORD SERIES DESCRI 108 (.RIIFL DESCRIBE THE TYPES OF INFORHATION/DOCUH!NTB/POR“B PFOUND
‘IN SERIES. ) INCLUDKE THE PURPOSE OR FUNCTION OF THKX SEFIES)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE ?. VOLUME )
O LETTER SiZE O MICROFILM anm FILE DRAWER(S)
, D MICROFILM REEL(S)
O LEGAL SI1ZE O COMFUTER TAPE O NUMERICAL Z O COMPUTER TAPE(S)
NUMBE
BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL . O OTHER(SPECIFY)
0 AUDIO TAPE O VIDEO TAFPE 0 GEOGRAPHICAL

10. ANNUAL ACCLUMULAT JON

O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)

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

O OTHER{SPECIFY)

' 11l pE 1S usED m/ 12. FILE BECOMES INACTIVE AFTER
: O DAILY O WEEKLY MONTHLY O MONTH(S) X YEAR(S)
:'13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROCM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
. Y, tir ves, sreciry sraEncy or orrice)
I, A 2. A o'ves A no
- v
15. ACCESS RESTRICTIONS CYES ONo 16. AUDIT REQUIREMENTS

(17 vEs, ciTE LAW{S] & rREGuULATION(S]
: O NoNE D STATE D FEDERAL DO INDEPENDENT

17, IS AN INDEX SYSTEM USED? (i1 vyxg.m>:PLAIN
BRIEFLY AND DRESCRIBE ANY HARDIARE/BOFTIARS)

uyﬁsvno ' | 7W~WW

18.  RECOMMENDED RETENT ION

]

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

}/I()(zm W fs3-36sd 2’./5 72

DGS 550 4 (REVISED 2/87)
WQM O tatech




l[dSI&&‘I!QCI§--TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEYW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD )
¥WI!TH RECORDS mrmnm SCHEDULE P.O. BOX 273 é

PA o
350-1) JESSUP, MARYLAND 20794 & _—__or -—é—

DEF INIT 10N - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL A® RETENTION AND DISPOSITION PURFOSES

;° “-Ll“‘ h ' | l.lﬂU!ingéYE::/;aEEi;h:jpf

1

|| N (-lllY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORME PFOUND
‘tN THE SERIES. - INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

@ 4 oy
G Bt

/
t

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
A LETTER s1zE O micRoFILM K ALPHAEETICAL O-FILE DRAWER(S)
. O MICROFILM REEL(S)
LEGAL SIZE O COMFUTER TAPE 0 NUMERICAL A O COMPUTER TAPE(S)
NUMBE
BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL . D OTHER(SPECIFY)
O AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
0O OTHER(SPECIFY) 0. OTHER(SPECIFY) D FILE DRAWER(S)

) \SJ-plZ.., D MICROFILM REEL(S)

RGKETR O COMPUTER TAPE(S)

8 OTHER{SPECIFY)

' 1. giLE 1S USED 12. FILE BECOMES INACTIVE AFTER
O pAlLY WEEKLY D/Lm-n-n.\' O MONTH(S) 5<YEAR(5)
ﬁ\ _NURBER
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
s . : tir ves_ serEciry raEncy or orFrice)
J/‘"L o? - ,ﬁ(/ 0 ves NO
. v
15. ACCESS RESTRICTIONS 0 YES )%\No 16. AUDIT REQUIREMENTS

{1r yes, ciTe LAW(S) & rREGULATION(S) '
- ANG{E O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r yRS.m3PLAIN
" BRIEFLY AND DESCRIBE ANY MARDWARE/SOFTWARE)

Bl G | Qb e

18. RECOMMENDED RETENTION

Jo

Do Paasanch | 83368 /3

TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
0
DGS 550-4 (REVISED 2/87)




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

REVISED RECORD SERIJES, FORYARD
WITH RECORDS RETENTION SCHEDULE
330-1)

DEFARTMENT OF CGENERAL SERVICES
RECORDS MANAGEMENT DIJVISION
7273 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20704

AGENCY RECORDS INVENTORY

PAGE _/ OF 5

DEFARTMENT /AGENCY

u¢m84

2 ADIVISION

DEFINITION-RECORD SERIES-

A GROUP OF

RELATED RECORDE NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND

-
AND USED AS A UNIT PFOR

DISPOSITION PURPOSESR

4.

Praepet

RECORD SERIES TITLE

ZV\W

8. EARLIEST YEAR/LATEST YEAR

/98

THE SERIES.

i
|
I
i ﬁw
ki prompede

ESCRIBKE THK m" OoF INFO O RS D
5. RECDRD SERIES pescRiPTION (BRIRrLY DEE INFORMAT 10N /DOCUMENTS /P Foun

INCLUDK THE PURPOSE OR FUNCTION OF THE l!P“l!l)

Wwww
W;W?WM

\0/(5

oo

7. RECORD SERIES FORMAT(S) 8.

B LETTER S1ZE O MICROFILM

LEGAL SI1ZE 0D COMFUTER TAPE D NUMERICAL
BOUND BOOK O FLOPPY DISK
0 AUDIO TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE

O ALPHAEETICAL

O CHRONOLOGICAL
D GEOGRAFPHICAL

E/o'mzn(se:un)

§. VOLUME

&FiLE DRAYER(S )

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

10. ANNUAL ACCUMULAT ION
#FILE DRAVER(S)
/ U MICROFILM REEL(S)

RUMEPZX O COMPUTER TAPE(S)
O OTHER(SPECIFY )

'3 piLE 1S USED

O pailLy C vEEKLY Kmﬂ.v

BECOMES INACTIVE AFTER
O MONTH(S) &-YEAR(S)

12, gg

RUNESYE

' 13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM)

_(.l!' ves, ciTk LAR|{S) & rREQuLATION(S])

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
, {ir vs, sereciry saency oRr OFFicCE)
MM#) }ﬁ(é{/ﬂbﬁ_ﬁ/ </ /A O veEs R No
)s. AccEss resTricTions | © ves }(No 16. AUDIT REQUIREMENTS

KN&G O STATE D FEDERAL 0 INDEPENDENT

¥7. IS AN INDEX SYSTEM USED? (ir vxs.m>:PLAIN

BRIEPLY AND DESCRIRE ANY HARDBARE/SOFTHARE )

0 YES A NO

18. RECOMMENDED RETENT ION

(Qilwiéﬂg%QJmAaﬂnw¢*mv
W» S%A/u/ /széﬂm

20,

‘1
i

9. WWITLE OF PREPARER
W 0/1 j/ﬂau,}.

TELEPHONE NUMEER

§G3-3654

21. DA

23/ 7>

DGS 550-] (!EVISED 2/87)

_




INSTRUCTICRIS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

WITH RECORDS RETENTION SCHEDULE

REVISED RECORD SERIES. FORYARD .

DEFARTMENT OF GENERAL ESERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOO RQAD
, P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace A__or 3

_.s 550-1)

$ . DEFARTMENT /AGENCY

Ums 4

DIVISION

ZMW

. UNIT

WM

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY PlLED

4. RECORD SERIES TITLE

]

REFERENCK AS WELL AS RETENTION AND DISPOS|TION PURPOSESR

WJ‘LVP S

AND gllb AS A UNIT POR

8. EARLIEST YEAR/LATEST YEAR

1440 o _PRtaend

6. RECORD ssn{:s DESCRIPTION {

SBRIEFLY DESCRIBK
THE SERIES.

TYPES OF INFO
INCLUDE TNE

MTIONIDOCWTSIFOM FOUND
PURPOSE OR PFUNCTION OF THK llﬂ!l”

7. RECORD SERIES FORMAT(S)

ﬁl.ETTER SI1ZE D MICROFILM

LEGAL SI1ZE 0O COMFUTER TAPE
BOUND BOOK U FLOPPY DiISK
0O AUDIO TAPE 0O VIDEO TAFE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
0 ALPHAEETICAL
O NUMERICAL
0 CHRONOLOGICAL

0 GEOGRAPHICAL

Subyety date

9. VOLUME
1941.5 DRAYER(S)

O MICROFILM REEL(S)
é _ 0 COMPUTER TAPE(S)
N

O OTHER|SPECIFY)

10. ANNUAL ACCUMULAT ION

FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPFECLIEY)

(lr vEs,

ci1Tx LA¥{S) & rEGuULATION(S)

Kz

111 pi1g 15 usED 12. FILE BECOMES INACTIVE AFTER
O palLY 0 vEEKLY ¥ Moy = O MONTH(S) O-VEAR(S)
' 13. CURRENT LOCATION(S) {ELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
: 0 ti1» vyes, sreciry saEncy or orrice)
fm/w a YLT‘:- & - A O ves NO
v
15. ACCESS RESTRICTIONS 0Ovyes Mo 16. AUDIT REQUIREMENTS

STATE U FEDERAL U INDEPENDENT

17.

Q yes XNO

IS AN INDEX SYSTEM USED? (1@ vxs.E)PLAIN
BRIKFLY AND DESCRIBRE ANY MARDRARE/SOFTWARE)

« RECOMMENDED RETENT ION

R

19. NAME AND TITLE OF PREPARER

N ovssrn, (4. 0

20. TELEPHONE NUMEER

§53-365A

21. DATE

2/3] 34

DGS 330-4 (REVISED 2/87)




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

REVISED RECCORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE
350-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72785 MWATERLOO ROAD
P.O. BoX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _\i_ OF 6_.

DEFARTMENT / AGENCY

“Umsh

2..DIVISION

MM&WMJ

DEFINIT1ON-RECORD SERlES-A GROUP OF RELATED RECORDS NOMMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOS

N wﬂm i

AND USED AS A UNIT FOR
LTION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
TO

. RECORD SERIES DESCRIFTION (BRIIFLY DESCRIBE THE TYPES OF INFOMTION/DOCMTSIPOM FOUND

THE SERIES. - INCLUDE THE PURFOSBE QR FUNCTION OF THE SEFIES)

7. RECORD SERIES FORMAT(S)

A LETTER s1ZE O MicroFILM

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

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
XALPHAETICAL
O NUMERICAL
O CHRONOLOGICAL
D GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
ZFILE DRAWER(S)
O MICROFILM REEL(S}
O COMPUTER TAPE(S)
NUMBE

O OTHER(SPECIFY)

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

O OTHER(SPECIEY )

(lr YES, cIiTK LAW(S) & REGULATION(S)

I 11. piig 1s usED 12. FILE BECOMES INACTIVE AFTER
DALY xwzmy O MONTHLY O MoNTH(S) &IEAR(S)
! 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLJCATED ELSEWHERE?
Ll fir yEs, serEciry saEncy Or OFFicE)
Z & b} - 4 OYEsS O NO
15. ACCESS RESTRICTIONS O yEs O NO 16. AUDIT REQUIREMENTS

%m O STATE U FEDERAL O INDEPENDENT

0 YES YNO

17. IS AN INDEX SYSTEM USED? (1® YRS .E>PLAIN
BRIEFLY ARD DESCRIBE ANY MHARDERARE/SOFTWARE )

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

DGS 330-4 (REVISED 2/87)

L0 OO




|

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

REVISED RECORD SERIES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

PAGE l OF S

Lm3h

z[l:z:;::::Ll/YMJDM;#

st S .

DEFINITION-RECORD SERIES-

A aGrOouPr oOF
REFERENCE AS WELL AS

RELATED RECORDS NORMALLY FILED

RETENTION AND DiISPOS

RECORD SERIES 'ri'ru-: @M?MM

AND USED AS A UNIT FOR
LT1ON PURFOSES

EAH..IESI‘ YEAR/LATEST YEAR

f .

THE SERIES.

RECORD SERIES DESCRIFPTION (BRIIPLK DESCRIBE THE TYPES OF INFOMTION/DOCWTSIPOM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES)

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

U LEGAL SIZE 0O COMFUTER TAPE

BOUND BOOK U FLOPPY DISK
O AUDIO TAPE O VIDEO TAFE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE

(S ALPHAEET ICAL

O NUWMERICAL

0 cHRONOLOGICAL,

VOLUME
ﬂ4u.: DRAWER(S )

O MICROFILM REEL(S)
0 COMPUTER TAPE(S)
NUMBER 1 orprp(sPECIFY)

O GEOGRAPHICAL
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

& FILE DRAWER(S)

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

(ir ves,

cI1TE LAW(S) & rEGULATION(S)

{11 piLe 1S usED _ '2. FILE BECOMES INACTIVE AFTER
O pAlLY 0 wEEKLY X monmay O MONTH(S) O YEAR(S)
113, CURRENT LOCATION(S) (BLDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
N 5# tir ves, spEciry sraEncy or oOFrFice)
z//(/é,l/w / ﬂrr\/ { (~ 0 yes R No
v
15. ACCESS RESTRICTIONS o ves X no 16. AUDIT REQUIREMENTS

Am O STATE O FEDERAL O INDEPENDENT

17.

Q YES Ano

IS AN INDEX SYSTEM USED? (1F YRS.E)XPLAIN
BRIEFLY ARD DKSCRIBE ANY HARDRARE/SOFTWARE )
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20. TELEPHONE NUMEER

8§S53368A

DATE

2[3[4

21.

DGS 550 -4 (REV!SED 2/87)

O OTHER[SPECIFY)




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

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENY DIVISION
7278 WATERLOO ROAD
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SN THE SERIES.
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0 MICROFILM REEL(S)
O COMPUTER TAPE(S}

O OTHFR(SPECIFY ]

141 giLE 1S USED 12. FILE BECOMES INACTIVE AFTER
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7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
QAETTER SIZE O MICROFILM O ALPHAEETICAL @ FILE DRAWER(S)
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' 13. CURRENT LOCATION(S) (BLDG.,FLOCR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
N fir ves, seeciry raEncy or orrice)
é/[é//w /‘S’L&g’””’ J- o ves & no
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M 0O STATE O FEDERAL 0O INDEPENDENT

17.

v O YES &NQ

IS AN INDEX SYSTEM USED? {1pr vxg.mE)2PLAIN
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-
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s 7
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AUDIT REQUIREMENTS
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‘O vyES ﬂuo
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W 6¢ 7
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v Q/
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18. RECOMMENDED RETENT 1ON

3 7 el /z/v"“'-"’" OWW -
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0 OTHER(SPECIFY) " O OTHER(SPECIFY) » ZFILE DRAWER(S)
) : Slﬂ"i U MICROFILM REEL(S)
KRUISPE U COMPUTER TAPE(S)
O OTHER(SPECIFY)
'3 piLE 1S UsED / olreteryg Petteort $2. FILE BECOMES INACTIVE AFTER
O pAiILY WEEKLY B MONTHLY . Rﬂ&ﬂ' O MONTH(S) K YEAR(S)
' 13. CURRENT LOCATION(S) (m.pc..n.oon ROOM ) ’ 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
g,L / (ir ves, sereciry roEncY OR OFPFicE)
T , Oyves DO
Y25 — ro
15. ACCESS RESTRICTIONS C yES 0 Nno o 16. AUDIT REQUIREMENTS

{1" yes, ciTe LAw(s) & REGULATION(S)
- O NoNE O STATE O FEDERAL DO INDEPENDENT

17. 1S AN INDEX SYSTEM USED? VB>
e gl lly 18. RECOMMENDED RETENTION
BRIEFLY AND DESCRIBE ANY MARDBARE/SOFTRARE )

Oves O no \;WU'W

ot /yru.'(‘,t

e B B 6 [ 552

DGS 530- l/ {REVISED 2/87)




INSTRWCT IXIS - - TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE
$80-1}) -

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278

AGENCY RECORDS INVENTORY

WATERLOO RQAD
P.O. BQX 273

PAGE i_or _[i

DEFARTMENT / AGENCY

L{ mSA

JESSUP, MARYLAND 20794

et

sl Pbitn

DEFINITION-RECORD SERIES- .
REFERENCE AS

A GROUP OF RELATED RECORDS NOMLLY riLEo

AND USED AS A UNIT POR

SERIES TITLE

b

_WELL AS RETENTION ANO DISPOSITION PURFORES

7@7 QQWM)/\

5. EARLIEST YEAR/LATEST YEAR

§C ro L559¢

FLY DESCRIBK THEK 8 OF RMA D ro -}
. 8. RECORD SERIES DESC.RIPT on ‘.RlI TYPES INFoO TION/ OCU‘IENT!/ s FoOuUN
N THE SERIES.

INCLUDK THE PURPOSBE OR FUNCTION OF THEK SEFIES )

7. RECORD SERIES FORMAT(S) .

O LETTER SIZE O MICROFILM

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

D OTHER(SPECIFY)

RECORD SERIES SEQUENCE

an D/Fu.z DRAVER(S )
/4 D MICROFILM REEL(S)
roReew © COMPUTER TAPE(S)

o

CHRONOLOG1CAL
O GEOGRAPHICAL

O OTHER(SPECIFY])

9. VOLUME

D OTHER(SPECIFY)

'10. ANNUAL ACCUMULAT JON

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

KGBPR O COMPUTER TAPE(S)
C OTER(SPECIFY )

"4. pILE 1S USED

(1r ves,

o~

ci1Te LAw({s) & rEGULATION(S)

' / aﬁwbw7ﬂw"‘—‘”" 12. FILE BECOMES INACTIVE AFTER
Q pailLY EKLY , O MONTHLY O MONTH(S) _ o) YEAR(S)
. 13. CURRENT LOCATION(S) (&m..noon.méu) 14. 1S RECORD SERIES DUPL ICATED ELSE¥HERE?
‘ w /g}}é’?\/ /\‘ 2 él;ﬁ;:sa/rzclrv raENCY On orrice)
1S. ACCESS RESTRICTIONS O yEs ©-fo ,u.'.Aum'r RE QU I REMENTS

BN/ONE O STATE O FEDERAL O INDEPENDENT

12.

‘o Y.ES !D_/lno

IS AN INDEX SYSTEM USED? (1pr vyEs.E>PLAIN
BRIEPLY AND DESCRIBE ANY HARDEARE/SOFTWARE)

RECOMMENDED RETENTION
5— fro , u.a"*, c&%ww

19. NAME AND TITLE OF PREPARER

20.

TELEPHONE NUMEER

§s3-3652

z,.m/}L

Dcssso- (rREVISED 2/87) .




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

REVISED RECORD SERIES. FORWARD
WiITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF CU‘ERJ/\L SERVICES

RECORDS MANAGEMENT DIVIS|ON

) 7275 WATERLOO ROAD
P.O. BaX 278

AGENCY RECORDS INVENTURY

PAGE q or [i

380-1) JESSUP, MARYLAND 20794
+ DEFARTMENT | AGENCY . 2./DIVISION 3. ANIT ' ' - !

RECORDS NORMALLY FiLkX ' n
DEFINITION-RECORD SERIES.A 9MOUP OF RELATED : v D AND USED AS A UNIT PO

REFERENCE AS WELL AS RETENTION AND DISPOB)TION PURPOSES

MW

4. RECORD SERIES TITLE

Mo W M?o

8. EARLIEST YEAR/LATEST YEAR

1982 vo /957

6. RECORD SERIES SC.RI
bE ‘tN THE SERIES.

10N ‘DIIIFLY DESCRIBK 'I’Hl TYPKS OF INPOMTION/DOCWTSIPOM PFOUND

,észy /9% 0 ;fz?w /46*—4—&—&»"—‘”'56

INCLUDE TME PURPOSBE OGR PUNCTION OF TMK SEFIES)

7. RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

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

O OTHER(SPECIFY)

#. RECORD SERIES SEQUENCE 9.
O ALPHABET1CAL

O NUMERICAL

D/écnomclc&

D GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

ﬁ/rn.z DRAWER(S )

/ O MICROFILM REEL(S) |

O COMPUTER TAPE(S)
WUNBER g OTHER(SPECIFY)

10, ANNUAL ACCUMULAT ION
/l/o D FILE DRAWER(S)

O MICROFILM REEL(S)

. RGHSEW O COMPUTER TAFPE(S)
O OMFER(SPECIFY)

i 1%. piLE 1S USED .

O pailLy:

0% mzmvl Wéﬁm.\'

12. FILE BECOMES INACTIVE AFTER

ié 0 MONTH(S) O YEAR(S)

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

‘14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
- g#, /, tir ves, sreciry raEncy on orFrice)
ZUW / "@_ 0 YES O No
w4
1S. ACCESS RESTRICTIONS D yes m/ﬁ: 16.

lir ves,

ar

ciTE tAam{s) & rREguiLATION(S]

AUDIT REQUIREMENTS

. DNenE O STATE D FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? [1r ves.mrLAIN

BRIEFLY AND DESCRIBE ANY MARDBARE/SOFTWARE )

L. YES “NO

18. RECOMMENDED RETENT ION

é ,?,@WW"— ‘W, Wéw

éf‘/oopuaﬁu

19. NAME AND TITLE OF PREPARER

&wuua, &J/M) LOA

z0.

TELEPHONE NUMEER

f53-3 62

‘DGS 850 - ] (REVIED 2/37)




INSTRUCT IS --TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
850-1)

P.O.

DEFARTMENT OF CGENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO RQAD

BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 10 or Zj_

DEFARTMENT / AGENCY

LA

2.nDIVISICN '

el Rbedne

DEFINITION-RECORD SERIES.N 9fOUF OF RELATED RECORDS

NORMALLY FILED AND USKD AS A UNI!T PFOR

REFERENCE AS WELL AS RETENTION AND DISPOS]TION PURPOREN

J&M B Tonry Spisin - 1789

5. EARLIEST YEAR/LATEST YEAR

LPER To /%8507

‘N ‘THE SERIES.

A OIS,

DESCRIBK
. 6. RECORD SERIES DESCRIPTIW (IRSKFLY CRIBEK THK TYPEKS OF INPOMTION/DOCWT’/PDM FOUND

/787 BFore i HasihaZiose M

INCLUDK THE PURPOBE OR FUNCTION OF THK IBP!Z"

7. RECORD SERIES FORMAT(S) 8.

uz/l_z'rn:n S1ZzE D MICROFILM

O LEGAL SI1ZE U COMFUTER TAPE
BOUND BOOK O FLOPPY DISK
Q AUDIO TAPE O VIDEO TAFE

D OTHER({SPECIFY)

RECORD SERIES SEQUENCE 9.>
0O ALFHAEETICAL
0 NUMERICAL
DémeOGICAL
0 GEOGRAPHICAL

D OTHER(SPECIFY]

VOLUME

U/Fn.: DRAVER(S )
A D MICROFILM REEL(S)

& O COMPUTER TAPE(S)
NUMBE

O OTHER({SPECIFY)

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)
}/z/o O MICROFILM REEL(S)

KGIRPE U COMPUTER TAPE(S)
O OTHER(SPFCIFY)

‘s2.

(1w ves,

CITE LAW(S]) & rEGULATION(S)

FILE IS USED FILE BECOMES INACTIVE AFTER.
O paiLy O wEEKLY O MONTHLY roEEr | C MONTHIS) O YEAR(S)
.13, CURRENT LOCATION(S) {ELDG.,FLOOR,ROOM) 14. 1s RECORD SERIES DUPLICATED ELSE¥WHERE?
. - /g%%‘/ / O ) gll’ YES, SBPECIFY ,.GENCY OR OFFicE)
Z//A(/x// Q YES D nNo
15. ACCESS Rﬂsrmc’rvlons 0O YES O No 16. AUblT REQU | REMENTS

O NONE D STATE DO FEDERAL 0 INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1F vRS.E>PLAIN

BRIEFLY AKD DEKSCRIBE ANY MNDIARZ/BO”'A“)

CYEsS O NoO

RECOMMENDED RETENT JON

/ :.E gﬁw%m..

192. NAME AND TITLE OF PREPARER

20.°

TELEPHONE NUMEER

fs3-3652

z..m//L

DGS sso-/ (REVISED 2/87)




o

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

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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

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

PAGF LL_OF‘ﬁ

. DEFARTMENT /AGENCY

L mSA

VisSion

Ul reeront

WJWN‘

PEFINITION-RECORD SERIES-

A OROUP O' RELATED RECORDN
ntn:'nzncz AS WELL AS RETENTION AND DISPros

NORMALLY FILED

AND USED AS A UNIT FOR
1T1ON PURFORESR

8. EARLIEST YEAR/LATEST YEAR

’;).,‘ RECORD SERIES Z’ Z /7/7

T

N mcgm SERIES DESCRIPTION |
: ‘IN

/TR P X.b?oa )dg/l-d"c”"

|
| S M,Zg,
o |

LY DESCRIBE THK TYPKS OF lNFOmTION/DOCMTl/POM POUND
INCLUDK TKZ PURPOSE Oﬂ FUNCTION OF THK SEFIES)

/ZJ,& wfzwfm )/WW,Q Tl

-THE SERIES

\

7. RECORD SERIES FORMAT(S)

b{zﬁm SIZE O MICROFILM

O LEGAL S1ZE 0O COMFUTER TAFE

BOUND BOOK O FLOPPY DISK
Q AUDIO TAPE 0O VIDED TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O-ALPHAEETICAL
. O NUMERICAL

. D/&HRONOLOGICAL

#. VOLUME

FILE DRAYER(S]
O MICROFILM REEL(S) !
O COMPUTER TAPE(S) .

NUMBER O oTHER(SPECIFY)

3

O GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

_ D FILE DRAVER(S)
/7,3 D MICROFILM REEL(S)
KUMSER O COMPUTER TAPE(S)

1.

O OTHER(SPECIFY)

vy leaons [l .

FILE IS USED . L MW 2. FILE BECOMES INACTIVE AFTER
O DALY VERQY B MONTHLY D MONTH(S) O YEAR(S)
:'13. CURRENT LOCATION(S) (BELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSE¥WHERE?
] - /g% / tir ves, sereciry raEncy on orrice)
- - o o)
Z[/AAA/ ‘ C__ YES D No
14
1S. ACCESS RESTRICTIONS O YES &No 16. AUDIT REQUIREMENTS
(17 yes, civx LAw(s) & rEguLaTION(S) : ' '
DFONE O STATE D FEDERAL D INDEPENDENT
17. 1S AN INDEX SYSTEM USED? . :
(17 vas.orLain 18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARD'ARZ/SO"'A“) .
0O vyes E/No 6’W W
4,1,4.7’/644-) &Vﬂ%bu_%z””‘
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

fs3-365 2

2/3 92

DGS 350- 7 (REVISED 2/87)




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

REVISED RECORD SERIES. FORYARD

8580-1)

¥Wi{TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

! 7278 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

PAGE loLor __[j

. DEFARTMENT /AGENCY

/{ZMQ/F

Ndtrceomont

WWt

DEFINITION-RECORD SERIES-

A QROUP OF RELATED RECORDS
REFERENCE AS WELL AS RETENTION AND DIsrOS

NORMALLY PFilLED

4. RECORD JIES TITLE

AND USED AS A UNIT POR
LT1ON PURFORESR

5. EARLIEST YEAR/LATEST YEAR

1986 Stsgern

TO

/98¢ %%M Setsceor

&e. %a-;,(, & %' jﬁaéé *W/’Z““"’"é_

THE SERIES.

. BRIEFLY Dllcnllt THE TYPES cr INFORMATION /DOCUMENTS [ FORME POUND
. RECORD SERIES DESCRIPTIW ( / /
INCLUDK THE PURPOSE OR PUNCTION OF THK SEFIES)

7. RECORD SERIES FORMAT(S)

BAETTER SI1ZE O MICROFILM

O LEGAL S1ZE D COMFUTER TAPE
BOUND BOOK U FLOPPY DISK

0O AUDIOC TAPE DO VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
D ALPHABET I CAL
D NUMERICAL

O CHRONOLOGICAL

$. VOLUME

@ FILE DRAWER(S )

) O MICROFILM REEL(S)

___ U COMPUTER TAPE(S)
NUMBER § oreR(sPECIFY)

0O GEOGRAPHICAL

O OTHER(SPECIFY)

10, ANNUAL ACCUMULATION
D FILE DRAWER(S)
ﬁ/D O MICROFILM REEL(S)
KUKEPE O COMPUTER TAPE(S)
D OTHER(SPECIFY)

' piLE 1S USED

O pAlILY 0 ¥EEKLY

120

D{Uﬂ'HLY wén.

FILE BECOMES INACTIVE AFTER -
O MONTH(S)

O YEAR(S)

{(vr ves,

c17TE tAw({s) & mrEGuLATION(S)

13. QURRENT LxATlm(S) (m..nmﬂ ROQM ) 14. 1S R'ECORD SERIES DUPLICATED ELSEWHERE?
g,L / tir v:sa/rzcurv 2.GENCY OR OPFicCE)
W ’& 0 ves
W
-+ :
1S. ACCESS RESTRICTIONS O YES &fo 16. AUDIT REQUIREMENTS

Dfﬁm O STATE O FEDERAL U INDEPENDENT

17.

bﬁ:s W

IS AN INDEX SYSTEM USED! (1r v .mOPLAIN
BREIEFLY AKD DESCRIBE ANY HARDRARE/SOFTWARE )

RECOMMENDED RETENT ION .
152’2 : ;_._M\,,%/W
Mm«/z%;

NAME AND TITLE OF PREPARER

20. TELEPHONE NUMEBER

fs3-365 2

21. DATE

2/5 72,'

ﬂdmjﬂmm / 04%’[0;4

/ (REVISED 2/67)




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

REVY ISED RECORD SERJES. FORWARD
¥WITH RECORDS RETENTION SCHEDULE
880-1)

~

7273 WATERLOO ROAD
P.O. BOX 278

JE_SSUP.’ MARYLAND 20794

. DEFARTMENT OF GENERAL SERV)CES
RECORDS MANAGEMENT DIVISION -

AGENCY RECORDS INVENTORY.

pace |3 or __]i

. DEFARTMENT /AGENCY

[ mSA

il bt

CORD RMA
DEFINITION -RECORD mIES'A ORPU’ OF REKLATED Rl 8 NO LLY FilLED
REPFERENCE AS WELL AS RETENTION AND DISPOS

;),‘RECOHD SERIES TITLE

AND USED AS A UNIT FOR
1T1OoH PURPOSES

8. EARLIEST YEAR/LATEST YEAR

285" 10 CGusrens

6. RECORD SERIES DESCRI

108 (-lllFLY DESCRIBE THK TYPES OF INFOMT!ON/DOCWTIIFOM POUND -
3N -'I‘HE SERIES.

INCLUDE THE PURPOSE OR .FUNCTION OF THK IBP‘!ZI’

v

7. RECORD SERIES FORMAT(S)

LETTER S1ZE D MmicrROFILM

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

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

B ALPHABET1CAL
D NUMERICAL
O CHRONOLOGICAL,

0 GEOGRAPHICAL

O OTHER(SPECIFY)

.

8. VOLUME
.0,411.: DRAVER(S )
/ O MICROF LM REEL(S)
_ . O COMPUTER TAPE(S)
NUMBER f OTHER(SPECIFY)

‘ 57[U/C- O MICROFILM REEL(S)

10. ANNUAL ACCUMULAT ION
O FILE DRAVWER(S)

ROIGER O COMPUTER TAPE(S)
0 cMER(SPECIFY )

FILE 1S USED ¥2. FILE BECOMES INACTIVE AFTER
Ly,
DALY D wEEKLY O MONTHLY 7o O MoNTH(S) D YEAR(S)
: 13. CURRENT LOCATJON(S) (H.DG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
- g/‘ ' tir Vtsg/ezcurv rs8ENCY OR OFFicE)
ZU / / — L D YES
CAAAD .
54 o
1S. ACCESS RESTRICTIONS D vEs NO | 16. AUDIT REQUIREMENTS

lir ves,

-

ciTe LAw(S) & REGULATION(S])

ORonE O STATE D FEDERAL D INDEPENDENT

37. 1S AN INDEX SYSTEMILSEDI {1r ves. OPLAIN )
BREIEFLY AKD DESCRIBE ANY HARDRARE/SOFTWAREK ]

Dyﬁs B/NO

-

18. RECOMMENDED RETENTION

T dos are
%ﬂ/m//z,e,ud
Lothb o P bS K

&ﬁ&,q,u are Qlitetl. .&!.ze.e.aﬂé.w

= Wwvé
gz‘a 5222:) \fw«fv

19. NAME AND TITLE OF PREPARER

20.

TELEPHONE NUMEER

21. DATE

2|3

bty bracas Qelone A

DGS sso-l/ (REVISED 2/87)

fs3-3652




11iSTRUSTIQHNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCOHEDULE P.O.
380-1)

DEFARTMENT OF -CENERAL SERVICES
RECORDS MANAGEMENT DIVIS JON
7275 WATERLOO ROAD

Bax 278
JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

1. DEFARTMENT /AGENCY

L mSA

2.nDIVISION j

1

DrvtrmaTid Pbibn._ v

DEFINITION-RECORD SERIES-" 9%OYT

OF RELATED RKCORDS
REFERENCE AS WELL AS RETENTION AND DISPOS]YION PURPORES

NORMALLY PFILID AND USKED AS A UNIT FOR

o L Lt s Vit

5. EARLIEST YEAR/LATEST YEAR

(705 To citmans

4N THE SERIES.

|
|
|
|

' LY DESCRIBMK
. 6. RECORD SERIES DESCRIPTION (IRIIF Y DESCRIBK THK TYPES OF INPOMTION/DOCWT!/fOM PFOUND

W‘JMW?

INCLUDI THE PURPOSBE COR FUNCTION or THK IB'.’I!"

O OTHER(SPECIFY)

7. RECORD SERIES FORMAT(S) e. RECORD SERIES SEQUENCE 9. VOLUME
©“LETTER SI1ZE D MICROFILM C-ALPHABETICAL 5-FILE DRAVER(S) -
. . / D MICROFILM REEL(S) i
i LEGAL SI1ZE 0O COMFUTER TAPE O NUMERICAL D COMPUTER TAPE(S)
. NUMBE .
BOUND BOOK O FLOPPY DISK O CHRONOLOG | CAL D oTHER(SPECIFY]
D'Aunlo TAPE O vi APE o] OGRAPH | CAL :
VIDEO T cE ! 10. ANNUAL ACCUMULAT ION

O OTHER(SPECIFY)

O FILE DRAWER(S)
W/\] O MICROFILM REEL(S)
RUKSPR D COMPUTER TAPE(S)

111,

O OMFR(SPECIFY )

{ir ves,

-

ci1TE LAW({S]} & mEGULATION(S)

FILE 1S USED » 2. FILE BECOMES INACTIVE AFTER
O paiLy 0 wEEMLY O MONTHLY O MoNTH(S) 0O YEAR{S)
! 13, CURRENT LOCATION(S) (BELDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
- S% L tl' Yes sSPECIPY I.QENCY Oon O'FIC!)
%Aﬂ/ / / g ves ﬁ NO
1S . ACCESS strmcrlous 0 yes Mo-nNo 16. AUDIT REQUIREMENTS

,é_m O STATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? {(pr vyr8.E)PLAIN

BEIEFLY AND DESCRIBE ANY HARDNARE/SOFTEARK)

bYESD.}NQ : T

18. ECWED RETENT ION
7//;{@ 2l %«4—9&«7/

At oZZu_,o L&MJL@LU%Q

u. NAME AND TITLE OF PREPARER

20.

TELEPHONE NUMEER

f53-3 ég)

21. DATE/

DGS 330- 7 (REVISED 2/87)




S ANSTRUCTIGQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

_‘5 s50-1)

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVIS 10N
7273 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE [i_ or _[_i

1. DEPARTMENT/AGE’*:Y

[ mSA

i e did Bt

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FlLID
Rl'tmé! AS WELL AS RETENTION AND DlaPOS

. SERIES TITLE

o

| /mwu

144/ ¢ [19x

AND USED AS A UNIT FOR
1I1ON PURPODESR

B. EARLIEST YEAR/LATEST YEAR

L2F1_ o rusnenit

. 6. RECORD SERIES De:scmrrldﬂ (

SRIEFLY DIlcﬁlll THE TYPES OF INPOMTION/DOCWTBIFOM PFOUND '
/-lu THE SERIES.

e

INCLUDK TME PURPOSE OR FUNCTION OF THK Ilm!'l

?
?

7. RECORD SERIES FORMAT(S)

OTETTER SI1ZE

O LEGAL SI1ZE

O MICROFILM

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

O OTHER(SPECIFY)

#. RECORD SERIES SEQUENCE
O ALPHABETICAL
GAMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

#. VOLUME

BFILE DRAWER(S |
O MICROFILM REEL(S)
8 COMPUTER TAPE(S)

/
NUMBER g OTHER({SPECIFY)

ANNUAL ACCUMULAT 1ON

D FILE DRAYER(S)

D MICROFILM REEL(S)
KGISPE D COMPUTER TAFPE(S])

'3 piLE 1S USED

O pAlLY

%mv

12.

O MONTHLY o

Refey

FILE BECOMES INACTIVE AFTER

D OTHER(SPYCIFY)

MONTH(S ) YEAR(S)

' 13. CURRENT LOCATION({S) (BLDG.

(1r vms,

ci17eE LAW(a)} & nxouLar:on(s)

« FLOOR , ROOM ) 14. 1S R‘ECORD SERIES DUPLICATED ELSEWHERE?
- g#_ : tir yes, sreECcIFY raEncY OR OPFicE)
7 Jma | R
1S. ACCESS RESTRICTIONS O YES D/NO 16, AUDIT REQUIREMENTS

BNOoNE O STATE D FEDERAL O INDEPENDENT

17.

BEIEFLY AKND DKBCRIBI ANY

DYESDNQ/

IS AN INDEX SYSTEM USED? (tr vyz8.E)PLAIN

18.
HAnn-AnzlsorTuAnx)

RECOMMENDED RETENT JON

QZL(ZZ/ L. yz,lf

e duww éa-a Gpacc
“’U’M""““ﬁ

A ame,,,.,é
\Y MAAZ@
éﬁu@

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMEER

§53-36¢ 2

21. DATE

2]3 7

DGS 550- / (REVISED 2/87)




1LSTRLUCT IGHNS - - TYPE OR PRINT A
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C ViDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
D ALPHAEETICAL
O NUMERICAL
O CHRONOLOG I CAL
O GEOGRAPHICAL
O OTHER(SPECIFY]

9. VOLWME

@ FILE DRAVER(S)
D MICROFILM REEL(S)
| O COMPUTER TAPE(S)

"“"‘“.“ D OTHER|{SPECIFY)

10. ANNUAL ACCLUMULAT ION

O FILE DRAWER(S)
- O MICROFILM REEL(S)
RGISPE O COMPUTER TAPE(S)

O oTrER(SPECIFYY

Sl S Yl

ad

11%. piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
O palLy D wEEKLY D MONTHLY D mMonNTH(S ) D YEAR(S)
RUREYN
' 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vES

SPECIFY 2.0ENCY OR OFFicCE)
O YEs NO

1S. ACCESS RESTRICTIOJL
{i1r vxs,

D vES
ciTE tAw({s) & rEaULATION(SB)

/@No ’ 16.

AUDIT REQUIREMENTS

M 0O sTATE 0O FEDERAL D INDEPENDENT

17.

0O YES DNQ

IS AN INDEX SYSTEM USEDT (1r vyEg.m>PLAIN
BRIEFLY AKD DRSCRIBE ANY HARDEARE/SOFTWARE)

RECOMMENDED RETENT ION

Owwdule—jiffauuL I

19. NAME AND TITLE OF PREPARER

MW(M@&M

20. TELEPHONE NUMEER

453 -30LSA

21. DATE

z/ 3/72

pcs 550-4 (R!:VISED 2/87)




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

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE L_ or _L

ﬁf;:;:mﬂ\m
UMS A

. RD
DEF INIT 10N - RECORD SERIES" GROUP OF RELATED RECORDS NORMALLY PF!LED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES
4. RECORD SERIES TITLE 8. EAH.'IESI' YEAR/LATEST YEAR

Wﬁu@ﬁo“ﬂ%’%w /190 _ 1o _prew. T

KESC 3 © o
. 6. RECORD SERIES IPTION (IRIIPLY DESCRIBE THK TYPES OF INFORMATION/DOCUMENTS / FORMS FOUN
4N THE SERIES INCLUDE THE PURPOSE OR FUNCTION OF TKEK SEFiES)

| Dutits ot of FL 3 oteckd i

;\@v}

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
'O LETTER SIZE O MICROFILM O ALPHAEETICAL O FILE DRAWER(S)
. Q o MICROFILM REEL(S)
O LEGAL SI1ZE O COMFUTER TAPE O NUMERICAL m TAPE(S ]
./Boum BOOK O FLOPPY D1SK Bc/mo:.oclm /5 ;- Y\ﬂm
D o o
AUDIO TAPE VIDEO TAFE GEOGRAPHI CAL 10. APNUAL ACCLMULAT JON
0O OTHER(SPECIFY) O OTHER(SPECIrY) / O FILE DRAWER(S)
2 ' O MICROFILM REEL(S)
_2_____ ] KGIGPR U COMPUTER TAPE(S)
, 1. pite 1S USED 12. 'FILE BECOMES INACTIVE AFTER
O pAILY Km—:mv O MONTHLY O MONTH(S) O YEAR(S)
RURBEN
! 13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM) 14. 15 RECORD. SERIES DUPL ICATED ELSEWHERE?
<t tir vyes, seeciry soency or orrice)
Z/éél/;uu / _ /—<_ 0 YES o
15. ACCESS RESTRICTIONS O YES ,é\uo 16. AUDIT REQUIREMENTS

lir yes, cive Law(s) & rEGuULATION(S)

O NoNE W STATE O FEDERAL U INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|p YES.Z):PLAIN

BREIEFLY AND DESCRIBE ANY HARDWARE/SCFTWARE )

: d : N
QYES/{NO

3 Rscolm;:mrmlw
W Ase et

18.

19. NAME AND TITLE OF PREPARER

DGS 330-4 (REVISED 2/87)

20. TELEPHONE NUMEER

353-365

21. DATE

2/3[9.2




WHSTAUCTIQUS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTOURY

REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD
RECORDS RETENTION SCHEDULE P.O. BOX 278 pace 1| o .7
580-1) JESSUP, MARYLAND 20794 — T —

1. DEFARTMENT /AGENCY . 2. DIVISION 3. UNIT

U. of Md. System Administration Budget

CEFINITION - RECORD ERIESOA GROUP OF RELATED RECORDS NORMALLY FILED
AS WELI Af RETENTION AND DISPOS

REFERENCE

4. RECORD SERIES TITLE

MHEC

AND USED AS A UNIT FOR
LIIoN PURFORES

3. EARLIEST YEAR/LATEST YEAR

1983 10 _1992

6. RECORD SERIES DESCRIPTION (IRIKPLT DESCRIBE THK TYPES OF INPOMTION/DOCMTSIPOM PFOUND

N THE SERIES. INCLUDKE THE PURPOSE OR FUNCTION OF THE SEF1ES |

A11 correspondence pertaining to budget.

jﬁf“}

7. RECORD SERIES FORMAT(S |

X LETTER SI1ZE O MICROFILM

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

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
BXnuMERICAL
0 CHRONOLOGICAL
O GEOGRAPHICAL

C OTHER(SPECIFY)

9. VOLUME

B piLE DRAWER(S)

X O MICROFILM REEL(S)

O COMPUTER TAPE(S)
m O OTHER(SPECIFY)

10. ANNUAL ACCLMULATION

% FILE DRAWER(S)

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

O oTHER(SPECIFYY

il

1. riLE 1S UsED 12. pFiLE BECOMES INACTIVE AFTER
% pAILY O wEBKLY O MONTHLY O MONTH(S) O YEAR(S)
RUREEN
' 13. CURRENT LOCATION(S) (EBELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
. ) tir ves, seeciry raency or oFricr)
Elkins Building, 3rd Floor O vyes 2 NO
18. ACCESS RESTRICTIONS O YES 8N NO 16. AUDIT REQUIREMENTS
{ir vE8, c17x LAW({S] & mrEGuLATION(S)

4

XXNONE O STATE O FEDERAL O [NDEPENDENT

17.

O YES X NO

IS AN INDEX SYSTEM USED? (1w vRS.EOPLAIN
BRIEFLY ARD DESCRIBE ANY HAHDIARE/SO"I’IARI)

RECOMMENDED RETENT ION

19. NAME AND TITLE OF PREPARER

Shirley P. Hanes

20. TELEPHONE NUMEER

853-3634

21. DATE

12/12/91

nee awa.a (BDEVISED 2/87)




INSTRYCTIGHMS -~ TYPE OR PRINT A

SEPARATE FORM FOR EACH NEY¥Y OR
REVISED RECCORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

72785 WATERLOO ROAD

RECORDS RETENTION SCHEDULE P.O. BOX 273 PAGE 2 or 7
3350-1) JESSUP, MARYLAND 20794 — —
1. DEFARTMENT /AGENCY 2. DIVISION 3. UINIT

Univ. of Md. System Admin. Budget

DE}‘lNITlm-FECORD ERIES‘A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS REKTENTION AND DISPOSITION PURFOAESN

4. RECORD SERIES TITLE
DFS :

3. EARLIEST YEAR/LATEST YEAR
1982 1o _1992_

8. RECORD SERIES DESCRIPTION (IRII'LY DESCRIBE THEK TYPES OF INPQMTION/D“MTS/NM PFOUND

‘1N THE SERIES.
A1l budget correspondence

INCLUDE TME PURPOSE OR PFUNCTICON OF THE SEFIES)

%9»

¥

LETTER SIZE O MICROFILM

LEGAL S1ZE O COMFUTER TAPE

' O BOUND BOOK O FLOPPY DISK
QO AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

QO ALPHAEBETICAL
A MmERICAL

O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

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

X FILE DRAWER(S)

O MICROFILM REEL(S)

O COMPUTER TAPE(S)
""“"F O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
X FILE DRAWER(S)

O MICROFILM REEL(S)
ncn‘gu-ﬂ COMPUTER TAPE(S)

0 OTHER(SPECIFY)

"it. piLE 1S USED

)F DAILY

O wEEKLY 0O MONTHLY

12. FiLE BECOMES INACTIVE AFTER

O MONTH(S) 3 YEAR(S)

" 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROGM)

Elkins Building, 3rd Floor

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

f I1F YES, SPECIFY ,.GENCY OR O"IC!)
0 vES ‘jfuo

15. ACCESS RESTRICTIONS C YES P(No
{1®» vyea, ciTx LAaw(s) & mEGuULATION(S)

16. AUDIT REQUIREMENTS

}(r«nm: O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1p ves.E)PLAIN

BRIEFLY AND DKSCRIBE ANY MARDRARE/SOFTWARE )

Ovyes ¥ no

18. RECOMMENDED RETENTION

18. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEBER 21. DATE

Shirley P. Hanes 853-3634

12/12/91




|

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

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72783 WATERLOO RQAD

AGENCY RECORDS INVENTOURY

'
i
i

RECORDS RETENTION SCHEDULE P.O. BOX 273 PAGE 3 or 7
850-1) JESSUP, MARYLAND 20794 —— S—
1. DEFARTMENT /AGENCY 2. DIVISION 3. WINIT

Univ. of Md. System Admin.

Budget

CEFINITION - RECORD ERIES‘A GROUP OF RELATED RECORDS NORMALLY FILED

REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE
DBFP

AND USED AS A UNIT FOR

JTION PURPORESR

5. EARLIEST YEAR/LATEST YEAR
1922 _1%92__ 1992

!

6. RECORD SERIES DESCRIPTION (IIIIPI-Y DESCRIBE THE TYPES OF INPOHIATIONIDOCMTI/'OM FOUND

N THE SERIES.

A1l correspondence pertaining to budget

INCLUDK THE PURPOSE OR FUNCTION OF THE SEMIES )

%7/

|

7. RECORD SERIES FORMAT(S)

&' LETTER SI1ZE O MICROFILM
LEGAL SIZE O COMFUTER TAPE

C BOUND BOOK O FLOPPY DISK
0 AupDlO TAPE QO VIDEO TAFE
O OTHER(SPECIFY)

8. RECORD SERIES SEGUENCE
O ALPHAEETICAL
¥ rasericaL
O CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPEC1FY)

». voLLME
X riLe DRAWER(S)
/ O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBER o OTHER( SPECIFY)

10. ANNUAL ACCUMULAT ION

A FILE DRAWER(S)
O MICROFILM REEL(S)
RGHEEW C COMPUTER TAPE(S )

80 OTHEB(SPECIFYY

I

FILE 1S USED

X paiLy O wEBQY

12.

O MONTHLY RURBXE_

FILE BECOMES INACTIVE AFTER
O MONTH(S)

O YEAR(S)

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

ETkins Building, 3rd Floor

Q YES

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

fim v:;,( SPECIFY 2.GENCY OR OFFICE)
NO

15. ACCESS RESTRICTIONS

oves Jno
{17 vyes, ci1Tx taw{s} & rwautarion(s)

16. AUDIT REQUIREMENTS

XN@E O STATE O FEDERAL O INDEPENDENT

17.

a Yﬁs }‘( NO

IS AN INDEX SYSTEM USED? (1pr vyRS.EPLAIN
BRIEFLY AND DESCRIBE ANY HARDIARE/BOF‘I’IARI)

RECOMMENDED RETENT ION

Shirley P. Hanes

NAME AND TITLE OF PREPARER

TELEPHONE NUMEER
853-3634

20.

21. DATE

12/12/91




T

INSTRUCTIGQUS - -TYPE CR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECDRDS INVENTURY
REVISED RECORD SERIES. FORWARD 7273 WATERLCO ROAD
RECORDS RETENTION SCHEDULE P.O. BOX 275 pace 4 or 4
550-1) JESSUP, MARYLAND 20794 — —
1. DEFARTMENT/AGENCY 2. DIVISION 3. NIT
Univ. of Md, System Admin_ Budget

CEFINITI1ON-RECORD mlESOA GROUP OF RELATED RECORDS NOMRMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION ANG DISPOS|TION PURPOSESR

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

CPS Budget FY91 1o _ FYa3

6. RECORD SERIES DESCRIPTION (IRII'LY DESCRIBE THK TYPES OF INPOMTION[DOCMTI/'OM FoOuUND
4N THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THK SBEFIES |

All correspondence régarding CPS Budget

Budge . .
get Reference Books and supporting documentation 1967-present - Hardcopy 9’
Budget Requests and Files 1967-1989 - Microfilm. ,/)G'Nv
|
| 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER s1zE i MmicroOFILM O ALPHABETICAL : A riLe orawen(s)
‘/ O MICROFILM REEL(S)
LEGAL SIZE O COMFUTER TAPE M NMUMERICAL O COMPUTER TAPE(S )
O BOUND BOOK 0O FLOPPY DISK O CHRONOLOGICAL NUMBER 0 omER(sPECIFY)
O AUDIO TAPE QO VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCUMULATION
O OTHER(SPECIFY) O COTHER(SPECIFY) M FiLE DRAWER(S)
’ O MICROFILM REEL(S)
RGUEEN O COMPUTER TAPE(S)
0 OTWER(SPECIFY)

FILE IS USED 12. FiLE BECOMES INACTIVE AFTER
X oaiLy O wERKLY O MONTHLY o - MH(S) O YEAR(S)
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
Elkins Building - 3rd Floor é';z_;t:f'ﬂ:;'c"' s.aENCY OR OFFICE)
8. ACCESS RESTRICTIONS aves Ko 16. AUDIT REQUIREMENTS

(1" vyes, ci1Tx LAwW(S) & mmauLaTiON(S) .
Km O STATE O FEDERAL U INDEPENDENT

17. IS AN INDEX SYSTEM USED? (i1 vysS.mDPLAIN

18. RECOMMENDED RETENTION
BRIEFLY ARD DESCRIBE ANY HARD.ARE/’O"'A“' .

o Yﬁs H no

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

Shirley P. Hanes 853-3634 12/12/91

nee arvn.a (REVISED 2/87)




W NSTRUCTIGRS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

ISED RECORD SERIJES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

!

7273 WATERLOC ROAD

RECORDS RETENTION SCHEDULE P.O. BOX 278

PAGE 5 or 7

( 880-1) JESSUP, MARYLAND 20794 ~—
1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT
Univ. of Md. System Admin. Budget

CEFINITION-RECORD SERIES.”? 9ROUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOAES

4. RECORD SERIES TITLE

. Budget Amendments

5. EARLIEST YEAR/LATEST YEAR
FY 87 ¢ FEY 92

(-] [ 4
6. RECORD SERIES DESCRIPTION (IRIQFLY DESCRIBE THE TYPES OF INFORMATION/DO UIINTI/'ORN' PFOUND
‘N TFHE SERIJES. INCLUDE TME PURPOSE OR FUNCTION OF TNE llﬂ1!.’

A1l Budget Amendments

Jot

RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

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

LETTER SIZE O MICROFILM O ALPHAEETICAL

! LEGAL SIZE O COMFUTER TAPE A NaaERICAL [ 8 compurEr TAPE(S)
. NU‘.“
! 0 pounp Book O FLOPPY DISK O CHRONOLOGICAL . O oTHER(SPECIFY]

O AUDIO TAPE U VIDEO TAFE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION

¥ FiLe DRAWER(S)
O MICROFILM REEL(S)
REA!I‘U COMPUTER TAPE(S)

O OTHFR(SPECIFY)

O OTHER(SPECIFY) O OTHER(SPECIFY)

Y.

FILE 1S USED 1Z. fFILE BECOMES INACTIVE AFTER
O pAalLY O wEBKLY Lﬁ MONTHLY O MONTH(S) O YEAR(S)
RUNBEN
' 13. CURRENT LOCATION(S) (BLDG.,FLOCR, ROGM) 14. |5 RECORD SERIES DUPL |CATED ELSEWHERE?
. .q s . t1» vyes, sPeciry sraexcy or orrice)
Elkins Building, 3rd Floor 0 YES X""
13. ACCESS RESTRICTIONS C YEs X NO 16. AUDIT REQUIREMENTS

{1r yes, ciTx LAw(Ss) & nEGuLATION(S]
Km O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r vRS.@PLAIN

18.
BRIEFLY AKD DESCRIBE ANY HARDRARE/SOFTWARK )

RECOMMENDED RETENT ION

C yES ﬁ NO

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

Shirley P. Hanes 853-3634

12/12/8.




SEPARATE Fomes Fom Exc nEw on | meconns wanacaenr oivigiow | AGENCY RECORDS IWVENTURY |
1SED RECORD SERIES. FORWARD 7278 WATERLOC RQAD
:i::?:u,:s RETENTION SCHEDULE sts‘.;:o. anxznz"“ PacE _6_or _7_
1. DEFARTMENT/AGENCY 2. DIVISION 3. UNIT
Univ. of Md. System Admin. Budget

o -]
DEFINITI1ON -RECORD SERlES-A GROUP OF RELATED RECORDS NORMALLY FILKD AND USRD AS A UNIT FOR
REFERENCE AS TELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE ‘ ’ 5. miggsg YEAR/LATEST YEAR
UMSA T
6. RECORD SERIES DESCRIPTION (DRIIPLY DESCRIBE THE TYPES OF !NPORHATIQN/DOCU.-NT'/'ORﬂ' POUND
THE SERIES. INCLUDE TME PURPOSE OR FUNCTION OF THE .‘FT!"

General Correspondence

MQ_

l
l
|

7. RECORD SERIES FOR“KT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
LETTER SI1ZE O MICROFILM O ALPHABETICAL A FILE DRAWER(S)
/ O MICROFILM REEL(S)
WL LEGAL S1ZE U COMFUTER TAPK A namRICAL ooy  COMPUTER TAPE(S)
! O pounp BOOK O FLOPPY DISK O CHRONOLOGICAL . D oTHER(SPECIFY]

aQ
AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCLMULAT 1ON

O OTHER( SPECIFY) : _ O OTHER(SPECIFY) . _ 5?11.: DRAWER(S )
) ' MICROFILM REEL(S)
O COMPUTER TAPE(S |

O OTHER(SPECIFY)

‘11, piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
DAILY 0 vEEXLY O MONTHLY O MONTH(S) O YEAR(S)
/ﬂ AURREY
*13. CURRENT LOCATION(S) (ElLDG.,FLOOR,ROCM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?
.- o ti1r ves, armciry raency or orrice)
Elkins Building, 3rd Floor 0 vyES xNo
13. ACCESS RESTRICTIONS C YES /E(NO 16, AUDIT REQUIREMENTS

{tr vyes, ci1Tx tAm({S] & rEGuLATION(S) .
*m O STATE O FEDERAL O [NDEPENDENT

17. IS AN INDEX SYSTEM USED? (19 vES.DPLAIN

18. RECOMMENDED RETENT ION
BRIKFLY AND DESCRIBE ANY MARDWARE/SOFTWARK )

g YEs Xf NO

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

853-3634 12712791




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

ISED RECORD SERIES. FORWARD
RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOO ROAD
P.O. BOX 273

Pace _/_or _7
3580-1) JESSUP, MARYLAND 20794 — —
1. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT
Univ. of Md. System Admin Budget

CEFINITIGN-RECORD SERIES‘A GROUP OF RELATED RECORDS NORMALLY MILED

REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

Joint Chairmen's Report

AND USED AS A UNIT FOR
JTION PURPORER

5. EARLIEST YEAR/LATEST YEAR
1987 10 1991

6. RECORD SERIES DESCRIPTION (IRIRPI.Y DESCRIBE THE TYPFPES OF INPOMTION/DOCMT’/NM FOUND

‘tNn THE SERIES.

Jojnt Chairmen's Books

|

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

| 7. RECORD SERIES FORMAT(S|

LETTER SI1ZE O MICROFILM

W0 LEGAL SIZE O COMFUTER TAPE

1

O BOUND BOOK O FLOPPY DISK

0 AUDIO TAPE O VIDEQO TAPE

0O OTHER({SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
X?PEUERICAL
O CHRONGCLOGICAL
0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

X FILE DRAWER(S)
/ O MICROFILM REEL(S)
O COMPUTER TAPE(S)
""“".“ O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

A FILE DRAWER(S)

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

il piLE 1S USED

Q pAalLY 0 ¥EEKLY

12.

MONTHLY o
)x’ NURBEX

FILE BECOMES

O OTHER(SPECIFY)
INACTIVE AFTER
MONTH(S ) O YEAR(S)

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

Elkins Building,3fd Floor

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, sereciry raency or oFrice)
O YES NO

13. ACCESS RESTRICTIONS

{1® vyms,

o vyes & no
CITE LAW|{8) & mEGULATION(S)

16. AUDIT REQU!

REMENTS

Am O STATE O FEDERAL O INDEPENDENT

17.

Q YES ' NO
A

IS AN INDEX SYSTEM USEDY (!pP vms.Z)PLAIN
BRIEFLY AND DESCRIRE ANY HARDWARE/SOFTWARK )}

RECOMMENDED RETENT ION

{9. NAME AND TITLE OF PREPARER
Shirley P. Hanes

20. TELEPHONE NUMEER

853-3634

21. DATE

12/12/91

- 1SED 2/87)




INSTRYCTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES T v
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVEWTORY i
REVISED RECORD SERIES. FORWARD 7278 WATERLOO ROAD |
RECORDS RETENTION SCHEDULE P.O. BOX 278
850-1) JESSUP, MARYLAND 20794 Pace L or -LZ- l
1. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT ;
University of Maryland System Administration Vice Chancellor Academic Affaiy

CEFINITION-RECORD SERIES-® SMOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
_REFERENCE AS WELL AS RETENTION AND DISPOS|YION PURPOSES

4. RECORD SERIES TITLE ' ' 5. EARLIEST YEAR/LATEST YEAR
Academic Programs ~3Z9. TO _193g]
6. RECORD ASRIES DESCRlPrle (.Il'nY DESCRIBE THE TYPES OF !N'QMYION/DOCMT'/'OM PFOUND
‘IN 'ﬂ'E SERIJES. INCLUDE TME PURPOSE OR FUNCTION OF THE IRm!’l

A1l approved undergraduate and graduate programs for the old University of Maryland System
from 1979 to 1983. Those of the new system from 1988 to present. All programs prior to
1979 are stored in the Center of Adult Education to the best of my knowledge.

i
! _
' 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
| 7
® LETTER SI1ZE § MICROFiLM O ALPHABETICAL A FILE DRAVER(S)
4 X3 MICROFILM REEL(S]
LEGAL SI1ZE O COMPUTER TAPE O NUMERI]CAL O COMPUTER TAPE(S |
NUMBE
O BounD BOOK O FLOPPY DISK 0 CHRONOLOGICAL . O OTHER(SPECIFY]
. .
AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) « oTHER({SPECIFY) less than & FILE DRAWER(S)
' ' : 1 O MICROFILM REEL(S)
Campus_order RUHISEN O COMPUTER TAPE(S)
C omeER(SPECIFY)
t 3. piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
Q oasLy R wvERQLY C MONTHLY 5 O MONTH(S) X YEAR(S)
RUREEN
13. CURRENT LOCATION(S) (ELDG.,FLOCR,ROCM) 14. IS RECORD SERIES DUPL ICATED ELSEWHERE?
. cq . ti® vyes, seeciFy saEncy or orrice)
»E]kms Building, 2A ' O yes QO nNo Possiblyvat campus level
15. ACCESS RESTRICTIONS Cyes ® Nno 16. AUDIT REGUIREMENTS

{ir yes, ci1TE LAN(S) & rREGuULATION(S)
d(m O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1p ves.m>PLAIN

- 18. RECOMMENDED RETENTION
BRIEFLY AND DESCRIBE ANY HARDSARE/SOFTWARK )

: Permanently on microfilm after approval.
g vyes & no :

{9. NAME AND TITLE OF PREPAEER 20, TELEPHONE NUMBER 21. DATE
Julia E. Foster
Executive Admin. Aide II 301-853-3692 December 20, 1991

LGS 330-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
RECORDS RETENTION SCHEDULE
580-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 27%

JESSUP, MARYLAND 20794

{ . DEFARTMENT/AGENCY
University of Maryland

2. DIVISION

System Administration

AGENCY RECORDS INVENTURY |
|

PAGE.JE__or JLZi !

3. uNIT 4

Vice Chancellor Academic Affair.

CEFINITION-RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE

_REFERENCE AS WELL AS RETENTION AND DISPOS|TION PURFPOIES

Advisory Council (Academic Affairs)

AND USED AS A UNIT FOR

EARLIEST YEAR/LATEST YEAR
1988 ToO 1991

in 1988.

|
|

‘tN THE SERIES.

6. RECORD SRIES DESCRIPT ION (Illl'l-f DESCRIBE THE TYPER OF INFOMTION/DOCMTB/'OM PFOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE sEries)

F11es of meetings of the Academ1c Affairs Advisory

Council established after the merger

Iz |

17. RECORD SERIES FORMAT(S )
‘ § LETTER SIZE O MICROFILM
LEGAL SIZE O COGMFUTER TAPE
0 BoUND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O NUMERICAL
X CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
& FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBER CTHER(SPECIFY)
10. ANNUAL ACCUMULAT ION

less than X FILE DRAWER(S)
1 O MICROFILM REEL(S)
RUHSEN C COMPUTER TAPE(S )

8O OTHER(SPFCIEY )

[ I B

{1r ves,

CITE LAN{S]) & mEGULATION(S)

FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
Q paiLy O WEEKLY ¥ monTHLY ROEERT G MONTH(S) & YEAR(S)
13. CURRENT LOCATION(S) (BL.DG.,FLOOR, ROCM]) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
-E1k1ns Building, 2A él;zztfﬁ :;tclrv ,QENCY OR OFFICE])
1S. ACCESS RESTRICTIONS CYeEs 8 nNo 16. Aunlr REQUIREMENTS

tXNcnx O STATE O FEDERAL O INDEPENDENT

17.

OvyEs 8 nNoO

IS AN INDEX SYSTEM USED? {1p vEsS.E>PLAIN
BREIEFLY AND DESCRIBRE ANY MARDNARE/SOFTWARE )

RECOMMENDED RETENT ION

On microfilm after 3 years.

TITLE OF PREPARER

N CEN Foster

Exec. Admin. Aide II

20. TELEPHONE NUMEBER

301-853-3692

21. DATE

December 20, 1991

DGS 530-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
iITH RECORDS RETENT ION SCHEDULE

DEFARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO RQAD
P.O. BOX 273
JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

PAGE __3 or i

380-1)
1. DEFARTMENT /AGENCY
University of Maryland

2. olVstoh-
System Administration

3. uNIT
Vice Chancellor Academic Affai

|

CEF INITION -RECORD m'ES.A GROUP OF RELATED RECORDS NORMALLY FILED

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOAES

4. RECORD SERIES TITLE

Appointments, Promotions, Tenure files for faculty

AND USEKD AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

2179 TO _1838

6. RECORD SERIES DESCRIPTION (.RI'PLY DESCRIBK THE TYPKS OF INFOMTION/DOCMT!/"M PFOUND

4N THE SERIES.

INCLUDRE THE

A1l appointment, promotions and tenure fécu]ty files for t

| institutions.

Most of these have been microfilmed, but th

PURPOSE OR FUNCTION OF THE SEFIES )

he old University of Maryland
ere are still some to be done.

ot

7. RECORD SERIES FORMAT(S)

X0 LETTER s1zE & MICROFILM
LEGAL SIZE O COMFUTER TAPE

"0 BounD Book O FLOPPY D1SK

O AUDIO TAPE O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O NUMERICAL
O CHRONGCLOGICAL
U GEOGRAPHICAL

P OTHER(SPECIFY)

9. VOLUME

2 W FILE DRAWER(S)
75 R MICROFILM REEL(S)
C COMPUTER TAPE(S)
"""'““i O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

None O MICROFILM REEL(S)

Lampus—order O COMPUTER TAPE(S)
O oYHER(SPECIFY)
P11 piLE 1S UsED very seldom 12. FILE BECOMES INACTIVE AFTER
g pAlLY 0 wEDQLY O MONTHLY 3 O moNTH(S) R YEAR(S)
14201 4. 8 A
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSE¥WHERE?

Elkins Building, 2A

tir ves,

SPECIFY ,.GENCY OR OFFICE}

R YEs O No C(Campus level

135. ACCESS RESTRICTIONS g vyes X NO 16. AUDIT REQUIREMENTS
(1" vyE8, ci1Tk LAW(S) & rREGuULATION(S) i
b NONE O STATE O FEDERAL O INDEPENDENT
17. IS AN INDEX SYSTEM USED? (I1pr YES.E)PLAIN 18. RECOMMENDED RETENT ION

BRIBFLY AND DESCRIGBE ANY HARDWARE/SOFTWARE )

Ovyes ¥ No

Permanently on microfilm.

19. NAME AND TITLE OF PREPARER
Julia E. Foster
Executive»Admin. Aide II

TELEPHONE NUMEER
301-853-3692

20.

21. DATE
December 20, 1991

DGS 530-4 (REVISED 2/87)




INSTRUCTIGQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW CR

REVISED RECORD SERIES. FORWARD
I'TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD
P.O. BQX 273

AGENCY RECORDS INVENTORY

PAGE __f__or _Z:Zf

35350-1)
1. DEFARTMENT /AGENCY
University of Maryland

JESSUP, MARYLAND 20794

2. DIVISION

System Administration

3. WINIT

Vice Chancellor Academic Affaipg

CEFINIT QN -RECCRD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DIAPOS]TION PURPOSER

4. RECORD SERIES TITLE
Contracts and Grants

8. EARLIEST YEAR/LATEST YEAR
TO

8. RECORD SERIES DESCRIPTION (IRIIPLY SDE‘R'I‘;';'.‘ THE TYPES OF INFOMTION[DOCWTS/NM FOUND
‘IN THE .

This office is no longer involved in si
responsible for this activity.

gning contracts or grants.
No files exist.

INCLUDK THE PURPOSE OGR FUNCTION OF THE SEFIES)

i
Each campus is i

e

7. RECORD SERIES FORMAT(S)

O MICROFILM

O COMFUTER TAPE
0 FLoPPY DISK
Q VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9.
O ALPHAEETICAL

0 NUMERICAL

O CHRONOLOGICAL
0 GEOGRAPHICAL
O OTHER(SPECIFY)

VOLUME

O FILE DRAWER(S)

2 MICROFILM REEL(S)

O COMPUTER TAFE(S)
NUMBER 1 OTHER({SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S]
O MICROFILM REEL(S)
RGHEEN O COMPUTER TAPE(S)

"1 riLe 1S useD

O pAalLY 0 wEEKLY

C MONTHLY

O omvER(SPECIEY)
FI1LE BECOMES I[NACTIVE AFTER
O MONTH(S (=] YEAR(S,
RUNEYE (s

12.

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

14. 15 RECORD SERIES DUFL ICATED ELSEWHERE?

ti1r vyes, sereciry sraency or orrice)
O YyEsS 0O No

15. ACCESS RESTRICTIONS

g YES
{1® ya, ci1Tx rLaw(s) & rREQuLATION(S)

QO No

16. AUDIT REQUIREMENTS

ONONE O STATE O FEDERAL 0O INDEPENDENT

17.

QyeEs O NO

IS AN INDEX SYSTEM USEDT (ip vyRs.E)PLAIN
BRIEFLY AND DESCRIRBE ANY HARDRARE./SOFTWARE }

18. RECOMMENDED RETENT ION

19. NAME AND TITLE OF PREPARER

Julia E. Foster
Exec. Admin. Aide 11

20.

301-853-3692

TELEPHONE NUMEER

21. DATE

December 20, 1991

DGS 330-4 (REVISED 2/87)




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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

|

REVISED RECORD SERIES. FORWARD 7278 WATERLOO RQAD
TH RECORDS RETENTION SCHEDULE P.O. BQX 273 PAGE 5 or z
Qs 330-1) JESSUP, MARYLAND 20794 -
1. DEFARTMENT /AGENCY 2. DIvisSIiON 3. WINIT

University of Maryland

System Administration

Vice Chancellor Academic Affair

DEF INIT1ON - RECORD ER]ES-A GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISFOS|TION PURPOAERS

4. RECORD SERIES TITLE

Enhancement Planning Documents

5. EARLIEST YEAR/LATEST YEAR
TO

6. RECORD SERIES DESCRIPTION (DII'PLY DESCRIBE THE TYPES OF INFOMTIOH[DOCMTS,”M FOUND

‘4N THE SERIES.

INCLUDK THE PURPOSE OR FUNCTION OF THE SEFIES)

No files exist on this subject.in this office.

e

'i}i;;;~ 10~

RECORD SERIES FORMAT(S)
O LETTER S1Z2 O MICROFILM
LEGAL S1ZE 0O COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

0 AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O NUMERICAL
O CHRONOLOG I CAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

O FILE DRAWER(S )

O MICROFILM REEL(S)

) O COMPUTER TAPE(S)
NGMBER [ OTHER(SPECIFY)

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

RUMSEW O COMPUTER TAPE(S)

{

1. piLE 1S USED

Q pAalLY 0 wEEKLY O moNTHLY

8 OTHER(SPECIEYY
FILE BECOMES INACTIVE AFTER
O MONTH(S C YEAR(S)
RURNBEN (s)

12.

» 13. CURRENT LOCATION(S) (BELDG.,FLOOR,ROOM)

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, seeciry raEncy or oFrice)
O YEs QO nNo

15. ACCESS RESTRICTIONS C vyes g no

{1r vyes, ciTvx LAN(S) & rEauLATION(S)

16. AUDIT REQUIREMENTS

O NONE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (i1p YES . E)PLAIN

BEIEFLY AND DESCRIBE ANY MAROWARE/ SOFTWARK }

OYyEs O NoO

18. RECOMMENDED RETENT ION

19. NAME AND TITLE OF PREPARER
Julia E. Foster
Exec. Admin. Aide II

20.

301-853-3692

TELEPHONE NUMEER

21. DATE

December 20, 1991

DGS 350-4 {REVISED 2/87)




INSTRUCTIGUNS -~ TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
72783 WATERLOO ROAD

AGENCY RECORDS INVENTORY

'
]

|

P.O. BOX 273

JESSUP, MARYLAND 20794

TH RECORDS RETENTION SCHEDULE
& 550-1)

PAGE 6 or /1

UNIT

University of Maryland System Administration Vice Chancellor Academic Affai
DEF INIT 10N -RECORD SRIESOA GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSESR

1. DEFARTMENT /AGENCY 2. DIVISION 3.

4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

Master Plans (Academic Related) b

6. RECORD SERIES DESCRIPTION (.Ill'l.y DESCRIBE THE TYPES OF INPOMTION/DOCWTBINM PFOUND
‘1IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THEK SEPFIES)

No files maintained on this subject in this office.

Ao ©°

RECORD SERIES SEQUENCE 8.

7. RECORD SERIES FORMAT(S) 8. VOLUME

O LETTER SI1ZE U MICROFILM g FIL§°D?:;ER(S£(Sl
MICROF REE
O COMPUTER TAPE(S)

O OTHER(SPECIFY)

Q ALPHAEETICAL

|

' LEGAL SIZE O COMFUTER TAPE
O BOUND BOOK O FLOPPY DISK

O NUMERICAL
NUMBE

0 CHRONOLOGICAL,

a ALDIQ'TAH-: O vioEo TAPE 0 GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)

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

O OTHER(SPECIFY )
FILE BECOMES INACTIVE AFTER

O MONTH(S GYEAR(S)
urior ) 908 (=)

O OTHER(SPECIFY) O OTHER(SPECIFY)

FILE IS USED 12.

Q pailLy 0 WEEKLY 0 MONTHLY

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
Cir yes, spEciry sraEncy Or orFrice)
gvyves O No
18§. ACCESS RESTRICTIONS C YES g No 16. AUDIT REQUIREMENTS
(1@ yEB, ci1TE LAW(S] & rREGuLATION(S)
ONONE O STATE O FEDERAL O INDEPENDENT
17.

IS AN INDEX SYSTEM USED? (1P ves.E>PLAIN

‘8 Ld
BRIEFLY AND DESCRIBE ANY HARDEARE/SOFTWARE )

RECOMMENDED RETENT ION

OYEs O NoO

19

« NAME AND TITLE OF PREPARER
Julia E. Foster

Exec. Admin. Aide II

20. TELEPHONE NUMEER 21. DATE

301-853-3692 Y) December 20, 1991

DGS 3350-4 (REVISED 2/87)




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

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECCRD SERIES. FORWARD 7278 WATERLOO ROAD

TH RECORDS RETENTION SCHEDULE P.O. BOX 278 PAGE 7 or
‘S 330-1) JESSUP, MARYLAND 20794 —
1. DEFARTMENT /AGENCY 2. DIVISION 3. WINIT

University of Maryland

System Adminjstratian

DEF IN1T 10N - RECORD ERIES'A GROUP OF REKLATED RECORDS NORMALLY FILED

REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

Middle States

Vice Chancellor Academic Affai
AND USED AS A UNIT FOR

1TION PURPOSESR
5. EARLIEST YEAR/LATEST YEAR
198110 1991

-]
5. RECORD SERIES DESCRIPTION (.IIEFLY DESCRIBE THE TYPES OF lNPOMTION/DOCm?l/POM FOUN
INCLUDK THE PURPOSE OR FUNCTION OF THE IBH‘!')

eports for the old BOR schools, and some periodic

4N THE SERIES.

] Self-study reports and periodic review r
reviews for the new System schools.

%t%

7. RECORD SERIES FORMAT(S)

| O LETTER Si1ZE O MICROFILM
LEGAL SI1ZE O COMFUTER TAPE

"0 BounD Book O FLOPPY D1sK

0 AUDIO TAPE O VIDEO TAPE

O OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
0 NUMERICAL

O CHRONOLOGICAL

9. VOLUME

% FILE DRAWER(S)
O MICROFILM REEL(S)
1 O COMPUTER TAPE(S)

NGMBER [ OTHER( SPECIFY)

O GEOGRAPHICAL
b omHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
® FILE DRAWER(S) -

less thang MICROFILM REEL(S)

Campus order O COMPUTER TAPE(S )
O OTHER(SPECIFY)
¥ pie 1s usep Seldom 12z. FE_:LE BECOMES INACTIVE AFTER
g palLy 0 vEEKLY O MONTHLY RUNERT 0 MONTH(S) & yeAR(S)

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

Elkins Building, 2A

O vyEs 4 no

14. 18 Rizconn SERIES DUPL ICATED ELSEWHERE?
1P vyEs, sepECIFY sraENCY OR OFFICE)

possibly at Middle States &

15. ACCESS RESTRICTIONS

g vyes
(1P ves, ciTx Law({s) & rEGULATION(S)

& no

16,

AUDIT REQUIREMENTS

OXNONE O STATE O FEDERAL 0O [INDEPENDENT

LATNPULSES .

17.

OCvyes Y no

IS AN INDEX SYSTEM USED? (i1r vEsS.E)XPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

Microfilm

RECOMMENDED RETENT ION

after 5 years.

18. NAME AND TITLE OF PREPARER
Julia E. Foster
Exec. Admin. Aide II

20. TELEPHONE NUMEER

301-853-3692

21. DATE

ﬂprpmhnrg?n, 1991

DGS 530-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD

TH RECORDS RETENTION SCHEDULE
‘s 8850-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIV1SI1ON
7275 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

!

PAGE __8 or _lii{

1. DEFARTMENT /AGENCY
University of Maryland

2. DIVISION
System Administration

3. WNIT
Vice Chanc. Academic Affairs

DEF INITION - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY F!LED
REFERENCE AS WELL AS RETENTION AND DlSPOS

4. RECORD SERIES TITLE
MHEC - Formerly SBHE)

AND USED AS A UNIT FOR

1TION PURPOAES
3. EARLIEST YEAR/LATEST YEAR
1988 TO 1091

§. RECORD SERIES DESCRIPTION (IRIKPLY DESCRIBE THK TYPES OF INPOMTION/DOCWTS/POM FOUND
’ INCLUDE THE PURPOSE OR FUNCTION OF THE SEPFTES)

‘ !

i General subject files plus

‘IN THE SERIES.

commission meetings and committee meeting folders.

o

7. RECORD SERIES FORMAT(S)

X LETTER S1zE O MICROFILM
LEGAL SIZE U COMFUTER TAPE

O pounD BOOK O FLOPPY DISK

O AUDIO TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
X ALPHAEETICAL
O NUMERICAL
O CHRONOLOGICAL
U GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

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

3 O COMPUTER TAPE(S |
NUMBER 0 oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

A FILE DRAWER(S]

1essoﬁgann MICROF ILM REEL(S )
ROMEPR © COMPUTER TAPE(S)

' 1'. piLE 1S useD

O DALY X vemaLy

12.

0 MONTHLY

e

FILE BECOMES
O MONTH(S)

O oTHER{SPECIFYY
INACTIVE AFTER
XX YEAR(S)

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

Elkins Building, 2A

14.

1s RtCORD SERIES DUPLICATED ELSEWHERE?
‘f1» ves, apeciry sraEncy or orFrice)

X YES O No pgssible at MHEC

15. ACCESS RESTRICTIONS

Qg vyes
{tr vyes, ciTe Law(s) & rREauLATION(S)

@ No 1s.

AUDIT REQUIREMENTS

XD NONE U STATE O FEDERAL 0O INDEPENDENT

17.

Cyes I No

IS AN INDEX SYSTEM USED? (1r vRS.E)PLAIN
BRIEFLY AND DESCRIBE ANY MHARDEARE/SOFTWARE )

3 years

RECOMMENDED RETENT ION

19. NAME AND TITLE OF PREPARER

Julia E. Foster
Exec. Admin. Aide II

20. TELEPHONE NUMEER

21. DATE

_December 20, 1991

DGS 550-4 (REVISED 2/87)

301-853-3692




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

REVISED RECORD SERIJES. FORWARD

TH RECORDS RETENTION SCHEDULE
Q;s 380-1)

DEFARTMENT OF GENERAL
RECORDS MANAGEMENT DIVISION
7273 WATERLOOC ROQAD
P.O. BaX 275
JESSUP, MARYLAND 20794

SERVICES

AGENCY RECORDS INVENTORY

1

pace 9 or 42

1. DEFARTMENT/AGENCY
University of -Maryland

2. DIVISION
System Administration

3. UNIT
Vice Chanc. Academic Affairs

DEF IN1T10N-RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED
AEFERENCE

AS WELL AS

4. RECORD SERIES TITLE
Mission Statements

RETENTION AND DISPOS|TION PURPOSES

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1988 T1o __1991

6. RECORD SERIES DESCRIPTION (nnlnruv DESCRIBE THE TYPRS OF INFORMATION/DOCUMENTS /FORMS FOUND

IN THE SERIES.
Only those mission statements a

{ vice chancellor's office for each cam
! is also contained on a floppy disk.

INCLUDE THE PURPOSE OR FUNCTICN OF THE SEFIES)

pproved by MHEC are retained in a 3-ring binder in the
pus of the University of Maryland system. Material

ﬁ 10-0

7. RECORD SERIES FORMAT(S )

@ LETTER sSizE
‘I,JLEGAL SI1ZE.

© 0 BOUND BOOK

O MICROFILM

Q COMFUTER TAPE
O FLOPPY DISK
0 AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEBETICAL
0O NUMERICAL
O CHRONOLOGICAL,
O GEOGRAPHICAL
0 OTHER(SPECIFY)

9. VOLUME
O FILE DRAWER(S)

N/A O MICROFILM REEL(S)
. a
- COMPUTER TAPE(S)

E® O oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)
O MICROFILM REEL(S)
RGHEEK C COMPUTER TAPE(S)

N/A
i1l. p1LE 1S USED Seldom 12. FiLE BECOMES INACTIVE AFTER
g pAalLY a wEEQY O MONTHLY O MONTH(S)

RUREEY

GXYEAR(s)

O OTHER(SPECIFY)

©13. CURRENT LOCATION(S) (BELDG.,FLOOR,ROOM)

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
. iq tir yes, seeciry saency or orrice)
Elkins BUilding, 2A Oves ®no Campus level
13S. ACCESS RESTRICTIONS Q vyes & NO 16. AUDIT REQUIREMENTS

(1" vEs, ciTe LAwW{S) & rEGuULATION(S)

B NONE O STATE O FEDERAL O INDEPENDENT

17.

OYEs R NO

IS AN INDEX SYSTEM USED? (1y YRS.E)PLAIN
BRIEKFLY AKND DESCRIBE ANY HARD.ARR/SO"'ARS’

RECOMMENDED RETENT ION

19. NAME AND TITLE OF PREPARER

Julia E. Foster
Exec. Admin. Aide II

20. TELEPHONE NUMEER

301-853-3692

21. DATE

December 20, 1991

DGS 530-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD

RECORDS RETENTION SCHEDULE P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
BOX 278 10

AGENCY RECORDS INVENTORY |

or 1Y¥

PAGE

550-1) JESSUP, MARYLAND 20794
1. DEFARTMENT/AGENCY 2. DIVISION s, T
University of Maryland System-Administration Vice Chancellor Academic Aff

~

CEFINITION -RECORD ﬁRlES'A GROUP OF RELATED RECORDS NOMMALLY FILED AND USED AS A UNIT FOR

REFERFNCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE
Peer INstitutions Planning Documents

8. EARLIEST YEAR/LATEST YEAR
TO

6. RECORD SERIES DESCRIFTION (DRIRPLY DESCRIBE THE TYPES OF lNFOMTlOH/DOCMT!/”M PFOUND

4N THE SERIES.

This office does not have any files on this subject. |

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES )

5@\ 0- "

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O LETTER SIZE O MICROFILM O ALPHAEETICAL O FILE DRAWER(S)
0 MICROFILM REEL(S)
LEGAL SIZE O COMFUTER TAPE D NuMERI1CAL O COMPUTER TAPE(S)
NUMBER

O FLOPPY DISK
QO AUDIO TAPE 0O VIDEO TAFE

U OTHER(SPECIFY)

0 CHRONOLOGICAL,
0 GEOGRAPHICAL
Q OTHER(SPECIFY)

ER 0 orHER(SPECIFY)

ANNUAL ACCUMULAT ION

C FILE DRAWER(S)

O MICROFILM REEL(S)
RURBEN C COMPUTER TAPE(S)

10.

O OTHER(SPECIFY)

P11 piLE 1S USED

Q pasLYy 0 ¥EEKLY O MONTHLY

12. FiLE BECOMES INACTIVE AFTER

O MONTH(S O YEAR(S
RUNEET (s} (s}

© 13. CURRENT LOCATION(S) (EBELDG.,FLOOR.ROOM)

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyes, serEcirvy raEncy omr oPrice)
O YEsS QO NoO

15. ACCESS RESTRICTIONS Q YES 0O Nno

(1" vyes, ciTk LAw({S) & rxauLATION(S)

16. AUDIT REQUJIREMENTS

ONoNE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1r vrs.E)XPLAIN
BRIEFLY AKD DESCRIBE ANY MHARDEARE/SOFTWARK )

CYEs O NO

18, RECOMMENDED RETENT JON

19. NAME AND TITLE OF PREPARER
Julia E. Foster
Exec. Admin. Ajde II

20,

TELEPHONE NUMEER

301-853-3692

21. DATE

December 20, 1991

DGS 53350-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD
l’ﬂi RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOO RQAD
P.O. BOoX 273
JESSUP, MARYLAND 20794

pace 11 _or ¥

580-1)
1. DEFARTMENT/AGENCY
University of Maryland

2. DIVISION
System Administration

S. UNIT

Vice Chanc. Academic Affairs

DEFINIT1ON -RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE
Search Committee

1T1OoN PURPONESN

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
T0 _

6. FEGRW fﬁ&gsssmégf{m (-Kl"l-\' DESCRIBE THE TYPES OF lNPOMTlOH/DOCWTS/nm FOUND

1N I'THE SERIES.

| Only those searches this office staffed or chaired were maintained.
in hard copy inthe UMSA Archives.

INCLUDKE THME PURPOSE QR FUNCTION OF THK llm!*’

They are in storage

5\_;;‘ \l'F

7. RECORD SERIES FORMAT(S )

O LETTER SIZE C MICROFILM
LEGAL SI1ZE O COMFUTER TAPE

0O BounD BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAFE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O NUMERICAL
O CHRONOLOGICAL

9. VOLUME
O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S )
NUMBEN 0 orppn(sPECIFY)

0 GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)

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

O OTHER(SPECIFYY

V1l piLE 1S USED 12. FiLE BECOMES INACTIVE AFTER
Q DAILY g wvEBKLY O MONTHLY O MONTH(S) O YEAR(S)
1210111 4: 8
. 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

O vyes 0O No

tir vyes, spEciry raEncY or orrice)

15. ACCESS RESTRICTIONS

G vyes
{1r Y8, cITE LAW(S) & REGULATION(S]

g No

16. AUDIT REQUIREMENTS

O NONE O STATE O FEDERAL O INDEPENDENT

17.

Gyes O nNO

IS AN INDEX SYSTEM USED? (i1¥ vmS.EXPLAIN
BRIEFLY AKD DESCRIBRE ANY MARDRARE/SOFTWARE )

RECOMMENDED RETENT ION

18. NANE AND TITLE OF .PREPARER
Julia E. Foster

Exec. Admin. Aide Ii

20. TELEPHONE NUMEBER

301-853-3692

21. DATE

December 20, 1991

DGS 550-4 (REVISED 2/87)




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

REYISED RECORD SERIES. FORWARD
RECORDS RETENT ION. SCHEDULE
3350-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BOGX 273
JESSUP, MARYLAND 207%4

AGENCY RECORDS INVENTORY

PAGE

.

1. DEFARTMENT/AGENCY
University of Maryland

2. DIVISION
System Admininstration

12 or /E
3. WNIT

Vice Chanc. Academic Affairs

DEFINITION - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY F!LED

REFERENCE AS WELI. AS RETENTION AND DISpros

4. RECORD SERIES TITLE
State correspondence

AND USED AS A UN!T FOR

1TION PumPOBES
5. EARLIEST YEAR/LATEST YEAR
A1988 T 1991

6. RECORD SERIES DESCRIPTION (.RIIPLY DESCRIBE THK TYPES OF INPOMTION/DOCWT'/NM FOUND

‘tN THE SERIES.

Varied subjects of interest to this office.

INCLUDE THE PURPOSE OR FUNCTION OF THE !Bm!l)

ﬁgﬂ\ 16 -A

l
}

7. RECORD SERIES FORMAT(S)

l X LETTER S1ZE O MICROFILM
‘I'ijug S1ZE 0O COMFUTER TAPE

{

0 BounD BOOK O FLOPPY DISK
QO AUDIO TAPE O VIDEO TAFE
O OTHER(SPECIFY)

.8. RECORD SERIES SEQUENCE

R ALPHAEETICAL
O NUMERICAL

0 CHRONOLOGICAL
0 GEOGRAPHICAL
O OTHER(SPECIFY)

8. VOLUME

3 FILE DRAWER(S)
O MICROFILM REEL(S)
1 O COMPUTER TAPE(S)

NUMBER OTHER(SPECIFY)

10. ANNUAL ACCUMULAT JION

O FILE DRAWER(S|
O MICROFILM REEL(S)}
RUMEEN U COMPUTER TAPE(S|}

IRER seldom

0 ¥EEKLY

FILE 1S USED
O paiLy

12.

_mome

O MONTHLY

FILE BECOMES
O MONTH(S)

0 OTHER|SPECIEY)
INACTIVE AFTER
ﬂ YEAR(S )

' 13. CURRENT LOCATION(S) (BLDG.,FLOCR, ROCM)

Elkins building
2-a

0O YES

14. 1S RECORD SERIES DUPL |CATED ELSEWHERE?

t1» vyeEs, sPrECiFY saENCY OR OFFicE)
& No

15. ACCESS RESTRICTIONS

dYES
(1@ vyEs, ci1Tx LaAw(s) & rEaGuLaTION(S)

£ no 16.

AUDIT REQUIREMENTS

I NONE O STATE O FEDERAL O INDEPENDENT

17.

OYEsS ® NoO

IS AN INDEX SYSTEM USED? (1r vyRS.EPLAIN
BRIEFLY AND DESCRIBE ANY HARDRARE/SOFTWARE )

three years

RECOMMENDED RETENT ION

19. NAME AND TITLE OF PREPARER

Julia E. Foster
Exec. Admin., Aide II

20. TELEPHONE NUMEBER

301-853-3692

21. DATE

December 20, 1991

DGS 550-4 (REVISED 2/87)




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

REVISED RECORD SERIJES. FORYARD

TH RECORDS RETENTION SCHEDULE
‘;s 580-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD

Box 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTURY

PAGt-:_l_3__or /2

——

1. DEFARTMENT/AGENCY
University of Maryland

2. DIVISION

System Administration

3. UINIT .

Vice Chancellor Academic Affajr;

DEF IN1T 10N -RECORD ERIES~A GROUP OF RELATED RECORDOS NORMALLY .FILED AND USED AS A UNIT FOR ¢

REFERENCE AS WELL AS RETENTION AND DISPFOSITION PURFOSER

4. RECORD SERIES TITLE
UMSA Correspondence

8. EARLIEST YEAR/LATEST YEAR
ro Present

6. RECORD SERIES DESCRIPTION (IRIIFLY DESCRIBE THE TYPES OF INPOMTION/DOCWTJIPOM PFOUND

‘4N THE SERIES.

Current materials relating to operation of UMS.

INCLUDE THE PURPOSE OR FUNCTICN OF THE SEF1ES )

;SXJIJ- o A

7. RECORD SERIES FORMAT(S) 8.

d LETTER S1ZE U MICROFILM

e

LEGAL SIZE U COMFUTER TAPE

O BOUND BOOK U FLOPPY DISK
0 AUDIO TAPE 0O VIDEO TAFE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
B ALPHAEETICAL
0 NUMERICAL
0 CHRONOLOG!CAL,
0 GEOGRAPHICAL
0 OTHER(SPECIFY)

VOLUME
8 FILE DRAWER(S)
O MICROFILM REEL(S)
2 C COMPUTER TAPE(S)

NGMBER OTHER( SPECIFY)

10. ANNUAL ACCUMULAT ION
FILE DRAVER(S)
MICROFILM REEL(S)
O COMPUTER TAPE(S)

less tha

1l pILE 1S USED
X paiLy

q WEEKLY O MONTHLY

O oOTHER(SPECIFY)
INACTIVE AFTER
O MONTH(S) 5 YEAR(S)

12. riLE BECOMES

o

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

14. 1S R.ECORD SERIES DUPi.lCATED ELSEYHERE?
. i . tir vys, seeciry raEncY onr OrrFice)
Elkins Building, 2A aveES @ No
15. ACCESS RESTRICTIONS Q vyEs f# NOo {6. AUDIT REQUIREMENTS

(1" vyes, ci1TE LAN(S]) & mAxauLaTiON(S])

G NoNE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (i1p YES.E)XPLAIN
BRIEFLY AND DESCRIBE ANY HARDIARB/SO"'AR‘)

Oyes 4 nNo

18. RECOMMENDED RETENT ION

> years or until subject becomes inactit

192. NAME AND TITLE OF PREPARER

Julia E. Foster
Exec. Admin. Aide II

20.

301-853-3692

TELEPHONE NUMEER

21. DATE

December 20, 1991

DGS 330-4 (REVISED 2/87)




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

REVISED RECORD SERIES. FORWARD

TH RECORDS RETENTION SCHEDULE
‘s 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
" JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace 14 or 42

{ . DEFARTMENT /AGENCY
University of Maryland

2. DIVISION
System Administration

3. UNIT

Vice Chancellor Academic AffaiA

CEF INITION -RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

ARFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSESR

4. RECORD SERIES TITLE

Telecommunications

AND USED AS A UNIT FOR |

3. EARLIEST YEAR/LATEST YEAR
TO

6. RECORD SERIES DESCRIPTION (DRII'I-Y DESCRIBE THK TYPES OF INPOMTION/DOCMTB/NM FOUND
‘tN  THE SERIES.

INCLUDE THME

This office has no responsibility for telecommunications.

PURPOSE QR FUNCTION OF THK SEFIES)

RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM
LEGAL SI1ZE O COMFUTER TAPE

O BouND BOOK O FLOPPY DISK

QO AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O NUMERICAL
0 CHRONOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBER OTHER( SPECIFY)

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

C OTHFR(SPECIFY)
' 11 piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
O paiLy O wEEKLY O MONTHLY O MONTH(S) O YEAR(S)
RUNEYH
! 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
tir yes, srEciry srasncy or orrice)
0O veEs O No
D)
18. ACCESS RESTRICTIONS C vyeS 0O no 16. AUDIT REQUIREMENTS
{1Fr YE8, ci1Tx LAW(S) & rEQULATION(S]
O NONE 0O STATE 0O FEDERAL 0O INDEPENDENT
17. IS AN INDEX SYSTEM USED? JEP
(17 ves LAIN 18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HARDEARE/SOFTWARE )
OYES O no

19. NAME AND TITLE OF PREPARER

Julia E. Foster
Exec. Admin. Aide ITI

20. TELEPHONE NUMEER

301-853-3692

21. DATE

December 20, 1991

DGS 530-4 (REVISED 2/87)




. %fé,._-«.zt./
::';-35;;15;.“,;--“ OR PRINT A SEFAARATENT CF Wi RAL LIRwICES hamie A amaatL L L o/l .
; . Do

SEPARATE FORM FOR EACH NEW OR , RECCRDS MANAGEMENT DIVISION oI 1= L VR L RV SN R S
REVISED RECORD SERIES. FORWARD 7273 WATERLOC ROGAD f
¥iTH RECORDS RETENTION SOMEDULE - P.C. BOX 2783 : pace / or Y&
. 350-1) JESSUP. MARYLAND 20794 i
1. DEFARTMENT/AGENCY 1. oivVisian - 3wy
UMS SYSTE CFFICE | tNES. & FEDERAL ReLATIONS

A GROUP OF RELATED RECORDS NORMALLY FILEZ ANMC USET AS A UNIT PFOR.

REFERENCY AS WELL AS RETENTION AMD DISPOS{TION PURPOAFS:

CEFINITION-RECORD SERIES-

RECORD SERIES TITLE ' o 5. EARLIEST YEAR/LATEST YEAR
“'INDIRECT COSTS - [[a] _ +o PaesenT

¢. RECORD SERIES 1PTION ,BRIEPLY DESCRIBE THE TYPES OF |M0m7lon/bocm7'/nmrmﬁs~
’ '"‘ THE SERIES. INCLUDE TNE PURPOSE QR FUNCTION- OF~ THE: SRPTES )
PPLICATION OF INDIRECT COST RATES ‘
ARIOUS POLICIES RE RATES

FEDERAL AND UNIVERSITY POLICY FILES AND AUDIT REPORTS.

FUNCTION: GUIDELINES INDICATING APPROPRIATE CHARGES AND THE POLICIES TO ' ©
FOLLOW IN ESTIMATING THESE COSTS.
Yo Rt

| 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGUENCE ’. vou.uz/ I
‘  LETTER SIZE O MICROFILM g ALPHARETICAL. " FILE DRAWER(S)
_ / O MICROFILMSREEL(S ).
. LEGAL SIZE O COMPUTER. TAPE O NUMERICAL [ O comPuTERITAPE(S)
NUMBE
D BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL. o e W""‘“f'"’
. ol
O AUDIO TAPE: O VIDEO. TAPE GEOGRAPHICAL 0. ANYUAL. A F——
C OTHER(SPECIFY) O OTHER(SPECIFY) AT FILE DRAVER(S)
: / O MICROFILM REEL(S]
: KUMEER C COMPUTER: TAPE(S |
-~ N
{ C omvER(SPECIEYY:

1. wiLe 1S USED

FILE ascoms INACTIVE AFTER
h
S DALY XD YEEKLY C soNTHLY

: MT C MONTH(S| C YEAR(S] ®

13. CURRENT LOCATION(S) {BLDG.,FLOORROOM ) . 14. 1S RECORD SERIES DUPL ICATED. EL&“E""

{ir vES, sPECIPY rGENCY OR OFFiCE)
ELkinNs Bube., 1sT FLR. aLso D.C. T YES ¥ no

U GRS

1S. ACCZESS RESTRICTIONS Z YES 2 NO . 16. AUDIT REQUIREMENTS

(17 vyEs, ciTE LAW(S) & mEouLATION(S)
NO O NoNE Msﬂ\'r: %r:n:mu.‘ C INDEPENDENT

17. 1S AN INDEX SYSTEM USED?! |1p ves.E>PLAIN
) BRIEFLY ANE CESCRIBE ANY MARDBARE, Scr’f'Aui;'

)(n:s o wno F"GS' A-z - POLICIES ARE PERMANENT

ALL OTHERS Z3YEARS

‘ SVJO'S ecT , A7 3

18. RECOMMENDED RETENTION

:D:. NAME gm Tl'rx.: OF PREPARER 20. TELEPHONE NUMEER 2%. DATE
OREEN Bowser 701 853-3700
Exec. AbMIN, AiDE 202 547-7855 3129 [ 9

DGS 350-4 (REVISED 2/87)




S TELLTICE.C--TYPE OR PRINT A
SEPARATE FORM FOR EACKH NEW OR
REVISED RECCRD SERIES. FORYARD

¥ITH RECORDS RETENTION SOHEDULE

: CEFARTMENT CF GQINERAL SERVICES
" RECCRDS MANAGEMENT DIVISION

i 7278 WATERLOO RGAD

| P.O. BOX 278
|

DGS 380-1) JESSUP., MARYLAND 207394
1. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT . |
A
UMS SysTEM OFEICE RES., & Fep, RELATIONS
TED RECORDSES NOMRMALLY FILED AMD USED AS A UNIT FOR
CEFINITION -RECORD SERIES-A O7OUP OF RELA :

REFERENCE AS WELL A9 RETENTION AND OISPOS]TION PURPOAES

&. RECORD SERIES TITLE
EDERAL CORRESPONDENCE

S. EARL] YEAR/LATEST YEAR
1740 o Pt ESE~T

¢. RECORD SERIES DESCRIPTION (

ANCLUDES CORRESPONDENCE
LSO FROM GOVERNOR S OF

BRIKFLY DESCRIBE WK TYPES OF INPORHATION/DOCUHINTI/'OR"' POUND

4N THE SERIES.

FICE.

IMCLUDE THE PURPOSE OR FPUNCTION OF THEK SEFTES|

,» REPORTS, REQUESTS FROM SENATORS AND REPRESENTATIVES

PURPOSE 1S TO ESTABLISH AND MAINTAIN A WORKING
RELATIONSHIP WITH THE CONGRESSIONAL DELEGATION FOR THE BENEFIT OF THE UMS

ﬁhgo TO KEEP CURRENT ON EXECUTIVE AND LEGISLATION AFFAIRS AFFECTING THE
[[oN]

7. RECORD SERIES FORMAT{S)

: ‘f\u:'n':n SIZE O MICROFILM

0 LEGAL SI1ZE O CoMFUTER TAPE
O pounp BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAFPE

C OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
)imncu
0 NUMERICAL
O CHRONOLOG | CAL
O GEOGRAPHICAL

C OTHER(SPECIFY)

’. VOLUME
FILE DRAWER(S)
C MICROFILM REEL(S ]}

24 8 COMPUTER TAPE(S)

“BER 0 oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

D FILE DRAWER(S)
2.7 O MICROFILM REEL(S)
%c COMPUTER TAPE(S )
C oTHER(SPECIFY)

1. gL 1S usED

C palLy

e

| 12.

C MONTHLY RUNELY

13. CURRENT LOCATION(S) {ELDG.

LST. FLR. ELKINS BLDG,

FILE BECOMES INACTIVE AFTER
O MONTH(S )

C YEAR(S)

. FLOOR . ROCM | 14.

IS RECORD SERIES DUPL ICATED ELSEVHERE?

tir vrs,, sreciFy soENGY OR OFFicE)
C vyes NO

1S. ACCESS RESTRICTIONS c

(1P ves, ci1TE LAW(S) & mEOU

GENERALLY, NO

YES 2 NO
LATION(S)

16¢.

ALDIT REQUIREMENTS

\ﬂ‘ NONE O sSTATE © FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? |

BREIKFLY AND OKSCRIBSE ANY

Cn:s\t NO

IP YRS.EDPLAIN '8
MARDEARE/ SOFTYARK |

3

RECOMMENDED RETENT ION

YEARS

[ B

19. NAME AND TITLE OF PREPARER

DoreeN M. Bowser

20. TELEPHONE NUMEER

301 853-3700
202 543-73G68

231. DATE

FEBRUARY 11, 1992

EXEC, Anmin, Arpe
DGS 350-4 (REVISED 2/87)




:E.:[E.}&'llg;gv-m OR PRINT A i CEFARTMENT CF GLNEFAL SLRVICES

SEPARATE FORM FOR EACH NEW OR RECCRDS MANAGEIMENT DIV ISION =Sl S.vT-- .
REVISED RECORD SERIES. FORWARD 72173 WATERLOO RGAD .
¥iTH RECORDS RETENTION SOMEDULE : P.O. BOX 278 = pace 3 or /D
‘ 350-1) JESSUP, MARYLAND 20794 i = or L&
1. DEFARTMENT/AGENCY | 2. DIVISION ‘ i:. UNIT
UMS ' SYSTEM OFFICE REs. & Fep. RELATIONS

A GROUP OF RELATED RECOADS NORMALLY FILED ANC USKDT AS A UNIT FCR
CEFINITION -RECORD SERIES-

REFERENCE AS FELL AS RETENTION AND mﬁlr-nmum
4. RECORD SERIES TITLE ) . : 8. EARLIEST YEAR/LATEST YEAR

. ' T
PROPOSALS | U1 v Presen
BRIEFLY DESCRIBE THMR TYFPES OF [NFCRMATION/DOCUMENTS/FORME FOUND -
¢. RECORD SERIES DESCRIPTION (gu THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF TNE sgrFies
EEDERAL AND FEDERALLY ASSISTED PROGRAMS
RANTS

GRANT ADMINISTRATION PROCEDURES
PROPOSAL PROCESSING PROCEDURES

UNCTION IS TO KEEP TRACK AND FOLLOW GUIDELINES IN ADMINISTERING GRANTS/
ACCEPTED PROPOSALS, '

7. RECORD SERIES FORMAT(S ] 8. RECORD SERIES SEQUENCE ’. VOLUME a/
' FILE DRAWER(S)
YTER D Mmicror O ALPHABETICAL
R e stz = w e X /) / O MICROFILM REEL(S)}
LEGAL SI1ZE O COMFUTER TAPE O NUMERICAL O COMPUTER TAPE(S |
y - NUSSEN 0 o R(SPECIFY)
0 BOUND BOOK U FLOPPY DISK O CHRONOLOG I CAL ,
C AUDIO TAPE O VIDEO TAFE O GEOGRAPHICAL ‘0. . ACC T 100
O OTHER({SPECIFY) - O OTHER(SPECIPFY) /?{:‘::szn(s;
) ' O MICROFILM REEL(S)
RUKEPKX C COMPUTER TAPE(S)
C ONMFR(SPECIFY!
‘' piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
S oAlLY £ wenay C mMonTHLY VARKRS € moemis) C YEAR(S)
13. CURRENT LOCATION(S) { BLDG..FLOOR.ROOM ) 14. IS RECORD SERIES DUPLICATED ELSEVHERE?

(1" yrs, srEcirFrY s0ENCY OR OPFicE]

ELkINS BLpe. 1ST FLOOR Ovyes ONo POSSIBLY WITHIN DEPTS.

-13. ACCESS RESTRICTIONS < YES C No 16. ALDIT REQUIREMENTS

No''" YEB: ©1TE Lam(s] & meauraTion(s) 0 NonE ysrn': }{rznzm C INDEPENDENT

17. 1S AN INCEX SYSTEM USEDT | (s vES.E>PLAIN
BRIKFLY ANC DESCRIABE ANY MARCRARE, ACFTYARE )

Abpia File

18. RECOMMENDED RETENT ION

VARIES TWO YEARS TO SEVEN
s o o

]!‘.. NADEMANDBTlTLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
OREEN OWSER, ExEc. 301 853-3700 ‘
ApMIN., Aipe 202 §43_735g FEBRUARY 11, 1991

DGS 3350-4 (REVISED 2/87)




ST e 3 " TYPE CR PRINT A

CEFARTMENT CF GENERAL

SERVICES

-~- e~~~

SEPARATE FGCRM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION I T T R R
REVISED RECORD SERIES. FORWARD 7273 WATERLOC RGAD ;
¥iTH RECCRDS RETENTION SOHEDULE P.O. BOX 273 : ~
™ . ! PAGE _Z or /2
(DGS 380-1) JESSUP, MARYLAND 20794 i y »
1. DEFARTMENT , AGENCY . 2. DIVISION 3. wNT ‘

UMS !

SysTeM OFFICE

| Res. & FED. RELATIONS

A QRO OF RELATED ARECDRDS NOFMA Y rF D AND USE 1T FOR
CEFINITION-RECORD SERIES- hid LY FiLk SEC AS A uN

REFERENCE AS BELL AS RETENTION AND DISPOSITION PURPOAES

4. RECORD SERIES TITLE

FusIon

5. EARLIEST YEAR/LATEST YEAR
130 ro PreserT

- Y D RIBE THE TYPEKS O (-} 10 -]
6. REC SERIES DESCRIPTION (Ill'FL ( $ 1 4 * INFORMAT N/DOCMYI/'OM PFOouUN

18 THE SERIES.

ENERGY FILES
ENVIRONMENTAL FILES

FUNCTION:
AND AFFORDABLE SOURCE OF ENERGY.

CONSIDERED BY DOE AS A POSSIBLE LONG-RANGE ENVIRONMENTALLY BENIGN

INCLUDK THE PURPOSE GR PUNCTION OF THEK llﬂ!l:

|

i 7. RECORD SERIES

FORMAT (S ) s
OXETTER SI1ZE O MICROFILM

O LEGAL SI1ZE O COMFUTER TAPE C NUMERICAL

0 BOUND BOOK O FLOPPY DISK
QO ALDIO TAPE O VIDEO TAPE

O OTHER({ SPECIFY)

. RECORD SERIES SEQUENCE "
O ALPHABET 1 CAL

O CHRONOLOG I CAL
C GEOGRAPHICAL

C OTHER(SPECIFY)

. VOLWME

V{omvzn( 5)

. 2~ ;0 MICROFILM REEL(S)

/ 2~ 0 COMPUTER TAPE|(
UM

®® 0 oTHER(SPECIFY

10. ANNUAL ACCLMULAT ION

~ C FILE DRAWER(S)
e

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

c
1. rite 1s usED le. Fl,}_E BECOMES INACTIVE AFTER
_ Bl - ; . - - \
= DAILY = 'WEEKXLY C MONTHLY : ~ MONTH(S ) - YEARI(S)
_RURIEN
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. |S RECORD SERIES DUPL ICATED ELSEWHERE?
ELKINS BLpg, 1sT FLR, {ir vyxs, speciry sraency or orrice)
C. C yes 0OXno
15. ACCESS RESTRICTIONS CYyEs O nNo 16¢. AUDIT REQUIREMENTS

{17 vyxs,

NONE

CITE LAW(S]) & mEaULATION(S]

yﬁm O STATE C FEDERAL C INDEPENDENT

17. IS AN INDEX SYSTEM USED? {tP YRS. D) PLAIN

BEIEFLY ANC DESCRIBR ANY HKARODBARE/SOFPTWARE |

KYES O No ALPK* F.w

RECOMMENDED RETENT ION

FIVE YEARS

12, NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
DOREEN Bowser 301 853-3700
Exec. ApMIN, Aipe 200 243-7865 Fer. 11,1995

DGS 330-4 (REVISED 2/87)




e

s TELCTICE S - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES l ASENCY 327173 vErT
. oo .
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIV IS ION ‘ VRALY MTooTos LV
REVISED RECCRD SERIES. FORWARD 7173 WATERLOO RGAD l
oRCS RE P.O. BOX 273
eI TH REC TENT ION SCHEDULE PAGE oF //
$30-1 JESSUP, MARYLAND 20794 | - ——
1. DEFARTMENT/AGENGY 2. DIVISION 3. wNIT
UMS SYSTEM CFFICE RES. & FEDERAL R

A GRO OF RELATED RECOADS NORMALLY FILED ANC USED AS A UNIT FOR
CEFINITION -RECORD SERIES- bl ) ’
REFERENCE AS TELL AS RETENTION AND DI sSrosg

4. RECORD SERIES TITLE

INDIRECT COSTS INTELLECTUAL PROPERTY

8. EARLIEST YEAR/LATEST YEAR
1/l yo PRESC-T

8. RECORD SERIES DESCRIPTION (
1N THE SERIES.

1

COPYRIGHTS, LICENSING AND ROYALTIES, TRADEMARKS
SECRETS, EXPORT CONTROLS AND PATENT POLICIES. -

BRIKZFLY DESCRIBE THE TYPRS OF INPOMT'ON[DOCMTI/'OM FOUND

INCLUDE THE PURPOSE OR PUNCTION OF THK '8'.!!')

» PROPRIETARY DATA, TRADE

FUNCTION: POLICIES RE OWNERSHIP, USE OF INTELLECTUAL PROPERTY

| 7., RECORD SERIES FORMAT(S) s$. RE

] LETTER SIZE O MICROFILM

f LEGAL S12E O COMFUTER TAPE
BOUND POOK O FLOPPY DiIsSK

0 ADIO TAPE O VIDEO TAPE

O OTHER( SPECIFY)

SERIES SEQUENCE
ALPHABETICAL

0 MUMERICAL

O CHRONOLOGICAL

0 GEOGRAPHICAL

O on&ERr(sPECIFY)

9. VOLLME
P’(l.! DRAVER( S )

:2 /0 MICROFILM REEL(S)
O COMPUTER TAPE(S)

NUMBER © orHER(SPECIFY)

- riLE 1S UsED

Q palLY G YEEKLY

C moNTHMLY

13. CQURRENT LOCATION(S) (BLDG.,FLOOR,ROCM)

ELKINS BLpG., 1sT FLOOR

ANNUAL ACCUMULAT I1ON
. -C FILE DRAWER(S)
,'3/0 MICROF ILM REEL(S)
C COMPUTER TAPE(S |
-
C omrg(SPECIEY)
P'Ez‘MAFI\}EﬁTECMS INACTIVE AFTER
R o
, MONTH(S ) C YEAR(S)
RUNEEN
IS RECORD SERIES DUPLICATED ELSEWHERE?
tir yrs, serEcIFY saEncY Or oOFrFicE)
C vxs

14.

1S. ACCESS RESTRICTIONS C vES \#NO

{17 yes, ciTE Law(s) & meautaTiON(S)

16. AUDIT REQUIREMENTS

/me C STATE GC FEDERAL C INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (1pF vyRS.DOPLAIN

BEIKPLY AND DESCRIAE ANY MARDRARE/ SOFTERARK )

%ES O NoO *
Atep F1la
® :

18. RECOMMENDED RETENT ION

POLICIES ARE PERMANENT FILES UNLESS
REPLACED BY A NEW POLICY OR CHANGED.

DLD ONES WILL BE DISCARDED.

TITLE OF PREPARER
Bowsep

ApmIN., Alpe

bl. NAME AND 20.
DOREEN M.
EXEC.

TELEPHONE NUMEER

501 853-3700
202 543-7865

21. DATE

FEBRUARY 11, 1997

DGS 5350-4 {REVISED 2/87)




TS C T IS - TYPE OR PRINT A

CEFARTMENT CF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECCRDS MANAGEMENT DIV IS ION =OTALT TTTe. LT Ut
REVISED RECORD SERIES. FORWARD 72735 WATERLOO ROAD 5

¥1TH RECORDS RETENTION SCOMEDULE P.O. BOX 278 A .

\DGS 380-1) JESSUP., MARYLAND 20794 & _L_° LL.

1. DEFARTMENT/AGENCY 2. DIVISION UNIT

i).

Res., & Fep. RELATIONS

UMS SysTEM OFFICE

RECORDS NO
CEFINITION -RECORD SER]ES’A GROUP OF REKLATED RMALLY PI1LED AMD USED AS A UNIT PFOR

REFERENCE AS WELL A® RETENTION AND DISPFOSITION PURPOAESR
) ) i
4. RECORD SERIES TITLE ;s.

. EARLIES;T YEAR/LA ? YEAR
b
RESFARCH SUBJECTS | .A/f'_Lfo _E_EMT

= TYres
¢. RECORD SERIES IPTION (llllPLY DESCRISE THE or mrom'rvon/nocmvt/nm PFOUND
4N THE SERIES. INCLUDE TNE PURPOSE OR FUNCTION OF THK sEPIES

ANIMAL CARE

ELFARE
UMAN SUBJECTS

Toxic SUBSTANCES o
PoLICY ON PROTECTION OF RESEARCH SUBJECTS, INGLUDINS

RESEARCH RISKS,

AUITELINES,

{ 7. RECORD SERIES FORMAT(S | ]
| ;

R LETTER SIZE O MICROFILM

. RECORD SERIES SEQUENCE 9. VOLUME

L LE ORAWER(S)
/}// O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NOMSER o oriep(sPECH

#MTICAL
O LEGAL SIZE O COMFUTER TAPE 0 MUMERICAL

QO BOUND BOOK O FLOPPY DISK O CHRONCLOGICAL,

0 AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
C FILE DRAWER(S)
-~ C MICROFILM REEL!S)
ROUFER C COMPUTER TAPE;S
OTHER(SPECIFY)

12. riLE BECOMES INACTIVE AFTER

PEEBQHEPT C MONTH(S) S YEAR!S)

14.

O OTHER(SPECIFY) C OTHER(SPECIFY]

N n

"' riLE 1S uUsED

< DAILY WEEY C MoNTHLY

13. CURRENT LOCATION(S) {BLDG.,FLOOR, ROOM) IS RECORC SERIES DUPLICATED ELSEVYHERE?

(81 4 YES, SPECIFY ,QENCY OR OFFiCE

ELkINs BLpG., 1ST FLOOR O yEs X No

15.

ACCESS RESTRICTIONS
{1r vxs,

NONE

17.

C ves = NO
CITE LAW(S] & mEauLATION(S]

16. AUDIT REQUIREMENTS

Xm C STATE C FECERAL T INDEPENDENT

IS AN INDEX SYSTEM USEDT {1p ves.DOPLAIN
ABIEFLY AND OCESCRIBR ANY HARD!AR!/IOPTIAREI

Ko “ALPHA Firl

18. RECOMMENDED RETENT JON

PERMANENT

B

NUMEER 21. DATE

FEBRUARY 11, 1992

ID. NAME AN«D gl?u OF PREPARER
OREEN [\, BOWSER
Exec. ApMIN. AIDE

JELEF

301
207 543-73€5

DGS 350-4 (REVISED 2/87)




lch]M!lgl§r-m OR PRINT A

DEFARTMENT OF CGENERAL SERVICES

Nmmiay mmaasas - )
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION It T -t -
REV ISED RECORD SERIES. FORWARD 72735 WATERLOO RQGAD f

RECORDS RETENTION SCHEDULE P.O. BOX 178 i
¥iTH ! PAGE or 4/

‘sso-i) JESSUP, MARYLAND 20794 |

1. DEFARTMENT,AGENCY 2. DIVISION 3. WNIT

UMS

SYSTEM OFFICE

RES. & FEDERAL RELATIONS

CEFINITION-RECORD SERIES-* O"OVP OF RELATED

RECORDS NORMALLY FILED

AND USED AS A UMIT FOR

REFERENCE AS WELL A9 RETENTION AND DISPOS

4. RECORD SERIES TITLE
RESEARCH FUNDING SYSTEMS

5. EARLIEST YEAR/LATEST YEAR
[/91 To LRESeAT

oz i
§. RECORD E]RIES DESCRIPT ION ‘IIIIPLY DESCRIBE THE TYPES OF INPQMTIM/MCMYI/NM rouUND

‘N THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF TME IBH!':

REGULATORY SYSTEMS (FED., STATE AND UNIVERISTYO

POLICIES RE SCIENTIFIC INTEGRITY, CONFLICT OF INTEREST, MISCONDINCT

| 7. RECORD SERIES FORMAT(S) 8.
G)Q-ETTER SI1ZE U MICROFILM
LEGAL SI1ZE U COMPUTER TAPE 0 NMMERICAL
0 poUND BOOK O FLOPPY DISK
O AUDIO TAPE O VIDEO TAPE

O OTHER({ SPECIFY)

RECORD SERIES SEQUENCE ’.
Io aLPraEETICAL

C CHRONOLOGICAL
O GEOGRAPHICAL

C OTHER(SPECIFY)

VOL UME

,or/nu: DRAWER(S |

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

NUMBER O oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
D FILE DRAWER!(S )
/ O MICROFILM REEL!S)
C COMPUTER TAPE (S

ConeEp(seeciEyy

1. yiLE 1S usED

C paiLy )C(!Cn:mv C MoNTHLY

12. FiLE BECOMES INACTIVE AFTER
O MoT™(S) C YEAR(S)
_NUNBEX

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

ELkINS BLDG.

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir v SPECIFY /.GENCY OR OFF(CE)
0 vyes NO

18. ACCESS RESTRICTIONS - O YES 0 Nno

{ir yES, cI1TE LAN(S] & axouLaTION(S]

NONE

16. AUDIT REQUIREMENTS

ONONE O STATE 0O FEDERAL QO INDEPENDENT

17. IS AN INDEX SYSTEM USEDY (1P ves.D:PLAIN
BRIKFLY AND DESCRIBE ANY MHARDBARE/ SOFTRARK |}

)(Yﬁscno
® A- &

18. RECOMMENDED RETENT ION

GOVERNMENT REGS,
(REVIABLE)

AND STATUTES
TWO YEARS CURRENT

19. NAME AND TITLE OF PREPARER
pOREEN BOWSER
CXEC. ADMIN. AIDE

20,

p01 853-3700
P02 _S43-7365

TELEPHONE NUMEER

21. DATE

Fep, 11, 1992

DGS 3350-4 (REVISED 2/87)




INSTRUCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
{DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISiON
727% WATERLOC ROAD
P.O. BOX 273
JESSUP, MARYLAND 20784

AGENCY RECORDS‘ INVENTUKY-

PAG: i_ or 2

1 . DEFARTMENT /AGENCY

UMS

2. DIVISION
SYSTEM OFFICE.

3. WNIT .

REs. & FEDERAL RELATIONS

CEFINITION -RECORD mIES¢A GROUP OF RELATED RECORDS NORMALLY FILED

REFERENCE AS RELL AS RETENTION AND DISPOSg

4. RECORD SERIES TITLE

TecHNOLOGY TRANSEER

AND USED AS A UN!T FOR
LTION PURPOSES -

5. EARLIEST m/L;;:sr— YEAR

1990 __ 1o Fteai

Y DESCRIBE THK TYPES © N ) -]
.. RECORD‘SERIES'DESCRIPTION*(..'.'L s ¥ INFORMATION/DOCUMENTS /FORMS POUN
INCLUDE " THE PURPOSE OR FUNCTION OF  THK BEFIES )

FILES INVOLVING TRANSFERRING UNIVERSITY KNOWLEDGE INTO COMMERCE. INCLUDES
POLICIES, SUPPORTING BACKGROUND INFORMATION AND CORRESPONDENCE

4N THE SERIES.

FUNCTION IS TO CREATE A WORKING RELATIONSHIP BETWEEN BUSINESS, INDUSTRY

AND GOVERNMENT,

7. RECORD SERIES FORMAT(S)
X LETTER SIZE. O MICROFILM
U LEGAL SIZE O COMPUTER TAPE
O BounD BOOK O FLOPPY DISK

0 AUDIO TAPE O VIDEO TAPE-

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE .
X ALPHAEETICAL
O NUMERICAL
0 CHRONOLOGICAL:
O GEOGRAPHICAL..

C OTHER(SPECIFY)

9. VOLUME.
FILE DRAVER(S)
/4/. O MICROFILM REEL(S)

O COMPUTER- TAPE
NUMBEN OTHER(SPECIFY)

10. ANNUAL. ACCUMULAT ION .
FILE DRAWER(S)

~ /" O MICROFILM REEL(S)
O COMPUTER TAPE(S)

o

|

1. riLE 1S UsED

T palLY X vemay

12.

0O MONTHLY m

FALE BECOMES INACTIVE AFTER
O MONTH(S)

C YEAR(S)

. 13. CURRENT LOCATION(S) {BLDG.,FLOOR;ROOM)
ELkins BLDG., LST FLOOR, FILES IN D.C.

14. 1S RECORD. SERIES DUPL ICATED ELSEWHERE?

fsr vyxs, srEciry saEncy on orFrice)
O YES D NO

?

13. ACCESS RESTRICTIONS

NONE

Q YES
{1r YR8, ciTx LAw{s) & mrEGuULATION(S)

g no 16.

AUDIT REQUIREMENTS

O NonNE O STATE O FEDERAL D INDEPENDENT

17. 1S AN INDEX SYSTEM. USEDT?T {i1P yRS.PLAIN
SRIKFLY AND DESCRIAE ANY HARDRARE/SOPTWARE )

HKres o no
A - 2=

18. RECOMMENDED RETENTION

QUESTIONABLE AT THE PRESENT TIME.

o

19. NAME AND TITLE OF PREPARER

OorReeN M. Bowser
XEC. ADMIN, AIDE

290. TELEPHONE NUMEER

301 853-3700
202 543 2%%};

21. DATE

|~ DGS 550-4 (REVISED 2/87)




ISTRUCTIGNS * - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥YITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL
RECORDS MANAGEMENT DIVISION
" 7273 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

SERVICES

AGENCY RECORDS INVENTORY

PAGE _Z or _/__/_

_(‘uo-l)

1. DEFARTMENT /AGENCY 2.

UMS

DIVISION

SYSTEM OFFICE

3. UNIT
REs. & Fep. RELATIONS

CEFINITION-RECORD SERIES-

A GROUP OF RELATED REKCORDS

NORMALLY FILED AND USED AS A UNIT FOR

4. RECORD SERIES TITLE
PUBLICATIONS

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

8. EARLIEST YEAR/LATEST YEAR
ONE YEAR— To 1997

FEDERAL REGISTER M THE SERIES.

. CONGRESSIONAL QUARTERLY

t  NIH Guipe

: CIENCE & GOVERNMENT REPORT
ONGRESSIONAL YELLOW Book

FEDERAL YELLOW Book

' CONGRESSIONAL MONITOR

FUNCTION:

CURRENT HEARINGS, BILLS, SENATORS AND
REPRESENTATIVES AND FEDERAL AGENCIES,

LATEST SCIENCE REPORTS

——

Y DESCRIBE THE TYPES Of INFORMATION DOCUMENTS /FORMSE POUND
6. RECORD SERIES DESCRIPTION (®"'%"-Y oE / /

INCLUDK THE PURPOSE OR FUNCTION OF THMKE SEFMIES )

INFORMATION RELATED TO

. GRANT POSSIBILITIES
PUBLICATIONS 'HAVE ONE YEAR SHELF LIFE

7. RECORD SERIES FORMAT(S)
O LETTER SIZE

’um SI1zE
! BOUND BOOK

D AupD1O TAPE

D MiCROFILM

G COMPUTER TAPE
O FLOPPY DISK
C VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 1]
0 ALPHAEETICAL —
0 NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL .
O OTHER(SPECIFY)

. VOLUME
O FILE DRAVER(S)
3 D MICROFILM REEL(S)
H0QLLE50 COMPUTER TAPE(S )
NUMBE
0 OTHER(SPECIFY)

10. ANNUAL ACCUMULAT.ION. -
O FILE DRAVER(S)

— O MICROFILM REEL(S)
%mc COMPUTER TAPE(S )

. O oTHER(SPECIFYY

P11 piLE 1S USED

Oxpa LY X O vERQY O MoNTHLY

12. FiLE BECOMES INACTIVE AFTER

O MONTH(S lDYEAR(S)
RURNEE il

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

FLKINS BLDG, D.C. QOFEICE

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

ti1r vyxs, sPeEciry saENcY OR OFFicE)
O vyes N No '

15. ACCESS RESTRICTIONS CYES O nNo
YES, CITE LAW({S) & mEouLATION(S)
NONE

16. AUDIT REQUIREMENTS

ﬁ_m O STATE O rEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (i1pr vES.DPLAIN

BRIEFLY AND DESCRIRE AKY HARDIARE/ SOFTWARK ) 18- FECOMMENDED RETENTION
Hoes © no ONE YEAR ONLY
‘l’ A~ 4
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
oREEN M. Bowser 301 853-3700 !
XEC. ADMIN. AIDE 202 543-7865 EBRUARY 11, 1997

DGS 350-4 (REVISED 2/87)




[

ST TIQRS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEY OR

1

DEFARTMENT CF CLNERAL SERVICES | . ) o
‘ - M L . Yo =
RECORDS MANAGEMENT DIVIS|ON = R ‘ .o
¥

REVISED RECORD SERIES. FORWARD 7178 WATERLOO RGAD
¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 278 ! pace /7 or/a
(DGS 880-1) JESSUP. MARYLAND 20794 : ) .
{ . DEFARTMENT /AGENCY 2. DIVISION 3. WNIT
UMS . QVYSTEM QEEICE RES. AND FED. RELATIONS

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
AEFERKNCE: AS WELL AS RETENTION AND DISPOS

4.

RECORD SERIES TITLE
COMMITTEE FILES

ANE. USET AS A UNI!T PFOR

LIION PURFOAES

EARL JEST YEAR/LATEST YEAR
/)] 1Y o PRESEFrT—

BRIEFLY DESCRISE- THE TYPES OF INFONMAT]ON/DOCUMENTS (FORMS. POUND
RECORD SERIES DESCRIFTION ‘"‘ THE. SERIES. INCLUDE TME PURPOSE OR FUNCTION OF THE. SEFIES)

cADEMIC AFFAIRS COMMITTEE

INANCIAL AiD DIRECTORS GROUP
FEDERAL RELATIONS COUNCIL
FEDERAL RELATIONS CFFICERS GROUP
NTELLECTUAL PROPERTY GROUP
VARIQUS AD. HGE-GROUPS. .. <
MEETING INFO, INCLUDING MINUTES, AGENDAS,

iPONSORED RESEARCH ADMINISTRATORS GROUP
F

f 7. RECORD SERIES FORMAT(S) 8. RECORD SERJES SEQUENCE. 9. VOLUME )
3 FILE DRAVER(S)
O CETTER S1ZE. O MICROF o ALPHABETICAL..
' & = \ 1M Z- U MICROFEILM:REEL(S )
! O LEGAL SIZE O COMPUTER TAPE O NMERICAL. 2}4: COMPUTER TAPE(S)
’ -' NOSREN o oryep sPECIFY
D BowunD BOOK O FLOPPY DISK O CHRONOLOGICAL, .
O AUDIO TAPE . O VIDEO. TAFE O GEOGRAPHICAL. io. Wﬂm‘
C OTHER(SPECIFY) C OTHER(SPECIFY) : FILE DRAWER(S)
’ D MICROFILM REEL(S)
pém'c COMPUTER TAPE(S )
C ON-ER(SPFCIFYY

NO

{17 vye8, ci1TE LAB(S) & mEouLATION(S)

1. yiLE 1S useD BI WEEKLY i 12. FILE BECOMES INACTIVE AFTER ?

C palLY 0 wEDay C oNTHLY O MONTH(S) C YEAR(S)
_NURNEY"

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROGM | f4. IS RECORD SERIES DUPL ICATED ELSEWHEREY
- tir vyxs, sPeciry saEncYy Or oOFrFice)
CLKINS BLDG,1ST FLR. 8 e

18. ACCESS RESTRICTIONS C YES C NnO 16.

AUDIT REQU!REMENTS ‘

ONONE O STATE O FEDERAL D INDEPENDENT

17.

IS AN INDEX SYSTEM USED? ((y vas.@orLAIN

19, NAME TATLE OF PREPARER 20.
DoREEN 1.

Exec. ApMmIN, AIDE

18. RECOMMENDED RETENT ION
BFR.IEFLY ARD DESCRIBE ANY HARDIARE/‘O'T'A“)
f&azs o no TWO YEARS
4 - 22
LEPHONE NUMEER 21. DATE

OWSER ) 3011553—3700
| 202 543-7865

Fes. 11, 1932

DGS 530-4 'REVISED 2/87)




e JFUCTRIGE.S--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD |
¥1TH RECORDS RETENTION SCHEDULE |

. CEFARTMENT CF QUNNERAL
; RECCRDS MANAGEMENT DIVISION

SERVICES

/L’&-v‘/
N "5\,») o ‘*b i

A --.~—
-y
[ale 1= IV

7273 WATERLOOC RGAD {
P.C. Bax 2783 :

PAGE _/ or /J

JESSUP. MARYLAND 20794 ,

({DGS 380-1) ]
ART\G.NT/AG[_&Y | z. DIVISION J UNIT
1S SYSTEM CFFICE

{0Es, & FEDERAL RELATIONS

CEFINITION-RECORD SERIES-
REFERENCE AS

A GROUP OF RELATED RECORDS NORMALLY #).X

ANC USEC AS A UNIY FORN

4. RECORD SERIES TITLE

INpIRECT CoOSTS

WELL AS RETENTION AND DISPFOS]TION PURPQAES

5. EARLIEST YEAR/LATEST YEAR
TO

. BRIEFLY DESCRIBE THE TYPES OF [INFCRMAT!ION/DO rFonsrs -]
6. RECORD SERIES DESCRIPTION ! ceRire /BocuUMENTS | roun
TN FHE sS.

INCLUDE TWE

PURPOSE OR FUNCTION OF THE lln!ll
PPLICATION OF INDIRECT COST RATES

ARIOUS POLICIES RE RATES

FEDERAL AND UNIVERSITY POLICY FILES AND AUDIT REPORTS.,

FUNCTION: GUIDELINES INDICATING APPROPRIATE CHARGES AND THE POLICIES TO
FOLLOW IN ESTIMATING THESE COSTS.

{ | ,&’)\Az\—- IO'A'

7. RECORD SERIES FORMAT(S) s ’. VoLuME
ﬁ/]LE DRAWER(S )

O MICROFILM REEL(S)

_L‘_ O COMPUTER TAPE(S)
NUMAE

C oTHER(SPECIFY)

. RECORD SERIES SEQUENCE

Y LETTER SIZE O MICROFILM Q ALPHAEETICAL
/

O LEGAL S1ZE O COMPUTER TAPE
‘aoum BOOK U FLOPPY DISK

Q AUDIO TAPE O VIDEO TAPE

O NUMERICAL

O CHRONOLOGICAL,

O GEOGRAPHICAL

10. ANNUAL A T 1ON

C OTHER(SPEC!FY) FILE DRAWER(S)

' / " O MICROFILM REEL(S)
; RUIEPX C COMPUTER TAPE(S)
| C OTMFR{SPECIFY)
12. F{LE BECOMES INACTIVE AFTER

|EWT C MONTH(S) C YEAR(S)

‘fll

C OTHER( SPECIFY)

1. yiLe 1S UsED

U pailLYy XG WEEKLY C MONTHLY

13. CURRENT LOCATION({S} (EL.DG..FLOOR,ROQM |

ELkINS BLpe., 1sT FLR. ALso D.C,

1S RECORD SERIES DUPL ICATED ELSEWHERE?!

tl' YES, SPECIPFY 26ENCY OR O'PlCEI
O YES K NO

15. ACZEESS RESTRICTIONS

{i" ves,

NO

< YES S No i 16. AUDIT REQUIREMENTS ?
CI1TE LAW(S) & REGULATIONIS) °

ONONE U STATE O FEDERAL C INDEPENDENT

’

4 18.
BrEIEFLY AND DESCRIGE ANY HARDBARE, SCFTWARE ;

17. 1S AN INDEX SYSTEM USED? {1y ves.E>PLAIN

RECOMMENDED RETENT 1ON

CYES O no POLICIES ARE PERMANENT

ALL OTHERS Z3YEARS 9
A7 0

19. NAME AND TITLE OF PREPARER
DorReEeN Bowser
Exec. AbMIN., AlpE

20. TELEPHONE NUMEER

501 853-3700
202 547-7965

21. DATE

DGS $350-4 {REVISED 2/87)




ST CTIGS- -TYPE OR PRINT A | CEFARTMENT CF GINERAL SERVICES

AENCY RECORTIS cToL
SEPARATE FORM FOR EACH NEW OR | RECCRES MANAGEMENT DIVI(SION AGENCY RELORIS L'VEllds !
REVISED RECORD SERIES. FORWARD 7273 WATERLOO RGAD l

P.O. BOX 278 2 /
¥ITH RECORDS RETENTION SQHEDULE oace or 2 |
{DGS 380-1) JESSUP, MARYLAND 20794 <= .
1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT .;
A .
uris SysTEM OFEICE Res. & Fep. ReLATioNsS

A GROUP OF RELATED RECTDRDS NORMALLY FILED AND USED AS A UNIT FOR
CEFINITION-RECORD SERIES- R 1
REFERENCE AS WELL AP RETENTION AND DISFOS]TION PURPOSES !

§. CORD SERIES TITLE . . - 8. EARLIEST YEAR/LATEST YEAR

EDERAL CORRESPONDENCE TO

BRIEFLY DESCRIBE THE TYPES OF [INFORMATION/DOCUMENTS /FORMS PFOUND
¢$. RECORD SERIES DESCRIPTION ( / ,
4N THE SERIES. INCLUDE THE PURPOSE QR FUNCTION OF TKK SEPFTES)

ANCLUDES CORRESPONDENCE, REPORTS, REQUESTS FROM SENATORS AND REPRESENTATIVES

: LSO _FROM GOVERNOR'S OFFICE. PURPOSE IS TO ESTABLISH AND MAINTAIN A WORKING

. RELATIONSHIP WITH THE CONGRESSIONAL DELEGATION FOR THE BENEFIT OF THE UﬁS.
ﬁhgo TO KEEP CURRENT ON EXECUTIVE AND LEGISLATION AFFAIRS AFFECTING THE

7. RECORD SERIES FORMAT(S] 8. RECORD SERIES SEQUENCE 5. VOLUME
LETTER SIZE O MICROFILM )i\mnuu. FILE DRAWER(S)
O MICROFILM REEL(S)
§ O LEGAL SI1ZE 0O COMPUTER TAPE C NUMERICAL C COMPUTER TAFPE(S)
E
O BouND BOOK O FLOPPY DISK O CHRONOLOG I CAL | O OTHER(SPECIFY) ’_
a e}
0 AUDIO TAPE VIDEO TAPE GEOGRAPH I CAL ‘0. ace T108
O OTHER(SPECIFY) O OTHER(SPECIFY) D FILE DRAWER(S)
' 2. O MICROFILM REEL(S)
O COMPUTER TAPE(S)
C OMER(SPECIFY )
- piLe 1s usED 12. FiLE BECOMES INACTIVE AFTER 7
. 0
0 pAILY \é YEEKLY O MONTHLY O MONTH(S) C YEAR(S)
_RUREYN
13. CURRENT LOCATION(S) (BiDG.,FLOOR,ROCM ) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
{17 ves,, sPECIFY saENGY OR OFFicCE]
LST. FLR. ELKINS BLDG. O yes No
15. ACCESS RESTRICTIONS S YES O no 16. AUDIT REQUIREMENTS
{iPr vye8, ciTe LAw(S) & rEauLATION(S] \(6
GENERALLY, NO B NONE DO STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1P YRS.E>OPLAIN

| 18. RECOMMENDED RETENTION
BEIEFLY AND OESCRIBE ANY HARDWARE/SOPTWARE)

Z

O vyeS \? No ‘ 5 YEARS
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE ‘
Doreen M. Bowser 301 853-3700 FEBruARY 11, 1992
EXEc, Anmin, Aipe- 202 543-7855

DGS $30-4 (REVISED 2/87)




L STRULCTICS - - TYPE OR ‘PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

CEFARTMENT CF GQEXNEFRAL SERVICES
RECCOCRDS MANAGIMENT DIVISION

7273 WATERLOO RQAD

¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 278
{DGS 380-1) JESSUP, MARYLAND 20794 , pace D or L2
ARTMENT | AGENCY 2. DIVISION 1 owNIT
UMS ' SysTEM QFFICE lRes. 2 Fen. RELATIONS

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECOARDES NOMMALLY FILED ANC USEED A8 A UNIT

La-] ]

REFERENCE AS WELL AP RETENTION
4. RECORD SERIES TITLE _

PROPOSALS

AND Dt 8PO
's. EARL IEST YEAR/LATEST YEAR
i T

6.
IN THE SERIES.

FEDERAL AND FEDERALLY ASSISTED PROGRAMS
GRANTS

GRANT ADMINISTRATION PROCEDURES
.ROPOSAL PROCESSING PROCEDURES

FUNCTION IS TO KEEP TRACK AND FOLLOW GUIDELI
ACCEPTED PROPOSALS.,

BRIEFLY DESCRIBE THE TYPES OF IMFCRMATION DOCUMENTS /FOMME POUND
RECORD SERIES DESCRIPTION / /
INCLUDE THE PURPOSE OR FUNCYION OF THE 'an'

NES IN ADMINISTERING GRANTS/

S N

7. RECORD SERIES FORMAT(S) 8.

R LETTER SI1ZE O MICROFILM X O ALPHABETICAL

! LEGAL SIZE 0O COMFUTER TAPE O NUMERICAL

‘ BOUND BOOK O FLOPPY DisK O CHRONOLOGICAL
O AUDIO TAPE O VIDEC TAPE O GEOGRAPHICAL

O OTHER(SPECIFY) 0O OTHER({SPECIFY)

RECORD SERIES SEQUENCE

y. VOLUME z/
FILE DRAWER(S)

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

WUMBEN OTHER(SPECIFY)

10. ANNUAL ACC T 1ON
FILE DRAWER(S)
/ D MICROFILM REEL(S)

RUMEPY T COMPUTER TAPE(S |
C OMFR(SPECIFY!

- yiLE 1S UsSED 2. FILE BECOMES INACTIVE AFTER
C BAILY % venay C MONTHLY Vw C MONTH(S) C YEAR(S)
13. CURRENT LOCATION(S] {ELDG.,FLOOR,ROOM ) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
{i1r vy£s, sPreCcirY sraEncY om crrPicE;
ELkins BLDpg., 1sT FLOOR CyEs ©OnNo POSSIBLY WITHIN DEPTS,
1%. ACCESS RESTRICTIONS ZYES C nNO 16. AUDIT REQUIREMENTS f
(i yE8, ci1Tx LAW(S) & REGULATION(S]
NO ONONE O STATE C FEDERAL C INDEPENDENT
17. IS AN INDEX SYSTEM USED?! {1y v".u;r.un( 18. FREC ED RET 1ON
BFRIEFLY ANC CESCRIGBE ANY HARCDBARE, SOFTWARK | ?
©yes © NO ? VARIES TWO YEARS TO SEVEN >
5

192. NAME AND TITLE OF PREPARER
Doreen M. Bowser, Exec.
AbMIN., AiIDE

20. TELEPHONE NUMEER

301 853-3700
202 _543-7845

21. DATE

FEBRuARY 11, 1991

DGS 530-4 (REVISED 2/87)




!

1137 T X S--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FORWARD

(DGS 380-1)

¥ITH RECORDS RETENTION SOEDULE

' DEFARTHMENT CF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO RGAD
P.O. BOX 2783
JESSUP, MARYLAND 20794

1. DEFARTMENT /AGENCY

UMS

i 2. DIVISION
SysTeM OFFICE

REs. & FED., RELATIONS

UNIT

. i

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS

4. RECORD SERIES TITLE

FUs 10N

NORMALLY FILED AND USRC AS A UNITY FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOEESN

EARL IEST YEAR/LATEST YEAR
/2 TO

6. RECORD SERIES DESCRIPTION (

ENERGY FILES
ENVIRONMENTAL FILES

FUNCTION:
AND AFFORDABLE SOURCE OF

4N THE SERIES.

ENERGY .

SR IEFLY DESCRIBE THE TYPES OF lNPOMTlON/DOCmT'/'OM POUND
INCLUDE THE PURPOSE

CONSIDERED BY DOE AS A POSSIBLE LONG-RANGE ENVIRONMENTALLY BENIGN

OR PUNCTION OF THK llﬂ!':

7. RECORD SERIES FORMAT(S)
OXETTER SIZE O MICROFILM

{ O LEGAL S1ZE D COMFPUTER TAPE

O pouND BOOK O FLOPPY DISK
O ALDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEGQUENCE
X ALPHABET I CAL
D NUMERICAL
O CHRONOLOG I CAL
O GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME :
Df@mnn(m
O MICROFILM REEL(S)

//
Iz 7/ O COMPUTER TAPE(S)
VMBER 0 otHER(SPECIFY) ‘_

ANNUAL ACCUMULAT ION
~ O FILE DRAWER(S)

/3/; O MICROF ILM REEL(S)

C COMPUTER TAPE(S)
C OmER(SPECIFY)

1. piLE 1S uSED 12. Fl,}_s BECOMES INACTIVE AFTER ?
- I -
T palLY B WEEKLY C MONTHLY C MoNTH(S) Z YEAR(S .
RUREEX
13. CURRENT LOCATICN(S) (BELDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPL ICATED ELSEVHERE?
Eikins Bipe, 1sT FLR. fir vyrs, serEciFY saENcY OR OFFicE)
C. 0 yes 0OXno
1S. ACCESS RESTRICTIONS CYES O No 16. AUDIT REGQUIREMENTS 7
{17 vyes, ci1Te LAwW(S) & mEGuLATION(S] o
ONONE O STATE O FEDERAL O INDEPENDENT
NONE
17. 1S AN INDEX SYSTEM USED1? ey
(17 ves.Droan 18. RECOMMENDED RETENT ION
BFRIEFLY AND DESCRIBE ANXY H.ARD'ARE/’O"T'AR‘)
CYES O NO 07 FIVE YEARS

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21 DATE
DOREEN BOWSER 301 553 -3700
Exec. ADMIN., AIDE 202 o43-7365 Fep. 11,1995

DGS 3350-4 (REVISED 2/87)




S TELCTICS--TYPE OR PRINT A
SEPARATE FORM FOR EACKH NEY OR
REVISED RECORD SERIES. FORWARD
¥1{TH RECORTS RETENT ION SCHEDULE

DEFARTMENT OF CENERAL ESERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO RQAD
P.O. BQX 273
JESSUP, MARYLAND 20794

-~ am m o~ -

once 5 or /2

ii $50-1 ]
1. ARTMENT /| AGENCY

UMS

2. DIVISION

SysTEM CEEICE

1Y, UNIT

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECOARDS NORMALLY PILED ANC USEC AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOBES

4. RECORD SERIES TITLE
INDIRECT COSTS

INTELLECTUAL PROPERTY

ES. & FEDERAI- RELATIONG

TONS

5. EARLIEST YEAR/LATEST YEAR
TO

SECRETS,

N THE SERIES.

- RIEFLY DESCRIBE THE TYPEES OF ORMA UMEN NME PFOUMD
6. RECORD SERIES DESCRIPTION ("™'% x Inw T1on/Doc Ts/PO
INCLUDE THME PURPOSE OR FUNCTION OF TKHE .xmz') i

COPYRIGHTS, LICENSING AND ROYALTIES, TRADEMARKS, PROPRIETARY DATA, TRADE
EXPORT CONTROLS AND PATENT POLICIES.

FunNcTION: POLICIES RE OWNERSHIP, USE OF INTELLECTUAL PROPERTY

;§C£~v~ 10 A

7‘;/' RECORD SERIES FORMAT({S)

LETTER SIZE O MICROFILM

l LEGAL SIZE O COMFUTER TAPE

BoOK O FLOPPY DISK
Q AuDIO TAPE O VIDEO TAPE

0O OTHER(SPECIFY)

8. RE SERIES SEQUENCE
ALPHAEET I CAL

QO NMUMERICAL

O CHRONOLOGICAL

QO GEOGRAFPHICAL

O OTHER(SPECIFY)

3. VOLWME
pfﬁomnn(m
D?/c MICROF ILM REEL(S )
o

COMPUTER TAPE(S)
qu.“ C OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
0 FILE DRAVER(S)

/‘3/ : :O MICROF ILM REEL(S)

C COMPUTER TAPE(S)
C OMFR(SPECIEYS

{ir vxs,

CI1TE LAW(S) & mEGULATION(S)

FILE IS USED — P'EZR‘MAINIE.ETBECDI\ES INACTIVE AFTER
o ‘6’7" o Y O MONTH(S C YEAR(S)
DAILY YEEKQY MONTHL RUNYTE )
13. CURRENT LOCATION(S] {ELDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPL I|CATED ELSEWHERE?
ts» vyrs, sreciry saEncY Or OFFicE)
ELKINS BLDG., 1ST FLOOR O ves
1S . ACCESS RESTRICTIONS C YES NO 16. AUDIT REGQUIREMENTS

NONE O STATE O FEDERAL C INDEPENDENT

CYEsS O nNoO 7
0

17. 1S AN INDEX SYSTEM USED! (1r vRS.E)PLAIN
BEIEFLY AND DESCRIBE ANY HARD.ARE/SOF‘TIARZ)

18. RECOMMENDED RETENTION

POLICIES ARE PERMANENT FILES UNLESS
REPLACED BY A NEW POLICY OR CHANGED.

DLD ONES WILL BE DISCARDED.

b’. NAME AND TITLE OF PREPARER
LoREEN M., Bowser
txec. ApMIN., AIDE

20. TELEPHONE NUMEER

301 853-3700
202 543-7365

. DATE

FEBRUARY 11, 1992

DGS 3550-4 {REVISED 2/87)




1T CTICE.S--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
{DGS 380-1)

CEFARTMENT OF GENERAL
RECORDS MANAGEMENT DIVISION
7273 WATERLOC RQAD ;
P.O. BOX 278
JESSUP., MARYLAND 20794

SERV ICES -
Laoaly

PAGE _ . or 49

1. DEFARTMENT /AGENCY

uMS |

2. DIVISION

SysTeEM OFFICE

UNIT

Res. & FepD. RELATION’

i:.

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NOMMALLY FILED AND USED AS A UNIT PFOR
REFERENCE AS EELL AP RETENTION AND OI!SPOSITION PURPORES

4. RECORD SERIES TITLE

RESEARCH SUBJECTS

|s. EARL |IEST YEAR/LATEST YEAR
’L TO

6. RECORD SERIES DESCRIPTION (llllPLY DESBCRIBK THE TYPES OF INPOMTIW/DOCMYU/POM POUND

N THE SERIES.

ANIMAL CARE

ELFARE
UMAN SUBJECTS

TOXIC SUBSTANCES

PoLICY ON PROTECTION OF RESEARCH SUBJECTS,

RESEARCH RISKS.,

INCLUDKE THE PURPOSBE QR PUNCTION OF THK l!ﬂ!':

INCEUDING SUITELINES)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEGQUENCE ’. von.u&:/
S LETTER SI1ZE O MICROFIIM O ALPHAEETICAL FILE DRAWER(S)
? .~ _0 MICROFILM REEL(S)
0 LEGAL S1ZE O COMFUTER TAPE O MMERICAL /7/u COMPUTER TAFPE (S|
4 WGMBER R{SPECIFY
O BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL, _ OTHER| ”__
o 1oT a a
AUD APE VIDEO TAPE GEOGRAPH I CAL ‘o, ACCLMULAT 10N
O OTHER(SPECIFY) O OTHER(SPECIFY) C FILE DRAWER(S)
' /D MICROF ILM REEL{S)
KOCUEPX C COMPUTER TAPE S
-
C OMFR(SPECIFY)

FILE 1S USED

C pAlLY Bc; WEEQLY C MONTHLY

12. fF|LE BECOMES INACTIVE AFTER

PE%NT C MONTH(S) C YEAR(S)

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

ELKINS BLDG., 1ST FLOOR

14. IS RECORC SERIES DUPLICATED ELSEWHERE?
tir YES, SPECIFY 2.QENCY OR OPFFicCE;

185. ACCESS RESTRICTIONS
(17 vus,

NONE

C YES 3 NO
CITE LAW(S) & mEGULATION(S)

O YES X NO
"z

o
ONOGNE O STATE C© FEDERAL C INDEPENDENT

16. AUDIT REQUIREMENTS

17. IS AN INDEX SYSTEM USED?T {1rFr vxs.E)PLAIN
BRi&FLY AND DESCRIBE ANY HARORARE/SOFTWARK |

CYEsS O NO
.'. 0

18. RECOMMENDED RETENT ION

PERMANENT

@-

1 ITLE OF PREPARER
BOREEN W BOWSER
Exec. ApMIN. AIDE

21. DATE

FEBRUARY 11 ..1992

DGS 3550-4 (REVISED 2/87)




|[4SI§..&I'IQ&§--TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES pmmeim V SmeAas-~=s e - - ]
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION ; mogall RELUToD LTl
REVISED RECORD SERIES. FORWARD 72735 WATERLOO RQAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 27% .
{ 3350-1) JESSUP, MARYUAND 20754 i PAcE -71" ,42
1 8 ARTMENT / AGENCY 2. DIVISION T3 oWwNIT

JMS SYSTEM OFFICE RES. & FEDERAL RELATIONS

A OF RELATED RECORDS NORMA
CEFINITION -RECORD SERIES- rouUP OF LA LLY FILED AND USED AS A UNIT POR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE {5, EAH.'IEE' YEAR/LATEST YEAR
RESEARCH FUNDING SYSTEMS TO

RIKFLY DESCRIBEK THME TYPES OF o FOUND
¢. RECORD SERIES DESCRIPTION (" INFORMAT ) ON/DOCUMENTS | FORMS
N THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THK sEzrFiEs |

REGULATORY SYSTEMS (FED., STATE AND UNIVERISTYO
POLICIES RE SCIENTIFIC INTEGRITY, CONFLICT OF INTEREST, MISCONDINCT

;&12; Lo -A

7. RECORD SERIES FORMAT(S) : 8. RECORD SERIES SEQUENCE . VOLUME
CJ)Q.:'ntn SIZE O MICROFILM 10 ALPHAEETICAL ME DRAVWER(S )
D MICROFILM REEL(S)
{ LEGAL SI1ZE D COMFUTER TAPE 0 MMMERICAL / O COMPUTER TAPE(S)

, . NUMBE
' BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL . O OTHER(SPECIFY)
a ] a aQ
AUDIO TAPE VIDEO TAPE A GEOGRAPHICAL 10. ANNUAL ACCUMULAT IO
O OTHER(SPECIFY) C OT™HER(SPECIFY) C FILE DRAWER(S)
’ Vs O MICROF ILM REEL(S |
O COMPUTER TAPE(S)
C OTHFR(SPECIEFY)
‘31 piLE 1S USED 12. Fi{LE BECOMES INACTIVE AFTER ?
O pAlLY oGEpay O MONTHLY O MONTH(S) C yEar(S) @
X RUREYN
13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROCM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
tir v SPECIFY 2.8ENCY OR OFFicCE)
ELKINS BLDG. o ves B no
13. ACCESS RESTRICTIONS CYEs DOno 16. AUDIT REQUIREMENTS 0?
{i" vyea, ciTx LAw(S) & rEGULATION(S)
NONE

O NONE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1P vesS.E)PLAIN
BRIKFLY AND DESCRIBE ANY HARDWARE/ SOFTWARK )

CyeEs O nNO ?

s _ GOVERNMENT REGS, AND STATUTES
0 ; (REVIABLE) TWO YEARS CURRENT

18. RECOMMENDED RETENT JON

e . . No7 IH DICTIONARY
19. M AND TITLE OF PREPAER 20. TELEI;!N NUMEER 2IA.. _DATE _
POREEN“BOWSER : K01 857-3700 B, 11, 1992
CXEC, "ADMIN. AIDE P17 SU43-7865

DGS 350-4 |REVISED z/ﬁ)

.




INNSTRUGTIGHS --TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BoX 278

AGENCY RECORDS INVENTURY. |

PAGE _V_/_ or _«Z

(DGS 880-1) JESSUP, MARYLAND 20794
1. DEFARTMENT /[AGENCY 2. DIVISION 3. UNIT
UMS SYSTEM OFFICE

i

REs. & FEDERAL RELATIONS

DEFINITION -RECORD ERIES-‘ OROUP OF

RELATED RECORDS

NORMALLY PFILED AND USED AS A UNIT FOR

AEFERENCE AS WELL AS RETENTION AND DISPCS|YION PURPOSES

4. RECORD SERIES TITLE

TEcHNOLOGY TRANSFER

3. EARLIEST YEAR/LATEST YEAR

1990 o

6.
48 THE SERIES.

; FILES INVOLVING TRANSFERRING UNIVERSITY KNOWLEDGE INTO COMMERCE.,
! POLICIES, SUPPORTING BACKGROUND INFORMATION AND CORRESPONDENCE
« : :
|
i

FUNCTION IS TO CREATE A WORKING RELATIONSHIP BETWEEN BUSINESS, INDUSTRY

AND GOVERNMENT.

DESCRIRK s ) D
RECORD SERIES DESCRIPTION (IRIIPLY sc THE TYP OF INFORMAT!ON/DOCUMENTS /FORMS FOUN

INCLUDE THE PURPOSE OR FUNCTION OF THK llm!ll

INCLUDES

7. RECORD SERIES FORMAT(S) 8.

X LETTER SIZE O MICROFILM

O NUMERICAL

O LEGAL SI1ZE O COMFUTER TAPE
O BOUND BOOK O FLOPPY DISK
QO AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE

X ALPHABETICAL

O CHRONOLOGICAL
o} GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME
(,241.: DRAWER(S )

L~ O MICROFILM REEL(S)
2 o COMPUTER TAPE(S)
'"‘"“.“ O OTHER(SPECIFY) '

10. ANNUAL ACCLMULATION

/& FILE DRAWER(S)

’/; O MICROFILM REEL(S)

1. piLE 1S USED

U paiLy d(wsz O MONTHLY

D cCOMPUTER TAPE(S)
12. FALE BECOMES INACTIVE AFTER

D OTHER({SPFECIFY)
O MONTH(S O YEAR(S
NONEYE (s) (s)

3. CURRENT LOCATION(S} (BLDG.,FLOOR, ROOM)
ELkINS BLDG., LST FLOOR, FILES IN D.C,

14. IS RECORD SERIES DUPL ICATED ELSEWHERE?

ti1r vyes, serEciry sraEncy on orrice)

15. ACCESS RESTRICTIONS Q YeES O No

{iF vE8, ci1TK LAwW(Ss) & REGULATION(S]

_NONF

Q YES O No ‘?
7 .
2

O NoNE O STATE O FEDERAL 'O INGEPENDENT

16. AUDIT REQUIREMENTS

17. IS AN INDEX SYSTEM USED?! {1p vxsS.E)PLAIN
BRIEFLY AND DENCRIRE ANY HARDEARE/SOPTHAREK )

%

[

OYES O NO

18. RECOMMENDED RETENT ION

QUESTIONABLE AT THE PRESENT TIME.

4

0

19. NAME AND TITLE OF PREPARER

OREEN M. Bowser
XEC. ADMIN., AIDE

20,

501 853-3700

TELEPHONE NUMEER

@

21. DATE

202 54Z_79rr
e U
DGS 3350-4 [(REVISED 2/87)




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

REVISED RECORD SERIES. FORYARD
¥iTH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 NATERLOO RQAD
P.O. BaxX 273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTURY |

{ 850-1)
—:!(FMIAGEMY

UMS

2. DIVISION
SysTeM OFFICE

PAGE :Z oF L/— ";nt .

3. WNIT . —
ReEs. & FED. RELATIONS - .

A GROUP OF RELATED RECORDS NORMALLY FILED
CEFINITION-RECORD SERIES-
. REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE
PUBLICATIONS

AND USED AS A UNIT PFOR
LIION PURFPOIER

8. EARLIEST YEAR/LATEST YEAR

ONE YEAR— T 1991

FEDERAL REGISTER

CONGRESSTONAL QUARTERLY
GUIDE

CONGRESSIONAL Y
FEDERAL YELLOW Book
CONGRESSTONAL MONITOR

4N THE SERIES.

SCIENCE & GOVERNMENT REPORT
LLow Book

BRIKPFPLY DESCRIBE THE TYPES OF INFORMATION DOCMTS FORMS PFPOUND
6. RECORD SERIES DESCRIPTION ( / /
TNCLUDE THE PURPOSE OR FUNCTION OF THE SEPFIES ’

INFORMATION RELATED TO .-
CURRENT HEARINGS, BILLS, SENATORS AND
REPRESENTATIVES AND FEDERAL AGENCIES,

FUNCTION:

LATEST SCIENCE REPORTS

GRANT POSSIBILITIES
PUBLICATIONS HAVE ONE YEAR SHELF LIFE

;%55; (0-1~

7. RECORD SERIES FORMAT(S)

QO LETTER SI1ZE O MICROFILM

LEGAL S1Z=2 O COMFUTER TAPE

BOUND BOOK O FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
O NUMERICAL
D cHRoNOLOGICAL
O GEOGRAPHICAL

C OTHER(SPECIFY]

9. VOLUME

_ O FILE DRAWER(S)
3 O MICROF ILM REEL(S)
D ORLALESE0 COMPUTER TAPE(S)
NUMBE
O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)
J/ O MICROFILM REEL(S)
RUNEPX C COMPUTER TAPE(S)

C OTHER(SPECIFEY)

I 41 piILE 1S UsED '2. FILE BECOMES INACTIVE AFTER
o s O YEAR(S
OXpAILY X O WEEKLY O MONTHLY RURERY MONTH(S | (.) o
. 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
tir vyxs, srEcirFY saency om oFrFice)
O vyes N No
ELkINS B1DG, D.C. QricE
15. ACCESS RESTRICTIONS OyEs 0ONo 16. AUDIT REQUIREMENTS ; o?
6!( YES, cIiTE LAW({S) & rEGuLATION(S)
NONE , ’ ONONE O STATE O FEDERAL 0O INDEPENDENT
7. 1S AN .. B
1 INDEX SYSTEM L.ED! {17 yRs. >PLAIN 18. RECOMMENDED RETENTION - &
BEIEFLY AND DESCRIBE ANY HARDWARE/BOFTWARE )} s
0 T ' / : - el
YES- O No ? ONE YEAR ONLY
o

19. NAME AND TITLE OF PREPARER
OREEN M, Bowser
XEC.. ADMIN.. AIDE

21. DATE

FEBRUARY 11, 1992
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i
JSTRYG IIQ;Qx--T’YPE OR PRINT A DEFARTHMENT CF GI{ERAL

SERV ICES M Ay memmaom- I

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION PomeSbae s ToeuTe el !
. REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD 3
s . s . I
/91 TH RECORDS RETENTION SOEDULE | ___P.o. mx2n : pace /7 or /D |
" (DGS 350-1) JESSUP. MARYLAND 20794 ; —

1. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT

UMS . SYSTEM OFFICE ! RES., AND FED, RELATIONS

‘.

{

CEFINITION-RECORD SERIES-
REFERENCE AS WELL AS RETENTION

A GROUP OF RELATED RECORDS NORMALLY F]LED ANC USET AS A UNIT FOR

AND OISPOSITION PURPOSESR

4. RECORD SERIES TITLE

COMMITTEE FILES

S . EARLIEST YEAR/LATEST YEAR
TO

SR IEFLY DESCRIBE THE TYPR

. ORD SERIES DESCRIPTION
¢ FEC (‘nu THE SERIES. . INC

CADEMIC AFFAIRS COMMITTEE
INANCIAL AID DIRECTORS GROUP
FeEperRAL RELATIONS COUNCIL
FEDERAL RELATIONS CFFICERS GRoOUP
INTELLECTUAL PROPERTY GROUP
VARIQUS “AD_HQG-GROUPS.._...s
MEETING INFO., INCLUDING MINUTES, AGENDAS.

’iPONSORED RESEARCH ADMINISTRATORS GROUP
F

3 or lNPOMT|ON/D°CUmT'/_'°m PFOUND
LUDE THE PURPOSE OR PUNCTION OF THE Ilm!l‘l

i N
|
| 7. RECORD SERIES FORMAT({S ) 8. RECORD SERIES SEQUENCE 9. VOLUME

0 f£TTER S1ZE O MICROFILM & ALPHABETICAL FILE DRAWER(S)

/- 0O MICROFILM REEL(S)

! O LEGAL SIZE 0O COMFUTER TAPE O NUMERICAL Zyg COMPUTER TAPE(S )
' 4 RGMBER 0 orypR(SPECIFY)

0O BouND BOOK O FLOPPY DISK 0 CHRONOLOGICAL . l

D
D AUDIO TAPE U VIDEO TAPE GEOGRAPH 1 CAL ‘0. Wﬂm
O OTHER({SPECIFY) C OTHER(SPECIFY) A FILE DRAWER(S)
’ ‘ O MICROF ILM REEL(S)
pém C COMPUTER TAPE(S)
C OMER| SPFCLFY )
7
1. | 12. FiLE BECOMES INACTIVE AFTER
FILE IS USED
o BDI WEEKLY O MONTHMLY C MONTH(S) C YEAR(S) 2
DAILY YEEXKLY
L ‘ _NURSYX

13. CURRENT LOCATI@J(S) (E.DGT.FLWR,M) 14.
ELKINS BLDG.1ST FLR.

IS RECORD SERIES DUPL ICATED ELSEWHERE? }

(ie vyrs, sPEciFY saENCY OR OFFicE]
O YES a(uo
N

(17 Y28, cIiTE LAW(S) & mEGULATION(S)

o
NO

185. ACCESS RESTRICTIONS C YES C no 16, AUDIT REQUIREMENTS ?

0
NONE 0O STATE O FEDERAL T INDEPENDENT

17. 1S AN INDEX SYSTEM USEDT (irF yES.®>PLAIN

18.
SFEIKFLY AND DEKSCRIAER ANY HARDRARE/ SOFTRARK )

RECOMMENDED RETENT ION

OCvES O no '§7 TWO YEARS
. (o)
19 NAMEAhﬁTTLE OF PREPARER 20. TELEPHONE NUMEBER 21. DATE A
DoreeN M, BOWSER 501 853-3700
Exec. ApMIn. ArDEe 202 543-7865 Fes. 11, 1992 .
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