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DEPARTMENT OF GENERAL SERVICES SCHEDULE
DGS-550-1 NO.
Records Monagement Division 1454
REV. 7/86
. PAGE
NO. lof 1
RECORDS RETENTION AND DISPOSAL SCHEDULE
Department of ’I‘ransportatlon Customer Service Section
Motor Vehicle Administration
AGENCY DI VISION
Atem -~ i
No. Description Retention
1 ACTION COMMITTEE TEAM
Fund raisers, employees projects, employees Retain for (3) years,
activities projects for special events, Bank state- then destroy.
ments and financial reports
2 CUSTOMER SERVICE PROGRAM
Representative schedule Retain for (3) years,
Customer assistance then destroy.
Customer complaints and requests
3 GENERAL ADMINISTRATIVE FILE
Correspondence, reports, memoranda and miscellaneous Retain for (3) years,
materials which reflect the routine operations of then destroy.
this office
l 4 EXIT INTERVIEW SURVEY FILE
Reports on survey throughout the Branches & Express Retain for (2) years,
Office, quarter reports then destroy.
5 CITIZENS ASSISTANCE NETWORK (CAN) GOVERNOR'S PROGRAM
.CAN correspondence, list of State Agencies relating Retain for (6) months,
to the nature of the problem then destroy.
6 SAVING BOND DRIVE/UCC CAMPAIGN
Reports, miscellaneous materials, memoranda, Retain for (2) years,
correspondence, coordinators then destroy.
®
{.’" "' ‘ -y
H i t
Schedule Approved by Department, Sgnlé_;_lo_&mo_r!:o_d by
Agency, or Division Representative : %
/) /) C |86 17 1901 %{c, ot
Y/ e \ Iasiale
4 TN o
Title Date State Archiviet
Edward Seidel MGR, Customer
Service




IHSTRUCTIGNS - - 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 ROAD

AGENCY RECORDS INVENTORY

Motor Vehicle Administration

P.O., BOX 278
PAGE _1__oF _6
(DGS 380-1) JESSUP, MARYLAND 20794
‘EPAR!‘MENT/AGENCY 2. DIVISION 3. UNIT

Customer Service Section

Same as #2

DEFINITION-RECORD SERIES

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DIfAPFrOS

AND USED ASB A UNIT FOR

i[ 4. RECORD SERIES TITLE

s

ACTION COMMITTEE TEAM

[u_jgu_r_unmn
5. EARLIEST YEAR/LATEST YEAR
1988 TO 1992

‘IN THE SERIES.

E TYPES OF FORMS FOUND
| 6. RECORD SERIES DESCRIPTION ‘BRIIFLY DESCRIBE TH INFOMTION/DOCMNTB/

Fund raisers, employees projects, employees activities projects for special
events, bank statements and financial reports.

INCLUDE THE PURPOSE OR FUNCTION OF THE 8!?1!3)

CORD SERIES FORMAT(S)
LETTER SIZE U MICROFILM

D LEGAL SIZE O COMFUTER TAPE

‘)'-N.D BOOK fFLOPPY DIsK

O AUDIO TAPE O VIDEO TAFE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
ALPHAEETICAL
0O NUMERICAL
0 CHRONOLOGICAL
0 GEOGRAPHICAL

0O OTHER(SPECIFY)

9. VOLUME

' K FILE DRAWER(S)

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

NUMBER 0 orypR(sPECIFY)

10. ANNUAL ACCUMULAT ION

X FILE DRAWER(S)
lEZ

O MICROFILM REEL(S)

O COMPUTER TAPE(S)

0 OTHFR({SPECIFY)}
| 11. gie 1s usep 12. FILE BECOMES INACTIVE AFTER
0 pAlLY X weEkLy O MONTHLY O MONTH(S) A YEAR(S)
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
ti1® vyES, sPEciry raency OrR orFrice)
nva 0 YESs NO
2nd Floor, Room 224 )(
15. ACCESS RESTRICTIONS 0yes X nNo 16. AUDIT REQUIREMENTS
(1@ vyES, CcITE LAW(S8) & rREGULATION(S)
X NONE O STATE O FEDERAL 0O INDEPENDENT
17. IS AN INDEX SYSTEM 5 ™
STEM USED? (1r vmS.EXPLAIN 18. RECOMMENDED RETENTJ N 5 3
BEIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE ) ﬁar)k‘_ M
) §
XYES 9 no Three (3.? years :
' ! Lo A :
x; Yo . y
; 4
) .
i
19. NAME AND TITLE OF PREPARER

20.
Carole A. Shlpley,Asst Director

(o (7 i /.

JéF- 75

TELEPHONE NUMEER

- T
R4

DGS 550-4 (REVISED 2/87)




P INSTRUCTIGS - -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
7275 WATERLOO ROAD

BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 2 _or b6

DIVISION

_@350-!)
1. FARTMENT / AGENCY 2.

Motor Vehicle Administration

Customer Service Section

3. WNIT

Same as #2

NOPRMA
DEFINITION - RECORD sERlES-A GROUP OF RELATED RECORDS LLY FILED
REFERENCE AS WELL AD RETENTION AND DISFOS|T]ON PURFOSES

AND USKED AS A UNIT FOR

ir" RECORD SERIES TITLE
' CUSTOMER SERVICE PROGRAM

5. EARLIEST YEAR/LATEST YEAR
—1287_ TO presenr

| 6. RECORD SERIES DESCRIPTION (
i 4N THE SERIES.

Representative schedule
Customer Assilstance
Customer complaints and requests

PRIEFLY DESCRIBE THE TYPKS OF INFOMTION/DOCMNTBIPOM FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES

!:: S1Ze O CaMFUTER TAPE
BOOK XF‘LOPPY D1SK
O AuDIO TAPE 0O VIDEO TAPE

0 OTHER(SPECIFY)

0O CHRONOLOGICAL
O GEOGRAPHICAL
0 OTHER(SPECIFY]} -

7. RECORD SERIES FORMAT(S] 6. RECORD SERIES SEQUENCE 9. vox.uaz
'Ku::'rrzn S1ZzE O MICROFILM KALPHAETICAL FILE DRAVER(S )

;_ O MICROFILM REEL(S)

O NUMERICAL O COMPUTER TAPE(S)

NUMBER 0 orieR(SPECIFY)

ANNUAL ACCUMULAT ION

Z' M FiLE DRAWER(S)

- 10.

O MICROFILM REEL(S)
RUKEEE 0 COMPUTER TAPE(S)

0 OTYHER(SPECIFY)

!n.

0 MONTHLY

FILE 1S USED
0 WEEKLY

INACTIVE AFTER

12. FILE BECOMES
X year(s)

O MONTH(S)

Xmu.v

' 13. CURRENT LOCATION(S) (BLDG.,FL.OOR,ROOM)

f14. I8 E.CORD SERIES DUPL ICATED ELSEWHERE?
ti1r vyEs, serEciFy saEncY OR OFrFicE)

MVA
2nd Floor, Room 224 0O yES )Lno
15. ACCESS RESTRICTIONS O YES XNO 16. AUDIT REQUIREMENTS
{ir vyES, CITE LAW(B) & rREGULATION(S]
M NONE O STATE O FEDERAL 0O INDEPENDENT

-~

17. IS AN INDEX SYSTEM USED? (ir YES.E>XPLAIN
BRIEFLY AND DESCRIBE ANY HARDRUARE/SOFTWARE)

)(yzs o no

%y

18. RECOMMENDED RETENTION |

Three (3) years

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
:azs;eyA. Shiple ///gt Dl//ptor .
i .z Ve D 3
deard & Vo »MA . 7735 &~RE-2 2

DGS £50-4 (REVISED 2/87)




CINSTRUGTIGNS - -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 ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTUR

PAGE _3 or _6

_@ 880-1)
1 DEFARTMENT / AGENCY

! Motor Vehicle Administration

2. DIVISION

Customer Service Section

3. WINIT

Same as #2

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED

—
a4,

RECORD SERIES TITLE

RAEFERENCE AS NELL AS RETENTION ANO DISFOS|TION PURPOOEN.

GENERAL ADMINISTRATIVE FILE

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR

1987 TO _1Q92

| 6. RECORD SERIES DESCRIPTION (

Correspondence, reports,

THE SERIES.

memoranda and miscellaneous materials which reflect
" the routine operations of this office.

BRIEFLY DESCRIBE THE TYPES OF [NFORMAT!ON/DOCUMENTS/FORMS FOUND
INCLUDE THE PURPOSE OR

FUNCTION OF THE SEFIES

7. RECORD SERIES FORMAT(S)
XLE‘ITER S1ZE O MICROFILM

GAL SI1ZE 0O COMFUTER TAPE

Bounp Book X FLOPPY DIsK
O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEGQUENCE
KALPHAETICAL
O NUMERICAL
O CHRONOLOG ICAL
O GEOGRAPHICAL

O OTHER(SPECIFY) -

VOLUME
_3 X FILE DRA¥ER(S)

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

NUMBER g orypR(SPECIFY)

10. ANNUAL ACCUMULAT ION
/ ,g FILE DRAWER(S)
MICROF ILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

[ 11. piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
X paiLy O WEEKLY O MONTHLY 0 MONTH(S) X Year(s)
© 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
MVA tir vEs, sPEciFY raENCY OR OFFicE)
2nd Floor, Room 209 0 ves ‘LNo
15. ACCESS RESTRICTIONS 0 YES NO 16. AUDIT REQUIREMENTS

{1» yES, cI1TE LAW(S8) & rREGuULATION(S]

M(NonE O STATE O FEDERAL O INDEPENDENT

'.:

. IS AN IND USE . R NPT 2
17. 1 EX SYSTEM DT (1P YES.EXPLAIN 18. RECOMMENDED HETENTTEHT£:J~“w?r§ %
BREIEFLY AND DESCRIBE ANY HARDRBARE/SOFTWARE ) I TN 1
: ' ‘ ¥
XYES 0O No Thrge (3) years,. . ' !
. } . :
FZ *- ’
} e
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
arole . Smpley.hsst. Director o2
‘ R e : / & o =

&, At ”
e Dl v Tty ey

S t.s .

DGS 550-4 (REVISED. 2/87)




[

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

REVISED RECORD SERIES. FORWARD

(DGS 580-1)

WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERV ICES
RECORDS MANAGEMENT DIVISION
72785 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 4 oF 6

_T’trnmmmccucy
otor Vehicle Administration

2. DIVISION
Customer Service SEction

3., UNIT
Same as #2

DEFINITION-RECORD SERIES- A GROUP OF RELATED RECORDS NOMLLY FI1LED
REFERENCE AS WELL AS RETENTION AND DIfFOS

,’ 4. RECORD SERIES TITLE
]

EXIT INTERVIEW SURVEY FILE

AND USED AS A UNIT FOR

ITION PURPOSES :

5. EARLIEST YEAR/LATEST YEAR
1990 o0 1991

‘IN THE SERIES.

| 6. RECORD SERIES DESCRIFTION ‘IRIIPLY DESCRIBE THE TYPES OF INPOMTION/DOCMNTB/POM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE ‘KF‘!B)

Reports on survey throughout the Branches and Express Office, Quarter reports

7. RECORD SERIES FORMAT(S)
)(u:'rnm S1ZE O MICROFILM
O LEGAL SIZE O COMFUTER TAPE

.NJ\D BOOK U FLOPPY DISK

0 AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
KALPHAETI:AL
0 NUMERICAL
O CHRONOLOGI!CAL
O GEOGRAPHICAL _
O OTHER(SPECIFY) -

9. VOLUME

Xrlu-: DRAWER(S |
0 MICROFILM REEL(S)

/& O COMPUTER TAPE(S)
NUMBE

0 OTHER({SPECIFY)

ANNUAL ACCUMULAT ION
/ JAFILE DRAWER(S)

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

O OTHER(SPECIFY)

o ves N o
@

BFEIEFLY AND DESCRIEE ANY HARDBARE/SOFTWARE l

|11 prLe 1s useD 12. FILE BECOMES INACTIVE AFTER
0 paiLy KWEEKLY 0 MONTHLY O MONTH(S) 4 YEAR(S)
{ 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPL ICATED ELSEWHERE?
MVA tir v SPECIFY ,.GENCY OR OFFICE)
2nd Floor, Room 224 0 vEs NO
15. ACCESS RESTRICTIONS 0 YES NO 16. AUDIT REQUIREMENTS
(1" vyEs, cI1TE LAW(S) & REGULATION(S)
X NONE O STATE O FEDERAL 0O INDEPENDENT
17. IS AN INDEX SYSTEM : -
USEDT (1r vES.m>PLAIN RECOMMENDED RETENT ION

Two (2) years

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

arole A. Shipley, Asst. Dlrector

/ 7 ; ~ -
'./.?z/:@- /u//d LL, / Tl G-RE-F2

DGS 550-4 (REVISED 2/87)




P INSTRYCTIQNS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
( 8850-1)

P.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTOR:

PAGE 5 or 6

1 FARTMENT / AGENCY 2. DIVISION

Motor Vehicle Administration

Customer Service Sectlion

3. UNIT

Same as #2

t
A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

. RECORD SERIES TITLE

DEFINITION-RECORD SERIES- '
REFERENCE AS BELL AS RETENTION AND nlnrosrzlgu_gnnznnﬂl_g, :
] T ) 5. EARLIEST YEAR/LATEST YEAR

CITIZENS ASSISTANCE NETWORK (CAN) GOVERNOR'S PROGRAM

1989 T0 __1991

| 6. RECORD SERIES DESCRIPTION |(
‘1N THE SERIES.

BRIEKFLY DESCRIBE THE TYPES OF mrowr:ou/nocuuzu'rs/rom FOUND

CAN correspondence, list of State Agencies relating to the nature of the problem

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFTES

7. RECORD SERIES FORMAT(S) 8.
H(LETTER S12E O MicROFILM

GAL SIZE U COMFUTER TAPE 0 NUMERICAL

BOOK U FLOPPY DISK
O AUDIO TAPE h(v1n£o TAPE

O OTHER(SPECIFY)

RECORD SERIES SEGQUENCE 9.
-/)(pLPHA££T1CAL

O CHRONOLOGICAL )
0O GEOGRAPHICAL
O OTHER(SPECIFY) -

VOLUME
FILE DRAWER(S)
0O MICROFILM REEL(S)

%
O COMPUTER TAPE(S)

NUMBER 0 oy rp(sPECIFY)

N 10. ANNUAL ACCUMULATION

Qnubﬂ.ﬁuq')gclLE DRAWER(S ]
o

ICROFILM REEL(S)
RUKEEPR O COMPUTER TAPE(S)

a

{81 FiLE 1S USED

O pAalLY 0O MONTHLY

)(WEEKLY

INACTIVE AFTER
O YEAR(S)

12. py BECOMES
)(_MnNTH(S)

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

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

;kv:s g No

o |l

MVA ti® yes, speciry saEncY OR oOFrice)
2nd Floor, Room 224 O YES KNO
15. ACCESS RESTRICTIONS O YES ﬁ(No 16. AUDIT REQUIREMENTS
(1P vyes, c1TE LAwW(8) & rEGuULATION(S)
‘)(yous O STATE O FEDERAL O INDEPENDENT
17. IS AN INDEX SYSTEM USED?T (1r YES.E>XPLAIN 18. RECOMMENDED RETENTION

Six (6) months

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Carole A. Shipley,., Asst.Director
P / A Sl o 7 H C- -5
Lo 2t A s L [ Je g e e T
7

DGS 550-4 (REVISED 2/87)




5 1[4;1&&' 71GQS--TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES ORDS INVENTOR}Y
1 .
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY REC
" REVISED RECORD SERIES, FORWARD 7278 WATERLOO ROAD
WiTH RECORDS RETENTION SCHEDULE + P.O. BOX 278 PAGE 6 or 6
( 5850-1) JESSUP, MARYLAND 20794
1s FARTMENT / AGENCY 2. DIVISION s. uNIT
Motor Vehicle Administration Customer Service Section Same as #2

TED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
DEFINITION-RECORD SERIES.” OROUP OF RELA

REFERENCE AS WELL AS RETENTION AND Dlﬂrozrxlgu_zunznnznf
4. RECORD SERIES TITLE ’ ) 8. EARLIEST YEAR

1387 Lasee
TO
' SAVING BOND DRIVE/UCC CAMPAIGN +

BRIKFLY DESCRIBE THE TYPKS OF INFQMTlON/DOCMNTS/FOM FOUND
THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEFMIES

{ 8. RECORD SERIES DESCRIPTION (

Reports, miscellaneous materials, memoranda, correspondence, coordinators

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
FILE DRAWER(S)
LETTER SIZE D MICROFI ALPHAEETICAL / )(
FiL X ;‘ O MICROFILM REEL(S)
TGAL SI1ZE O COMFUTER TAPE 0 NUMERICAL 0O COMPUTER TAPE(S)
NUMBER 0 orppR(SPECIFY)
FLOPPY DISK O CHRONOLOGICAL .

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

D OTHER(SPECIFY) O OTHER(SPECIFY) - /”_ FILE DRAWER(S)
O MICROFILM REEL(S)
RURGPR O COMPUTER TAPE(S)
O OTHER(SPECIEY)

| $1. giLe 1S USED . : 12. FILE BECOMES INACTIVE AFTER
O pAILY O WEEKLY - )(mn-n.v jﬁﬂ. xm(s) O YEAR(S)
| 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

t1» vyEs, sPEciry sraENcY OR OFFICE)
0 YES XNo

A}
15. ACCESS RESTRICTIONS Q YES KNO 16. AUDIT REQUIREMENTS e
(1r ves, ciTE LAwW(S8) & rREGuULATION(S) ; R |

s s o=t e {
XNCNE O STATE |0 FF?E{W'?*? YNDEPENDENT

T :
17. IS AN INDEX SYSTEM USED? {(i1» YES,EXPLAIN 18. RECCMMENDED RE‘{ENTION
BRIEFLY AND DESCRIBE ANY HARDHARE/BO"“ARE)

YES O NOM | %”v(i)
o .

L)

-t-\ Py e

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

rarole A. Shipley,Asst.Dire tor .
} . ] Yo // ¢ jp _\ ‘ é—)é— 74—?
6{17;/(«/'@ 4 A g {(_._- (_,vo 1

DGS 550-4 (REVISED 2/87)




