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DEPARTMENT 0P-6BMHBl«,!a SERVICES
Records Mar.egnf.ivMf Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.

1456

PACE
NO.

1 Of 1

Department of Transportation
Motor Vehicle Administration Planning & Facilities Development Division

AOCNCY

Item
No. Description Retention

BRANCH/EXPRESS OFFICES

Purchase background information for all Branch/Express
MVA Offices.

DEEDS, Etc.

Documents of Department of Transportation/Motor

Vehicle Administration Property Ownership, Facilities

Agreements, Certificates of Participation, Substantial

Completion Certificates

LEASES

Leases, Board of Public Works (BPW) Item Numbers

BLUE PRINT FILE

Plans/Blue Prints/Deeds of Department of Transporta-
tion/Motor Vehicle Administration Oroperty Ownership
of current & past projects.

QUARTERLY BUDGET UPDATES FOR MVA OFFICES

Consolidated Transportation Program (CTP)

State Transportation Report (SRT)

Comprehensive Work Schedule (CWS)

GENERAL ADMINISTRATIVE FILE

Correspondence, reports, memoranda, and miscellaneous
materials which reflect the routine operations of
this office.

Retain for (3) years,
transfer to Records Manage-
ment Center for (7) years,
then destroy.

Establish as permanent

series; transfer

periodically to

State archives.

Retain in office (10) year:
beyond lease expiration
date and then destroy.

Retain until reference
value ceases & then destroy

Retain for (3) years,
transfer to Records
Management Center for
years, then destroy.

(7)

Retain for (3) years,

then screen & destroy all

material not needed for

conduct of business.•.

Scfc.dut. Approved by D*p«rtmwit,
Agency, or Division R»pr»i«njof)v«
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INSTRUCTIQMS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

SBO - I )

I. DEFARTMENT/AGENCY '

Motor Vehicle Administration

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

2. DIVISION Planning &

Facilities Development Division

AGENCY RECORDS INVENTORY

PAGE

3. UNIT
Same as #2

DEFINITION-RECORD SERIES-A GROUP Or RELATED RECORDS NORMALLY
1 Ft LCD AND USED AS A UNIT PVR

REFERENCE AS WELL Ag RETENTION AND DISPOSITION fUHPOBEH

4. RECORD SERIES TITLE
BRANCH/EXPRESS OFFICES

S. EARLIEST YEAR/LATEST YEAR

1 Qflfi TO 1 QQ9

BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
«. RECORD SERIES DESCRIPTION i*"*'mrl-r " ' ' „__-_.,

•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Purchase background information for all Branch/Express MVA Offices

7. RECORD SERIES FORMAT(S)

CX LETTER SIZE O MICROFILM

•GAL SIZE • COMPUTER TAPE

BOOK O FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

6 ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

& FILE DRAWER(S)
• MICROFILM REEL(S]
D COMPUTER TAPE(S)

NUMBER Q OTHER(spec1FY]

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

RGRSER" D COMPUTER TAPE(S)
O ofn-iFP( ̂ PFrirv)

II . FILE IS USED

Q DAILY H WEEKLY • MONTHLY

12 • FILE BECOMES INACTIVE AFTER
3 D MONTH(S) £ YEAR(S)

NUMBER _—

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

Motor Vehicle Administration
Room 224

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, SPECIFY AOENCY OR OFFICE)

0 YES Q NO DGS/MDOT

15. ACCESS RESTRICTIONS • YES R(NO
(IF YES, CITE LAB(S) A REOULATION(S)

16. AUDIT REQUIREMENTS -~«."»"\

• i-va^i
O NONE 5 STATE | D FEDERAL \,'Q...I NDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES. EXPLAIN
BRIEFLY AND DESCRIBE ANY HAnDBARE/SOFTWARE)

Q YES Cfc NO

1 8 .
\

\RECOMMENDED RETENTION .....

x ~: >,• • • - ;

Retain for (3)|years, transfer to Rec'prds
Management Center for (7) years, then|
destroy. ; ' vjj;;i_''..'-•—•* "*

«9. NAME AND TITLE OF PREPARER

Lucy Doelle
Administrative Aide

2 0 . TELEPHONE NUMBER

787-7894

2 I . DATE

7/16/92

D C S 5 5 0 - 4 ( R E V I S E D 2 / S 7 )



I f 4STPUCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

3B0-I )

I. DEFARTMENT/AGENCY

Motor Vehicle Admimstrai

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION Planning &
Facilities Development Division

AGENCY RECORDS INVENTORY

PAGE 2 OF

3. UNIT
Same as #2

DEFINITION-RECORD SERIES A GROUP OF RELATED RKCORDB NORMALLY PILED AND USED Al A UNIT FOR
REFERENCE AS WELL AS RETENTION AND O IMPOSITION PURPOSES •_

4. RECORD SERIES TITLE
DEEDS

5. EARLIEST YEAR/LATEST YEAR
1986 TO 1992

BRIEFLY DESCRIBE THE TYPES OF* INFORMATI ON/ DOCUMENTS/ PORtM FOUND
• . RECORD SERIES DESCRIPTION ( ̂ ^ ^ ^ . ^ ^ ^ „»„>** O» FUNCTION OF THE .Err.ES;

Documents of Department of Transportation/Motor Vehicle Administration
Property Ownership

7. RECORD SERIES FORMAT(S)

• LETTER SIZE Q MICROFILM

:GAL SIZE O COMPUTER TAPE

'BOUND BOOK O FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

• OTHER(SPECIFY)

RECORD SERIES SEQUENCE

8 ALPHABETICAL

• NUMERICAL

G CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER{SPECIFY)

B. VOLUME

3d FILE DRAWER(S)
• MICROFILM REEL(S]
O COMPUTER TAPE(S)

NUMBER Q oTHERjSPECIFY)

10. ANNUAL ACCUMULATION

• FILE DRAWER(S)
• MICROFILM REEL(S)

RTjRBETr D COMPUTER TAPE(S)
None Q ffrnFB('fiPFriFv|

1 1 ' FILE IS USED

XI DAILY • WEEKLY • MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

n MONTH(S) a YEAR(S)

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

Motor Vehicle Administration
Room 224

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, SPECIFY AOENCY OR OFFICE)
n Y E S £> N O .:i

15. ACCESS RESTRICTIONS • YES & NO
(IF YES, CITE LAW(S) A RBOULATION(s)

16. AUDIT REQUIREMENTS

XI NONE D STATE • FEDERAL n INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|F YES.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDBARE/SOFTWARE)

D YES g NO

18. RECOMMENDED RETENTION

Retain permanently . T^tysAf/^r/F

19. NAME AND TITLE OF

Lucy Doelle
Administrative Aide

PREPARER 2 0 . TELEPHONE NUMBER

787-7894

21 . DATE

7/16/92

DCS 550-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PR I NT A
SEPARATE FORM FOR EACH NEW OR
REVIBED RECORD* SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

SBO-I )

IT'DEFARTMENT/AGENCY

Motor Vehicle Administration

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION Planning &
Facilities Development Division

AGENCY RECORDS INVENTORY

PACE OF

3. UNIT
Same as #2

DEFINITION-RECORD SERIES-A OROUP OP RELATED RECORDS NORMALLY* PILKD AND USED AS A UNIT TOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION. ""'"'»'» —

4. RECORD SERIES TITLE

LEASES

8. EARLIEST YEAR/LATEST YEAR

1^86 TO i qq?

„ _ „ . _ _ r^~-r,.r~..~. .BRIKFLY DESCRIBE THE TYPES OP" INPORMATION/DOCUMENTS/PORKS POUND
,. RECORD SERIES DESCRIPTION ( ̂  ^ ^ ^ ^ ^ ^ ^ . . ^ r u N C T I O N O F T H K 8EFrtESJ

Leases, Board of Public Works (BPW) Item Numbers

7. RECORD SERIES FORMAT(S)

• LETTER SIZE ° MICROFILM

^^EGAL SIZE • COMFUTER TAPE

^^OUND BOOK O FLOPPY DISK

D AUDIO TAPE • VIDEO TAPE

• OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

B ALPHABETICAL

• NUMERICAL

D CHRONOLOGICAL

a GEOGRAPHICAL

• OTHER(SPECIFY)

9. VOLUME

)P FILE DRAWER( S)
• MICROFILM REEL(S)

1 • COMPUTER TAPE(S)
NUMBER Q OTHER ( spec FY)

10. ANNUAL ACCUMULATION

X) FILE DRAWER(S)

1 / 4 0 MICROFILM REEL(S;
hbUti&b a COMPUTER TAPE(S)

D QfrHFR(fiPFrlFY)

11 . FILE IS USED

• DAILY $ WEEKLY • MONTHLY

12. FILE BECOMES INACTIVE AFTER expir.date of
lease

new leased
NUMBERS

U MONTH(S()ReDla°e^EAR^

13. CURRENT LOCATION(S) (BLDG. ,FLOOR,ROOM)
Motor Vehicle Administration

Room 224

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IP YES, SPECIPY /.8EKCY OR OPPICE)

5 YES O NO Dept.of General Services

IS. ACCESS RESTRICTIONS • YES £ NO
(IP YES, CITE LAv(s) A RBOULATION(S)

16. AUDIT REQUIREMENTS

D NONE £ STATE ° ̂ DERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IP YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDBARe/ SOFTWARE )

O YES Q NO

18. RECOMMENDED RETENTION

Retain in office 10 years beyond lease
expiration date and then destroy

19. NAME AND TITLE OF pREPARER

Lucy Doelle
Administrative Aide

2 0 . TELEPHONE

787-7894

NUMBER 21 .DATE

7/16/92

DCS 5 5 0 - 4 (REVISED 2/87)



IfJSTRUCTIQMS••TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

350 -I )

I. DEPARTMENT/AGENCY

Motor Vehicle Administration

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION Plannmng &

Facilities Development Division

AGENCY RECORDS INVENTORY

PAGE OF

3. UNIT
Same as #2

DEFINITION-RECORD SERIES-A QROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS FELL AS RETENTION AND DISPOSITION '"»^"8" —

4. RECORD SERIES TITLE

BLUE PRINT FILE

8. EARLIEST YEAR/LATEST YEAR

|Qfin T O i qq?

BRIEFLY DESCRIBE THE TYPES OF* INFORMATION/DOCUMENTS/FORMS FOUND
.. RECORD SERIES DESCRIPTION | ̂  ^ s E R | E S | N C I _ U M ^ ^ ^ „ „„„/„» O F T H K „ „ „ ,

Plans/Blue Prints/Deeds of Department of Transportation/Motor Vehicle
Administration Property Ownership of current & past projects

7. RECORD SERIES FORMAT(S]

• LETTER SIZE ° MICROFILM

iGAL SIZE a COMPUTER TAPE

BOOK O FLOPPY DISK

• AUDIO TAPE 3 VIDEO TAPE

qCOTHER(SPECIFY)
2'6"x 3'6"

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

D CHRONOLOGICAL.

• GEOGRAPHICAL

• OTHER(SPECIFY)
By name

B. VOLUME

» FILE DRAWER(S)
• MICROFILM REEL(Sj
O COMPUTER TAPE(S)

N U M B E R • OTHER(SPECIFY), .
4 up,-nght

_LQ_

10. ANNUAL ACCUMULATION
£> FILE DRAWER(S)

2 • MICROFILM REEL(S)
hbUbW ° COMPUTER TAPE(S)

D ornFP(RPPriry)

II. FILE IS USED

£ DAILY O WEEKLY • MONTHLY

12. FILE BECOMES INACTIVE AFTER
n MONTH(S) O YEAR(S)

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

Motor Vehicle Administration
Room 224

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, SPECIFY /.OENCY OR OFF ice)

•p YES O N O Varies , ..,.- ••

IS. ACCESS RESTRICTIONS • YES ^ NO
(IF YES, CITE LAW(S) A RBOULATION(s)

16. AUDIT REQUIREMENTS'*-' "

XI NONE Q STATE D FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARC/SOFTWARE)

Q YES 5 NO

18. RECOMMENDED RETENTION

Retain until, reference ..value ceases and
then destroy . • ". :,

19. NAME AND TITLE OF PREPARER

Lucy Doelie
Administrative Aide

20. TELEPHONE NUMBER

787-7894

2 I. DATE

7/16/92

DCS 550-4 (REVISED 2/87)



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

580 -I )

I. DEFARTMENT/AGENCY

Motor Vehicle Administration

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION Planning &
Facilities Development Division

AGENCY RECORDS INVENTORY

PAGE OF

3. UNIT
Same as #2

DEFINITION-RECORD SERIES
A GROUP OP RELATED RECORDS NORMALLY1 PII-ED AND USED AS A UNIT FOR
REFERENCE AS »ELL AS RETENTION AND DISPOSITION PUHfOBEa :_

4. RECORD SERIES TITLE

QUARTERLY BUDGET UPDATES FOR MVA OFFICES

8. EARLIEST YEAR/LATEST YEAR

i Qfifi T O iqq?

0. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Consolidated Transportation Program (CTP)
State Transportation Report (SRT)
Comprehensive Work Schedule (CWS)

7. RECORD SERIES FORMAT(S)

CX LETTER SIZE • MICROFILM

:GAL SIZE O COMPUTER TAPE

"BOUND BOOK O FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

• OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABET1CAL

• NUMERICAL

J? CHRONOLOGICAL

• GEOGRAPHICAL

• OTHER{SPECIFY)

9. VOLUME

1/2
NUMBER

)P FILE DRAWER(S)
• MICROFILM REEL(S)
O COMPUTER TAPE(S )
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

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

NUUBETI a COMPUTER TAPE(S)
. D OTHFP(SPFrlFY)

II . FILE IS USED

• DAILY %WEEKLY • MONTHLY

12. FILE BECOMES INACTIVE AFTER
c D MONTH(S) Q YEAR(S)

NUMBER 1 .

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

Motor Vehicle Administration
Room 224

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(IF YES, SPECIFY AOENCY OR OFFICE)

8 YES a NO MDOT , — 1

15. ACCESS RESTRICTIONS D YES J? NO
(IF YES, CITE LAB(B) a> RBOULATION(S)

irrflEHvr-v.)^
16. AUDIT REQUIREMENTS^ • • »•-— \

O NONE (£ STATE • FEDERAL ° INDEPENDENT

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

a YES at NO

I 8 . RECOMMENDED*, RETENT ION (

Retain for 1(3):. years,.-transfer to
Records Management Center for (7) years,
then destroy.

19. NAME AND TITLE OF PREPARER
Lucy Doelle
Administrative Aide

20. TELEPHONE NUMBER

787-7894

21 . DATE

7/16/92

DCS 550-4 (REVISED 2/87;



I MSimtCT I QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES, FORWARD
WITH RECORDS RETENTION SCHEDULE

990-1 )

I. DEPARTMENT/AGENCY

Motor Vehicle Administration

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7279 WATERLOO ROAD
P.O. BOX 279

JESSUP. MARYLAND 207B4

2. DIVISION Planning S
Facilities Development Division

AGENCY RECORDS INVENTORY

PAGE

3. UNIT
Same as #2

DEFINITION-RECORD SERIES A GROUP OP RELATED RECORDS NORMALLY FILED AND USED Al A UNIT FOR
REFERENCE AS KELL A« RBTCHTIOW AND DISPOSITION WBMHEg '—

4. RECORD SERIES TITLE

GENERAL ADMINISTRATIVE FILE

9. EARLIEST YEAR/LATEST YEAR

1 QSfi ' TO 1 QQ-)

| «. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF" INFORMATION/DOCUMENTS/FORMS
•IN THE SERIES.

FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SBP1EB]

Correspondence, reports, memoranda, and miscellaneous materials which
reflect the routine operations of this office.

7. RECORD SERIES FORMAT(S)

Q<LETTER SIZE • MICROFILM

:GAL SIZE D COMPUTER TAPE

"BOUND BOOK • FLOPPY DISK

• AUDIO TAPE • VIDEO TAPE

• OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

ti ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

• OTHER(SPECIFY)

9. VOLUME

NUMBER

f? FILE DRAWER(S)
• MICROFILM REEL(SJ
• COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

5 FILE DRAWER(S)

1 • MICROFILM REEL(S;
NUMBER ° COMPUTER TAPE(S)

II. FILE IS USED

§? DAILY • WEEKLY • MONTHLY

XZ' FILE BECOMES INACTIVE AFTER

P MONTH(S) )P YEAR(S]

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

Motor Vehicle Administration
Room 224

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY /.OEKCY OR OFFICE)
g YES D NO varies

15. ACCESS RESTRICTIONS • YES QC NO
(IP YES, CITE LAW(s) * REGULATION!S)

16. AUDIT REQUIREMENTS . . j

•XNONE Q STATE O FEDERAL ° INDEPENDENT

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

a YES a NO

18. RECOMMENDED RETENTION

Retain for (3) years, then screen and
destroy all material not needed for conduct"
of business.

19. NAME AND TITLE OF PREPARER

Lucy Doelle
Administrative Aide

20. TELEPHONE NUMBER

787-7894

21. DATE

7/16/92

DCS S50-4 (REVISED 2/87)


