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GENERAL FILES
1 A/E (Architects / Engineers) File

A case file containing documents and correspondence
related to the program and design stages of D.G.S.
(Department of General Services) administered
construction projects. Some important documents in
this file are:

Standard Form of Agreement with A/E - legal
contract between the State of Maryland and the A/E.

Extension(s) to Agreement
Amendment (s) to Agreement

Agency Program (approved) - the original narrative
plan for the project as conceived by the User
Agency. Once approved, the program becomes part
of the A/E contract documents.
are maintained in the Specifications File).

GPSSB 20 (Price Proposal) - document consisting of
total and itemized prices to be charged by the A/E
for the project. Submitted by A/E during bidding
process to the General Professional Services
Selection Board for projects with an A/E fee of
$100,000 or more

or

(The larger Programs

Retain permabently the
Agreement and any
Extensions and Amend-
ments to it. Transfer
periodically to the
Maryland State Archives.
Retain all other records
for twenty (20) years
after completion of
project, then destroy.
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Na. o : Description Retention 3
Letter Proposal - form letter listing the prices :
-of the A/E's services for each of the five :
design stages of a project. Submitted by A/E to
D.G.S. for design projects with A/E fee of less
than $25,000. :
Other records maintained in this file are: '
Conference Minutes
A/E Appointment Requests
Monthly Progress Schedules ¥
Cost Estimate Worksheets
Fire Marshall Report ,
Tabulations of Area - Volume - Efficiency
Project Description Sheets
.Correspondence (project-related)
Memorandums
Etc.
Construction File

A case file consisting of documents and correspon-
dence related to the construction state of a
D.G.S. administered project, which begins with

.the bidding on the construction contract and
"ends with completion of the project. Some

important documents maintained in this file are:

Construction Agreement - official contract
executed between the State of Maryland and the
contractor.

Change Order(s) - document which sets forth
the reason, the cost and the authorization .
for a change in the contract documents.

Performance Bond — a bond executed between the
State of Maryland and the contractor which
insures that the project will be completed by
the bonding company if, for whatever reason,
the contractor can not do so.

(CONTINUED)

Retain permanently Construction

Agreement and Change Orders.

Transfer periodically to

the Maryland State Archives.
Retain all other records for
twenty (20) years after
completion of project,

then destroy.
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Payment Bond - a bond executed between the

State of Maryland and thé contractor which insures
that the sub—contractors will be paid by the
bonding company if, for whatever reason, the
contractor cannot make these payments.

Insurance Certificates - insurance coverage taken
out by the contractor for purposes of unemployment
compensation, liability (bodily injury and’ -
property damage), and builder's risk.

Bid Proposals - that form of the Contract
Documents which sets forth the lump sum cost of
each division or combination of divisions of
the Work, the alternates (if any) and the unit
prices (if any) as called for. A bid proposal
from each firm participating in the bidding is
included in this file. :

Tabulation of the Bids - a form indicating the
bid opening date and time, the signatures of
individuals who conducted the bid opening, job
number, institution, and job description. It
shows for each bigder the base bid, alternatives,
days, and amount of bond or certified check.

Letper of Authorization to Begin Work - sets
date from which the time it takes the contractor

" to complete the project is calculated.

other records included in this fi®l, are:

Progress Meetings (Conference) Minutes
Field Engineer Reports

Inspection Reports

Correspondence (Project-related)
Memorandums

Etc. ‘
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3 Short Form Contracts File %
Case file for D.G.S. administered construction Retain permanently Short-
projects which will cost approximately $50,000 Form Contract, Change Orders,
or less. Each project file usually includes and Specifications (with
the following records: : Addenda). Transfer
periodically to the ’ :
Short-Form Contract - Maryland State Archives.
Change Order(s) Retain all other records
Specifications (with Addenda, if any) for twenty3;(20) years after
Bid Proposals completion of project, then
Summary of Bids destroy.
Insurance Certificates
Correspondence and Memorandums
Work Reports
4 Photograph File
Contains photographs, provided by the contractor Retain until project is
of D.G.S. administered public improvements under completed, then destory.
construction. '
5

Administrative/General Correspondence File

Arranged by subject, containing correspondence,

brochures, directives, reports, etc. pertaining

- to the various functions of the Department of

General Services. Most of the correspondence
consists of copies of reports maintained in the
files of the Secretary of the Department and
his Office Directors.

Contract Card File

3 x 5 index cards arranged according to State
institution and under the institution
alphabetically by contractor. This file enables
quick retrieval of information as to which
contractors performed specific projects in the
past.

Retain for three (3) years,
then destroy.

Retain permanently. Transfer
periodically to the Maryland
State Archives.
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Prior to the award of a State contract, a firm
must have on file with the board of Public
Works through the Department of General Services
an approved Affirmative Action Plan which
conforms to Section 10 of the DGS General
Conditions and Article 3 of the Governor's
Executive order dated July 9, 1976. Contract
Services Office of DGS is currently maintaining
this file of Affirmative Action Plans for the
Board of Public Works.

Payroll Records

For_all State funded projects administered by
DGS over $500,000, the contractor is obligated

+ | by Article 100 of the Annotated Code of

Maryland to submit one copy of his payroll
records to the Department of General Services.
Federal regulations also require the contractor
to send the payroll records for all projects
wholly or partially funded by the federal
government to the public contracting agency
(DGS).

)

DGS Agendas to the Board of Public Works (BPW)

There is a separate file folder for each BPW
méeting at which DGS submitted an Action

Agenda.” Each file contains copies of DGS

Agenda items, a follow-up summary of actions
taken by the BPW, correspondence related to

the contract awards and associated certifications
of fund availability.

bumm- M 1A RECORDS RETEXTION AND DISPOSAL SCHEDULE sc1TpyLe
REV. 2773 (CONTINUATION SHEET) : Na. 1484
PAGE
o NG, 5 of .6
. Item . é
No. o Description Retention 3
i
4‘7f General Correspondence —‘Department, Agency
B Institution
Correspondence of.general nature not related Retain for three (3) -
to a specific project, filed according to the. years, then destroy.
State Department; Agency, or Institution :
involved. ’
° 8 Affirmative Action Plans F

[

Retain for five (5)
years, then destroy.

Retain for three (3)
years, then destroy.

Retain for ten (10)
years, then destroy.
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i
11 | DPRB Weekly Meeting Files :
There is a separate file folder for each DPRB . Retain permanently.
meeting. The file includes an Agenda item for Transfer periodically s
each procurement considered, a summary of to the Maryland State
actions taken by the DPRB and-correspondence Archives.
related to the contract awards.. .
DPRB is the Department's means of implemenfing
authority delegated by the BPW to the .
Department to approve certain contracts and ¥
contract modifications (COMAR 21.02.01.04 B)
12 | Capital Grant and Loan (CGL Agenda Items

AECORDS RETENTION AND DISPOSAL SCHEDULE sci1IDuULE

Each CGL folder contains a copy of all Agenda
items and supporting information related to
procurements supported by a specific grant or
loan.

Retain for ten (10)
" years, then destroy.
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1. ARTMENT | AGENCY 2. DIViSion

DeP®rtment-of General Services Contract Services '

.»rryrruﬂ~s--7+;i‘oa PRINT A DEFARTMENT OF GENERAL SERYICES NP BE e o

"“.PARI\TE FORM FOR EACH NEY OR RECORRDS MANAGEMENT DIVISICON AGCNCY RECDRDS INVE ]R ;
T/ 1£€D RECORD SERIES. FORWARD 7273 WATERLOO ROAD

A1TH RECORDS RETENTICH SCHEDULE - . P.O. BOX 278 -0 | PA .T , or EI E

(ccs 330-1) JESSUP, MARYLAND 20794, | - .. < — : :

g

t

!

SEFINITICN -RECSRD ERXES-A GROUP CF RELATED RECORDS NORMALLY FILXID AND USED A’ A U?l!? ror
REFERENCY AS WELL AT RETENTION AND DISPOSITION PURPIOAEY
4. RECSRC SERIES TITLE ’ : ’

- 5. EARLIEST YEAR/LATEST YEAR :
A/E (Architects/Engineers !ﬂﬁﬁ 1o lﬂﬂé
N Do =
§. RECORD SERIES DESCRIPTION (MMIETLY DESCRIZX THm TYPEs or 1 FORMATION [ DOCUMENTS | FORMS FOUND :
4N THE SERIES. INCLUDK THE PURPOSE CR FUNCTICN OF THE xxr1zx] H

A case file contalnlng documents and correspondence related to the program and design stages
of DGS administered construction projects.

7. RICSRD STRIES T(S) 8. RECSRD SERIES STOUENCE ). VCLLME
LETTEIR SIz= C MICROFILM X AaLpraEETICAL ' X FIL= cRATER(S)
. C MicRcFILM ==L (S]]
XL st € cooUTER TAPE XNU«ERXCM. . 5 T CoMPUTER ‘n?c(s')
NUMBER SPe
ND Boo C rLoceey Dlis< C oronvcLoGiCAL, . c CTHER( ciFY)
‘iiLx Tapz C T c
o TAPT VICEQ TAPS GECCRAPHICAL (0. ANNUAL ACDMULATICN
T oTrER(SPECIFY) C CTHER(SPECIFY) X FILE CRAYER(S]
) ~ C MICRCFILK EEZL(S)
lﬂghm#Nﬁﬁunﬁk Lgiﬁg%'c CoMPUTER TAPE(S)

C ~meooltepertert

FiLE IS LSED 1z. Fits BECSMES INACTIVE AFTER
CAILY C wemxey C MoNTHLY C meNTH(S) X YEAR(S)
X , e i
12. CURRENT LOCATION(S] (ELDG.,rLocR.ROCHM) 14. 1S RECTRD SERIES CUPLICATED ELSEWMHERET

%g%thlgg$St§gogtf§8§ . tir Y3, sreciry raEvcY or orFicz)
' C ves ‘>(HO

1S . ACCESS RESTRICTIONS Cyes Xno

16§. AUDIT REQIIREMENTS
{ir yes, c17x Law(s) & wxguraTiON{ 8]

0 nonx )(:szxrz C FECERAL O INCEPENCENT

17. 1S AN INCEX SYSTEM USEDTY {1» Yxs.2yPLAIN

18. RECTMMENCED RETENTION
SEIEFLY ANG CEKECRIRE ANY MARDEWARE/ SOFTRARK ) .

o Y;s ')( NO ’ : . Retain permanently the Agreement and a?y
Extensions and Amendments to it. Retain
all other records for twenty (20) years
after completion of project, then destroy.

—iIEHAME AMND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
orothy N, Niemeyer (410) 225-4222 ' June 1, 1992

DGS SS0-4 (REVISED 2/87)




15 TPUET160NS - - TYPE OR PRINT A
CPARATE FORM FOR EACH NEY QR
"/ |EED RECORD SERIES. FORWARD
{TH RECORDS RETENTION SCHEDULLD -
bGsS 330-1) 7 '

P.O.

'DEFARTMENT OF GENERAL SERYVICES
RECORDS MANAGEMENT DIVISICON
7275 WATERLOO RGAD

BCX 278 - . L
" JESSUP, MARYLAND 20794,

- AGENCY RECORDS IRVENTORY {

2.

. :lelETuExT/AséNcr A '
Dep ent ofﬁgéneral Services

pIvisien i
Contract Services’

".'-fv':‘PAGE.'" A or l o

3. T

- INITICN -RECORD SRIB.A GROUP OF RELATED RECORDS NORMALLY FILXD
REFENENCE AS WELI AN RETENTION AND DISPoOs

AND USED AS A UNIT FeRr
1TION PiumPoars

. RECORD SERIES TITLE

Construction File

5. EARLIEST YEAR/LATEST YEAR

1989~ 14942,

PRPPUPEIIUR SRR T PYY SR LY Y

. RECORD SERIES DESCRIPTICN |
4N THE SERIES.

and ends with completion of the project.

BRIXFLY DEXCRIBE THE TYPES OF IHNMT!ON/DOCMTS/YOM PFOUND

" INCLUDE THE PURPOSE OR FUNCTICM OF THK xxz1txl

A case file consisting of documents and correspondence related to the construction ‘Stages
of a DGS administered project, which begins with the bidding on the construction contract

—etm e e

REZCCRD STRIES FORMAT(S ) 8. RECSRD SERIES SZOUENCS 1. VCLLMWE
S LZTTER SIZE C MICROFILM X arrvasTiCAL R FILE CRAYER(S]
) », C MICRCFILM P==L{S)
Wiscan siz= € caguter TarE X ramerICaL 35 ¢ COMPUTER TAPS(S)
. " RCHBER - -
Z 2oirD BPook C FLOPETY DlisK C cHrRoNCLCGICAL, - CTFER(SFPECIFY]
o wapc C 5 TAPT c '
.4I'k APE YICES TAPS CCCCRAPHICAL 10. ASNUAL AC=MULATION
¥ CTHER(SPECIFY) © C CTHER(SPECIFY] Y FILE CRAYER(S)
) T MICRCFILM RE=L(S)
[\lgb‘lugmlc RURRZR C CoMPUTER TAPT(S)
C ~rentecpertce!
‘s oriLe 1S useEp 12. FlLE BECCMES INACTIVE AFTER
CAILY C wemay C MoNTHLY C »NTH(S) )(YE*R(S)
§< 1518921:1:0: 08
2. CURRENT LOCATICN(S| (EBLDG.,FLICR., ROCM| 14. 1S RECSRD SERIES CUPLICATED ELSEWMHERE?

301 W. Preston Street
13th Floor, Room 1309

ti1» yEs, sreEcirY samxeT Or cPFicE)
g yes Jno

13 . ACCESS RESTRICTIONS C YeS )(r«:
{1r yes, ci1Tx taw(s) & rxauraTion(s)

18,

AlLDIT PEQUIREMENTS

O N WSTATE C remgral O INCEPENDENT

IS AN INDCEX SYSTEM USED? (1@ YRS .Z7PLAIN

C YES )(No

BEIEPLY ANKD OKICRINE ANY MARDEARE/ SOFTYARK )

18.

RECTHMMENTCED RETENTICN

Retain permanently Construction Agreement
and Change Orders. Retain all other

- records for twenty (20) years after

completion of project, then destroy.

AMD TITLE OF PREPARER
Dorothy N. Niemeyer

20.

TELEPHONE NUMEER

(410) 225-4222

21. DATE
June 1, 1992

OGS 3$350-4 (REVISED 2/87)




S IMUETIGNS - -TYPE OR PRINT A | DEFARTMENT OF GENERAL SERVICES CAAENAY BEFADS G T M T
[PARATE FORM FOR EACH NE¥ OR RECORDS MANAGEMENT DIVISICN AGENCY RECORDS INVENTORY
/| XD RECORD SERIES. FORWARD 7273 WATERLOO ROAD . e

TH RECORDS RETENTION SCHEDULE - P.O. BOX 278 - o, o« PAGE 3 ﬂ

bes, 530-1) © - JESSUP, MARYLAND 2079%&. |- - .. —_—r.

- DTQ“/W | zemrvasian TS DTERTO g a0

DepaPtment of.-General Services Contract Services =~ o

- IN1T1CHN - RECORD ERIESOA AROUPr QF RELATED RECOROS NORMALLY IFILED ANMD UKSED A’ A URIT ronr
REFEAFNCEY, AZ YELL AS RETENTION AND OISPOSITION PURPOIEY

. . .

. RECORC SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR
Short Form contracts C : lﬂﬂl TO lﬁﬂa

. RECORD STRIES CESCRIPTION (IRIIFLY DEXCRIBE THE TYPXZ CF INFCRMATION/COCUMENTI/FORME FOUND A
4N THE SERIES. . JNCLUDK THE PURPOSE CR FUNCTICM OF THEK Py

Case file for DGS administered construction projects which will cost approximately
$50,000 or less. Each project file usually includes the following records:

Short-Form Contract Work Reports
Change Order(s)

Specifications (with Addenda, if any)

Bid Proposals

Summary of Bids

"Insurance Certificates

Correspondence and Memorandums

ATCCRD SERIES FORMAT(S) 8. RECCRD SERIES STQUENCE 3. VCLLME

#(L:TT;R SIZE C MIcRerILM X aLraeeT1CAL : KFiLs crarER(S)

_ . /7 C MICCFILM F==1(S)

T Lscar SIT= G COMPUTER TAPE Xrericar J C coMPUTER TAPE(S)
© RueBE® .

I c@ Book C FLOPPY DlsK C cHRONGLOGICAL, . F crER(sPECIFY]

iii‘l'b TAPE C YICED TAPS C GZCGRAPHICAL

10. ANNUAL ACTIMULATICN
O CTHER(SPESCIFY) C CTHER(SPECIFY) b(foz CRAYER(S |

C MicerFIlX ==L (s
Aloha | N Vi ::ié;s-c CoMPUTER TAPE(S)

C rmieol acoermr o

k.

YiLZ 1S USED 12. pp BECTMES [INACTIVE AFTER
Xeairy S wemely C mMoNTHLY C meNTH(S) XYEAR(S)
2. CURRENT LOCATICN(S) (BELDC.,rLocR, ROCK) 14. 1S RECTRD SERIES CUPLICATED ELSCYHERE?
301 W. Preston Street tir yes, sreEciry samvcy or crricz)
. . A n
13th Floor, Room 1309 g yes ‘><ﬁ°
15. ACCESS RESTRICTIONS c YeS XNO 16. AUDIT REQUIREMENTS
{tr yez, ci1Tx LAw{3) & mmguraTiOon(s]
\ O nonx X STATE G rFesEraL O INCEPENDENT
\

12. 1S AN INCEX SYSTEM USEDT (1 YRS.27PLAIN

18. RECTMMENCED PETENTICN
BRIEFLY AND DKICRIBE ANY MARONARE/ SOFTRARK )

.

Retain permenently Short-Form Contract,
c YEs b( ne Change orders, and Specifications (with.
Addenda). Retain all other records for"
twenty (20) years after completion of
project, then destroy.

19 AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE ' !
orothy N. Niemeyer (410) 225-4222 ' tJune 1, 1992, ... oivd
: N A o

FERT
* e -

bES 330-4 (REVISED 2/87)




”aTPyFTIQNS--TYPE OR PRINT A
ELPARATE FORM FOR EACH NE¥Y OR
EVIEED RECORD SERIES. FORYARD

DGS 330-1)

{TH RECORDS mxm SCOEDULR -

DEFARTMENT OF GENERAL SERVICES ™

RECORDS MANAGIMENT DiVISICN
7273 WATERLCO RCAD

P.C.

© JESSUP, MARYLAND 20794,

b ————————

AGCNCY RECORDS INVENTCORY

BOX 278 - . ¢ L.

P;u:z 4 or 0[

. /AczNcY . :
Demf General Serv1ces

2. DIVISICON )
Contract Serv1ces

3. T e

EEFINITICN-RECORD STRIES. A GROUP OF RELATED RXCORDS NORMALLY FI1LXD AND USED AS A UNIT FOCR

oo §ACLALE G P IAEMILA LS § i I]

4. RECORD SERIES TITLE
Photograph File

RXFERTNCY, A% YELL AS RETENTION AND DISPROS|TICON PURFONIN hd

S . EARLIEST YEAR/LAT?S YEAR

1489w _{19A

4N THE SERIES.

BRIK EXCRIRE THE TYP orF INMPFORUA ON /DOCUMENTS /FOmts FOCMN
6. RECORD SERIES DESCRIPTION | FLY D x3 TIoN/ A B
INCLUDE THE PURPCSE CR FUNCTICNM OF THEK

m=ry Z!}

dontains photographs, provided by the contractor, of DGS administered public
improvements under contruction. ’

~4

. RECSRO SCRIES FORMAT(S)
LETTER SIZE C MIicRorilx
S LEcAL Si= G cowWpPuUTER TAPE

BN Boo C FrLopey DisK

::‘I’lc TAPE C viceEo TAPS

8. RECSRD SZRIES SCOUENCE
X aLruaEETICAL
X raenican
C cmrancLCGliCcAL

~

o CECCRAPHICAL

9. VCLLME
C FILE CRAYER(S)
C MIcFILM R==1.(S)
C comMPUTER TAPE(S)

- NUHRER X cTHER(SPECIFY]
E y e s

c Y;S )( NG

BRIEYLY AKD DKECRIBE AMNY HARDIAR:/ !OP‘FIAR‘)

10. ANNUAL ACTUMULATION
T CTrER(SPECIFY) C CTHER(SPECIFY) C FILE CRAYER(S)
Y « ( ‘ : ) C MICRCFILX R==L|S)
843 1 5ﬁ1‘~ﬁu€du*$ vaview ROOZR C CoMPUTER TAPE(S)
Sizes) C ~rirglesermtev
1. piie 1S5 used 12. FlLs BEECTHMES INACTIVE AFTER
C calLy C wemay X Moy C WeNTH(S) YEAR(S]
12. CURRENT LOCATICN(S)] {ELDC..rlccor.Roca) 14. 1S RECTRD SERIES CUPLICATED ELSEWMrETE?
301 W. Preston Street tir Y&3, sreciFYy sarvcy or crricz)
13th Floor, Room 1309 g veEs ﬁ(nc
13. ACCESS RESTRICTIONS cyes 2Kne 16. ALDIT REGUIREMENTS
(1P yes, c17x Law({s) & rEguLaTION(=x]
O noNE )(Qnu:z C rFecERAL 0O INCEPENDENT
17. 1S AN INCEX SYSTBEM USED7? .
Lir yes. moreatn 18. RECTMMENCED RETENT ION

Retain until project is completed,
then destroy.

1 AND TITLE OF PREPARER

Dorothy N. Niemeyer

20. TELEPHCONE NUMEBER

(410) 225-4222

Z1. DATE

June 1, 1992

DCS 330-4 (REVISED 2/87)




EVICED RECORD SERIES. FO

DCS 53501

rr*ur"rtgr_( --TYPe OR PRINT A
fPrkRI\TE FORM FOR EACH NEXY OR

[T RECORDS RETENTICN SCHEDULE -

'BEFARTMENT OF GENERAL SERYICES
RECTRDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.C. BOX 278 - . ..
- JESSUP, MARYLAND 20794A

REARD

AGENCY RECORDS INVENTORY

borf[

'ﬂi" PAGZ

. |Ac=ncY
Dﬁtment 6_1_5__ General

2. pIvisiew i

Service Contract Services'’

:.’uuzrf‘”"

cFINITICHN -RECSRD SERIES-A AROUP OF RXLATED RECORDS NOMMALLY FILXD

REFERENCE A% XELI AN RETENTION ANDO DISPFOS

AND USEZ AS A UNIT FOR
ITION FumPaAFrSY

. RECORD SERIES TITLE

Payroll Records

5. EARLIEST YEAR/LATEST YEAR

. RECORD SERI1ES DESCRIPT

payroll records to

1o
(m THE SERIES.

. For all State funded projects administered by DGS over $500,000,
obligated by Article 100 of the Annotated Code of Maryland to submit one copy of his

the Department of General Seérvices.

ERIXNFLY CEXECRIBE THK TYPEKI OF XNFOMT!ON{DOCM?S,NM rouUuMD
INCLUDE THE PURPOSE OR FUNCTICN OF THX IBP‘TZS)

the contractor is

Federal regulations also
require the contractor to send the payroll records for all projects wholly or

partially funded by the federal government to the public contracting agency (DGS).

R=CORD S<RIES FORMAT(S

~
-

}(LECAL sSiz= C cupPuTER

Z 2XunD BccK G FLCPYY ¢

-—

T CTHER(SPECIFY)

LETTER SI= T MIcriILNX

A‘I’C’T}Pﬂ C VICES TAPS

) 8. RECTRD SERIES SECUENCE

). VCLLME
)( - FILE CRAYER(S]
. 2 MICROFILM REZL(S)
TaPE )(rnmsaxch A e COMPUTER TAPE(S)
_NLMBER .
L=< c Locieat T CTHER(SPECIFY)
c
C=oEAPHICAL 10. AMNUAL ACTMULATION

C CTHER({SPECIFY)

A leb_q‘ l&'g VALY IC.

X FILE CRAYER(S]
C MICRCFILM REZL(S)
C CoHMPUTER TAPE(S)

e

C ~eolcoertewr)

1.

FlLE (S USED

C calLY

-
[

WEEIC.Y

: 1z,
MCNTHLY
)< RUREER

FILE BECSMES
C moNTH(S )

INACTIVE AFTER
YEAR(S)

11. CURRENT LSCATICN(S] |

PUSp— PEESS SR e )

C YES ‘E‘\Nc

R I EFLY AKD DEXCRIRE ANY MARDBARE/ SOFTWARK )

Retain for

three (3) years, then destroy.

19

orothy N. Niemeyer

AND TITLE OF PHEPARER

20. TELEPHONE NUMEER

(410) 225-4222

21!. RBATE

June 1, 1992

DCS 330-4 {REYVISED 2/87)

BoG. ,FLOCR , ROCH ) 14. 1S RECTRD SERIES CUPL[GATED ELSEWMHERE?
301 W. Preston Street tir vy IPECIPY raENCT OR CPFICT)
13th Floor, Room 1309 a ves NG
13 . ACCESS RESTRICTICNS C yes )K&«: 16. AUDIT RECUIREMENTS
{tr yes, citx Law(s) & mxauraTiON( =) '
g NoE )(strz Q rFEsgrAL. C INCEPENDENT :
17. IS AN INCEX SYSTEM LS=D7 cm i
(ir e AN 18. RECTMMENCED RETENTICN ;




18 rryET 168 - - TYPE OR PRINT A
PARATE FORM FCR EACH NEY OR
[~/ 1 GZD RECCRD SERIES. FORWARD

ITH RECCRCS RETENTICNH SCOEDULXR -

P.C.
DGCS 330-1}

'CEFARTMENT GF CENERAL
RECTRDS MANAGEMENT DIVISICN
273 WATERLOO ROAD ,

BX 278 - -
" JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

SERVICES

".'PAE __é_ or ﬁ_

. DEFARTMENT [ASINCY
De;.ments of General Service

—

2. DIvisicd

Contract Services

PRRAT 1oL JA

SFINITICH-AECCRE SERIES-

A QROUP QF RXLATED RECTROS

REFERENCE AKX YEILL AN RETINTION AND BiISPas

‘NOMMALLY FILEXD AND UXED AZ A UNIT For

ITICH PURPAREX .

. RECCRD SR TITLx ) ) ’

DGS Agendas to the Board of Pub11c Works (BPW)

3. EAFL’LI&. TEAR/LATEST YEAR

1806 w {99

MM FHE SERIES,

Action Agenda.
of actions taken by the BPW,

AN 1T cxICItax T 3 OF IMFCRMUMATION /CCOCIMNTY /FCrmus  prouNM
. RECTRD SERIES TESCRIPTICN | i ' R ! / / o

INCLUDE TME PURFOSE OR FUNCTICM OF THK 3zmTry)

‘There is a separate file folder for each BPW meeting at which DGS submitted an
' Each file contains copies of DGS Agenda items, a follow-up summary

correspondence related to the contract awards and
associated certifications of fund availability.

. TECTRD STRIES FORMAT!S 8. RECTRD SERIES SEolTNCs . VCLLWE
T LETTER SI== T uMicEriLud T ALPuAEETICAL = FILE ZRAYEA(S)
] : MICRSFILK REZL(S])
)( ZZal SiT= T eSSUTER TAPE C NIMERICAL ! : CoMPUTER TAPE! S !
! ACHBEN - [
T 2T 2ok DOFLoPTY Tlsk )(ca LCGICAL i - STEER(SFTCIFY] l
[} .
TAPE T /ILET TAPT ot SCRAPH I CAL -
‘I'D _ | = ! | 13- AMNUAL ACTMULAT ION i
T cTrER{SPEsiFTY ‘ T cTHER(SPECIFY) l . X riLs CRAYER(S]
‘ l/ Z MICRSFILM REZL(S|
.. m Z CIMPUTER TAPE(S) !
| | e cea® =185 Aokl
L - !
Yctor1z 15 sen 12. FlLz 2ETSMES INACTIVE AFTER !
2 sy = oy v = ey | 2 wenTH(S YEAR(S '
== MONTHL. . (s] < (sl ?
. |
1. CURFENT ULICATIAN(S) (=oc.  FLoCR . RO ) {4. 1S RECTRT SERIES CUPLICATES ELSEMrErRET !
301 W. Preston Street t1r yes, srecirY raever on crricz) i
13th Floor, Room 1309 C yes X 5o i
13, ACTESS RESTRICTIONS T Yy :anc 18, ALTIT ZAEUIRENTS

(tr yes, c17x taw({x] & mxcutarion(s)

C nNnoE )(surz C Fe=zrmAL C INCEP=NDENT

-
‘.

- IS AN INCEX STSTEHK USES?T (19 Yes.2YPrLA DM

BRIIIEZFLY ART CEXICRIBE ANT HARBIAR:/ BQF-.'IAR‘)

C yes Xuc

18, RECTMENLET PEraNT ICN

.. - N
. -

Ve T

Retain for ten:(10) ‘years, théﬁ'aestréy.

12 MME AND TITLE CF PREPARER

20.

Dorothy N. Niemeyer

TELEPHONE NUMEER 21. BaTE R L

(410) 225-4222
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OGS 330-1)

1% TPUET10NS - - TYPE GR PRINT A

DEFARTMENT OF CENERAL SERYICES

JESSUP, MARYLAND 20794 .

- . ~ . - . | LTIy
Y 1 C2D RECCRDO SERIES. FURSARD 7273 YATERLOQO ROADR )
{TH RECORCS RETENTICH STHEDULE - . P.C. BOX 278 - - ’ 

. DEFARTMENT [AGZNCY
tment of General Service

2. DIVISIcCN

Contract Services

"5fnpacz-__:1_cr<_:1;_ B

3.

T

CFINITICHN-RECSRD SRIES-A AROUP OF RXIATID RECORDOS NOMMALLY FILIXD

RAEFENXTNCE AX WEIL AN

AMD UXIXD AZI A UNIT Fcr
RETENTION AND DIIPROS]ITICH PURFQIES

. RECCRD SERIES TITLX
DPRB Weekly Meeting Files

3.

EARLIEST YEAR/LATEST YEAR
i To

-

RECTSRD SERIES DESCRIPTICN

There is a separate file folder for each DPRB meeting.

4N HE SERIES,

INIEXFLYT CXECRIBX THE TYPE3 OF IHPCMT!OH/:OC'JIZHTSITOM PFOUND

INCLUDE THE PURPCEE CR FUNCTICM GF THX zxz1t31

The file includes an Agenda

item for each procurement considered, a summary of actions taken by the DPRB and
correspondence related to the contract awards.

.S 3. RECTRD SERIES S =NCT 3.

VCLILWE

301 W. Preston Street
13th Floor, Room 1309

C ves ><:Nc

tir Yyex, areciry sarvey om crwicz)

LZTTTR SIT= C Miceril C ALPUABETICAL %FFILE SRAYER(S]
A Z MICRDFILM REZL(S] |
S LZzan S1D= C cogeoTER Tars S NERICAL \3 T CoMPUTER TAPELS) )
- HLmBER ~ CTr=TR!SPT oI !
T 2TLAND 2ocK S FLoPTY TSk )(c& LoGlican : - CTERAISATLIAY {
! i
z S TAPE T YILEZ TaAPS T c=caraPpHlcan i !
‘I'f ficE = = ! {13, ANMUAL ACT MULATICN :
T CTAER!{SPECIFY! C CTHER(SPEZIFY] ;E<FILZ CEAYER(S] !
’ | C MICRSFILM RE=.(S) 2
. : ! SOTR?T - CSHPUTIR TAPT!S) ;
I . a et et o !
‘torFlLT 1S usZD 12 pFlL= BEZTMES INACTIVE AFTZR ,Tévuulﬂﬁﬂi: ;
T zalLy < remay C MoNTHLY o oS - TEAALS, 1K¢65f“‘2- i

1I. CURRENT LOCATICN(S] (EBLDC. ,FLICR, POCM| 14. 1S RECIRT SZRIES CUPLICATTD CLSEYRERE?

1.

ACTEES RESTRICTIONS C yes NC

(17 ye3, c17x tam{3) & mxgutaTiON(x

C nam X sTATE

18. ALTDIT RPEUIPENTS

C Fz—zRrAL C IMCTPDEENT

to.

IS AN INCEX SYSTEM USEST (1r yes .20 PtLALM

18. RECTOMWWENCES RPETOOION
BRIKFLY AKDS CKICRIBE ANT MARCEARE, 3CPFTYARK )

2 YES }¥<pc

Retain permanently as these are the only
complete and official records of the
DPRB's activities.
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CEFARTMENT OF CZNERAL SERVICES
RECTRDS MANAGEMENT DIVISICN
7273 YATERLCO ROQAD

AGENCY RECORDS INVENTORY

D tment of_General Service

Contract Services

P.C. BOX 273 - - ¢ L pace g/ or f]\
oGS 330-1) - JESSUP, MARYLAND 20794 L PAE .
1. ce:rm/m 2. DIVISICN s

EURRE Y30 SR

CEFINITICH -RRECCSRD SERIES-

A arour

REFENENCEZ AX YELL A% RETENT

CF RELATED RECIORDOE NORMALLY FILxD

AND UZED AS A UNIT PR

1OM AND DISPos]TICN PURRQRES

4.

RECORT SERIES TITLX

Capital Grant and Loan (CGL) Agenda Items

3. EARLIEST YEAR/LATEST YEAR

iﬂ&m (194

3.

RECCRD SERIES CESCRIPTICN |

4N THE SERIES.

Each CGL folder contains a copy of all Agenda
related to procurements supported by a specifi

ARIXMLY CIICRIBX THE TIrrxxs oF XNP‘OR&IATION/:'OCMTS/NM FOUND

INCLUDE THE PURPGSE GCR FUNCTICM CF THK xxz1i31

items -and supporting information
c’ grant or loan.

!
RECCRD SERIES

{tr yz3, ci17x Law(s] & mxguiavion(x)

C v X STATE C Fecgman © INCEPEMNDENT

1
FORMAT! S | 8. PECTRD SERIES SSOUENCE Y. VCLLME |
2 L=zTTER Si== C MIccrilu XAL?HAE‘.‘XCAL )_(Hu SRAYER(S]
| _ Z MICRCFILM AE=L(S]
x:m SIZ= T comTER TAPE C N2ERICaL T coMPUTER TAPE!S ) )
\ RUSBER . .
Z a2k S FLOPTY Sis< i Z cRoNCLCGliCcAL ‘ = CTFER(SPECIFY]
= 10 TAPE T YILES TAPTS ! Z c=ocmAPHIicaL
’ ! ! 10. AMNUAL ACTIMULATION
T CTHER(SPEDIFY) 'n' T cTHER(SPEZIFY) FILE CRAYER(S]
i ’/ C MiceFILX RE=2(S)
i
; I C CoHPUTER TAPES!(S)
| ol e o R el ) !
- i
T oriLT 1S USES 1= Fx‘?vaxm INACTIVE AFTER E
S zaiLy T ey era_? = pMH(S) X’rzm(s] i
SUREEE ?
. !
1. CORREMT LOCATICN(S| (ELoc..riochR. o) 14. 1S RECTRED SERIES CUPLICATED ELSEWMFERET '
301 W. Preston Street tir ye3, srecirr saever on crricz) i
13th Floor, Room 1309 g YES NG ;
1T. ACZSEISS A=STRICTIONS T YEs NC 16. ALSIT RESUIRSENTS

17

IS AN INCEX STSTEM U=SST7T (19 yxs.27PLALlN

BRIEFPLYTY AKD DXICRIiRE ANT H.ARCIARZ/ SOmAR‘]

C yes Xuc

18.

RECTWMMEDNLED RETZNTION

Retain for ten (10) years, then destroy.
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Contract Sefvices -
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REFERINCY AX WELL AN

' D USXED A UNI? rFoRr
CEF INITICHN -RECORD mlz‘s-k GROUP COF RXLATED RECORDS NORMALLY WFILXD AN AS T

RETENTION AND DISPAgITION mmraa!:x

4. RECORD SERIES TITLE ) . ’

Affirmative Action Plans

5. EAFE..!EF YEAR/LATE&' YEAR
TO

4N THE SERIES.

Prior to the award of a State contract,

Governor's Executive Order dated July 9,

Works.

23 CF INFORMATION/DOCUMENTS /FORMS FOUND
§. RECORD SERIES DESCRIPTION (®7!%7LY DEXCRIRE THk Tyres / ik

a firm must have on file with the Board of
Public Works through the Department of General Services an

Plan which conforms to Section 10 of the DGS .Gerieral Conditions and Article 3 of the
1976. )
currently malntaxnlng this file of Affirmative Action Plans for the Board of Public

INCLUDK THE PURPOZE OR FUNCTIOM OF THE :xz1is)

approved Affirmative Action

Contract Services office of DGS is
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‘)(LECAL Si1zx C cgTER TAPE
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2 rm ook C FlLoeey Dlisk
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NUMBER £ cTHER(SPECIFY)
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13th Floor, Room 1309
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