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GENERAL FILES

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. (The larger Programs
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

Retain permanently 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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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 the 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 bidder the base bid, alternatives,
days, and amount of bond or certified check.

Letter 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 fie)l, are;

Progress Meetings (Conference) Minutes
Field Engineer Reports
Inspection Reports
Correspondence (Project-related)
Memorandums
Etc.

•
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Short Form Contracts File

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

\Short-Form Contract
Change Order(s)
Specifications (with Addenda, if any)
Bid Proposals
Summary of Bids
Insurance Certificates
Correspondence and Memorandums
Work Reports

Photograph File

Contains photographs, provided by the contractor
of D.G.S. administered public improvements under
construction.

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 permanently Short-
Form Contract, Change Orders,
and Specifications (with
Addenda). Transfer
periodically to the
Maryland State Archives.
Retain all other records
for twenty^(20) years after
completion of project, then
destroy.

Retain until project is
completed, then destory.

Retain for three (3) years,
then destroy.

Retain permanently. Transfer
periodically to the Maryland
State Archives.

/
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General Correspondence —"Department, Agency
Institution

Correspondence of general nature not related
to a specific project, filed according to the
State Department; Agency, or Institution
involved. ' .

Affirmative Action Plans

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
meeting 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.

Retain for three (3)
years, then destroy.

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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DPRB Weekly Meeting Files

There is a separate file folder for each DPRB .
meeting. 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..

DPRB is the Department's means of implementing
authority delegated by the BPW to the
Department to approve certain contracts and
contract modifications (COMAR 21.02.01.04 B)

Capital Grant and Loan (CGL Agenda Items

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

Retain permanently.
Transfer periodically
to the Maryland State
Archives.

Retain for ten (10)
years, then destroy.
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DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD

. P . O . BOX Z7S . • . •;. '. :

JESSUP, MARYLAND 2 0 7 9 *

• AGENCY RECORDS INVENTORY

PACE or_3_

'epfrt
j-ARTWENT/AGENCY

De^Krtment-of General Services

Z. DIVISION : . ..:•

Contract Services

3 . UNIT

crriNlTICM-RECCRD SER1E3-A atrotJ* o r mcx_̂ TSB mceaitns Noiwmxj.Y FILXD AND u i n AX A UNIT ron
n n n x c z A* WKJ_L AX M.i«,frricw w n oigyqgiTTew rvw^nwrrg

X. RECORD SERIES TITUC
A/E (Architects/Engineers

5 . EARLIEST YEAR/LATEST YEAR

\<\f& TO W A

« . RECORD SE31ES DESCaiPTlCN fBItlK'rl-T D«*CRI««C TKC TTFrS Ol" IMFCimATTOH/DOeuiaeMTS/FOHVa r o w n
•IN fHE SERIES. , INOLUOK TMt PURPOSE OR rCWCTlCN OF TMK » E m c 3 ]

A case file containing documents and correspondence related to the program and design stages

of DGS administered construction projects.

7 . ZT-CZFB SEHIE3 rCRMATJS]

- LT. .i_rt s i s : C HicaoriLM

,X I-ZSAX. s i : s a caspuiEa TAPE

- 3C<JTCD BOOK C FLOPTTT D I S K

: ^PrciO TAPE C VIDEO TAPS

" CTHEH(S?«:clFr]

8 . RECORD SERIES SEQUENCE

^ A1_PHA£ETT ICAL

X. NI*EH1CAU

C OiRCNCUOGJCAl.

C CEOCRAPHICAI.

C CTHER(SPECirY)

1 . '/CLLME

X ^ U - S CRATEH(S)
^ C MICSCFILJ4 RSE! . (s ;

. IAJ C C=»fl=UTEP. TAPE ( S )
M ^ B M c CTKE*(SPEC:FT]

I 0 . ANNUM. ACZLMJUkT 1CN

X r i L E ERATEH(S)

KuSffi?5" a CCWPUTEH TAPE ( S )

riUE IS USED

J^CA1I_Y c WEEKLY C MCNTHI.Y

1 2 • FILE EECCNCS INACTT/E AFTER

J L C « ^ ( = 1 XTEARIS;

CZ-RREHT LOCATICN(S) ( E3UX.. . rLOCH . HCCM)
301 W. Preston Street
13th Floor, Room 1309

I-t. IS RECORD SEHIES DUPLICATED E1^EX1-ERE7

t i p *rrs, umzirv / .otwcr OK O I T I C S )

Q YE3 Xl<°

13. ACCESS RESTRICTICTS O YES X N O

I ir T M , CITX I_AW{«) a W O U L A T I O H ( I |

K . AUDIT REQUIREMENTS

O NONE X STATE C FEDERAL • INEEPErffiCNT

17 IS AN INDEX SYSTEM USED7 { | F Y H . S 7 U > I N
I S . RECOMMENCED RETENTION

- YES X NO
Retain permanently the Agreement and any
Extensions and Amendments to it. Retain
all other records for twenty (20) years
after completion of project, then destroy.

IftAXE AND TITLE Of PREPARER

orothy N. Niemeyer
20. TELEPHONE NUMBER

(410) 225-4222

2 1 . DATE

June 1, 1992

DCS 330-4 I REVI 2/87}



i<j.rnjr:Tir3vs--TrPE OR P R I N T A
:J»AHATE FORM FOR EACH NETS OR

r / l E E D RECORD S E R I E S . FORWARD

3CS S 3 0 - 1 J :•••'
. DQMeracnVASEricr
DepUffneno of General Services

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

. P . O . BOX 275 . • ' •.. '. \ '•.

JE3SUP, MARYLAND 2 0 7 9 4

2 . D I V I S I O N • • • • • • „ • ' • • ' "•!'':•'••'''^.'y^'-:~:.' '••

Contract Services' •' •

• AGENCY RE"CORDS~INVENTOKY \
t

••'••'." P A C E • ( ^ o r I
• . . " ^ ™ r -

t

3 . ' U N I T . ' • ' • ' • • " • • " . . • • ' ' • • • • • ' . • • j

T1NITICM-RECORO SERIE3-* a w O t J f * OP" MM-ATKD KSCOHOfl NOmULl.y FJLED AND VIZS AS A UHIT fCR
nxrKJtencx AM WKU. A * wg-ncw-rtoH AMP Dtat'ogiTteff p»r»i»<»^r^ ;__

RECORD SCRIES TITIJC

Construction File

3 . EARLIEST TEAR/LATEST "TEAR

.nyr TO m\
RECORD SCRIES DESCHIPT1CN

. »I»1KFT_T O n O t l K THE TTPKS OP" l«FORMATION/DOCy*«HTS/FOIO«l TOCNB

•1H THE SERIES. _ 1HCJ.UBK TMt NRFO8E C»l rCNCTICH OF THK XffTTtES)

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

and ends with completion of the project.

. K=:CCR3 SERIES FCR«AT( S ]

t-XTTER SIZE C MICROFILM

X<-ZCM. SIZE C CCKPUTER TAPE

- SC'-̂ D BOOK C FLOPPY DISK

-^^P° TAPE C VIDEO TAPS

OTHER(SPEC 1 FT J

8 . RECORD SERIES SEOJENCS

^(ALPHABETICAL

/^NIACRICAL

C CHRCNCLOGICAL

C GECCHAPHICAL

C CTHER(SPECIFY]

J . '/OLLXE

X . FILE CRATEH(S)

! 0 . A.*«UAL Arrr.WULAT I ON

5 ^ r i L E CRATE?t(S]

- MICROFILM RE3TL(S]
- C C W J I CLA TAPE ( S )

TILE IS USED

^CAILY C WEEKLY C MCMTHLY

I Z . FILE eECCNES INACTP/E AFTER

"5 c vcN-rvirsi X^EAR(s)
" ^ B E 3

C V«XTH(S]

12. CU-RREXT LOCATICN(S) ( E1_DG. .rLOCR.RCCM)
301 W. Preston Street

13th Floor, Room 1309

IX. IS RECORD SERIES DUPLICATED ELSE^Q-ESE7

kir "nca, i p e c i r r /.IKKCT on c w c r ]
O YE3 iCH°

13 . ACCESS RESTRICT1CWS C YES V NO

I " ' "res, ciTX L A W ( S } * FrxauLJkTTOH( s ]
I « . AUDIT RECUIREHENT3

C3 HCNS X S T A T E C FESERAL C INDEPE?OENT

17 I S AN I N D E X S Y S T E M U S E D 7 ( i r n > . S } 7 U I ! H

• CIWLY AKO D«ICHI»e AMY HA»DIARe/(Orr>AIDC)
I S . RECCt*d<DE2: RETENTION

C YES y NO Retain permanently Construction Agreement

and Change Orders. Retain all other

records for twenty (20) years after

completion of project, then destroy.

11 ^ M * £ AND TITLE OF PREPARER

Dorothy N. Niemeyer

20. TELEPHONE NUMBER

(410) 225^4222

2 1 . DATE

June 1, 1992

DCS 330-4 IREV I 2/87]



•J.rrrycTlr̂ S- -TYPE OR PRINT A
PALATE FORM FOR EACH NET OR
rVIEED RECORD SERIES. FORXARD
TH RECORDS RETENTION
x=s. s'so-t ] "

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S VA.7CKl.CO RCAO
. P.O. BCX 273 . • • •.• '.'.:

MARYLAND 20794

AGENCY RECORDS "INVENTORY

PACE £--±
/ACENCT

Depŝ TmenC of.-General Services
2. DIVISION

Contract Services

3 . UNIT

TINITICN-RECSRO SERIES-* atrOtJ* O r "**-ATWI KCOROI NamUU.11 FlLXn AMD URD AS A UNIT FOR
t AM •WKU. AJ HmMTtew AWn Blg^OglTiew nrmwnnint • _

RECORD SERIES TITLE
Short Form contracts

EARLIEST TEAR/LATEST YEAR

\W\ TO 1 1 ^

RECORD SEHIES DESCRIPTION imn%KrX-r BMCTIBK TWt TTf«fl OP" I«l^ltUAT!ON/&OCa»*CNT3/FOR»ni POCND
•tH 'THE SERIES. , IHCLUOS THX PUItPQSE O« rCNCTJCtl Of THC SEfrtES]

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
Change Order(s)
Specifications (with Addenda, if any)
Bid Proposals
Summary of Bids
Insurance Certificates
Correspondence and Memorandums

Work Reports

. KCCK3 SERIES FORMAT! S)

i£ LETTER SirE C UlCSTlUi

= L-ZGAl. SI^S C cOffUTE? TAPE

= BC'JND BOCK C FLCPPT DJSK

•^^° TAPE C VIDEO TAPE

CTHEH(SPECIFY]

8. RECORD SEHIES SEQUENCE

£( ALPHABET ICA1.

^NL*CRICAl.

C CHRCNCI.OGICAI,

C CECCRAPHICA1.

C CTHER(SPECIFY]

1 . VCLIXE
^FIL Z CRAIEH(S)

/ n MIC?CFII_H fsn.(s]
C CCMPUTEH TAPE ( S )

c CT!-ER(spEc:rr

! 0 . AT44UAI. ACCLWUUkT I ON

P ^ ' t - S CRA*EH(S1
<. C HICSCFILM REE1.(S;

huUA^H C C=+fl=«JTER TAPE( S )
C >ynjca)i.^«.r'ry'

1 .
rics: is USED

Ĵ CAIUY = TCXWL.Y C MCrrTHLT

I Z . EE COMES INACTIVE AFTER
C MCfiTH(S) ^ T E A R I S ]

C=JRRE>fT LOCATION! S] (EUDC. .rLOCR.ROOM]
301 W. Preston Street
13th Floor, Room 1309

I .* . I S RECORD SERIES CL.TT. ICATE3 EI-SSTH-ESE?

fcir rrs. iptcirr /.awer on cmcz}
Q TE3 >^NO

I S . ACCESS RESTRICTIONS O YES ^ N O

[ i r "nca, C J T X L A » { » J a meaui_ikT J on ( s )

I S . AUDIT REQUIREMENTS

D NCNS ^ STATE C FZSERAL ° INCEPENCCXT

i r IS AN INDEX SYSTEM USED7 ( i r Y K S . K Z ^ J I I M
• rrlSI'LY *KD DHCKIIE AMV HAROaAXe/lOmA*

C YES K NO

IS. RECC»*«?<DED RETENTION

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

i •>

uoro

AND TITLE OF PREPARER

brothy N. Niemeyer
2 0 . TELEPHONE NUMBER

(410) 225-4222
2 1 . DATE

.June 1, 1992.

DCS 350-4 I REVISED 2 / 8 7 )



;is rmjcT 1 cr<s - - T Y P E OR P R I N T A

".PflJRATE. FORM FOR EACH NET OR
JEV1GZD RECQFO SERIES. FORXARD

ITH RECORDS RETENTION S O E B U U
DCS S30-!]

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7Z7S 1ATERLOO ROAD
. p.o. B O X 27S . • ; •;.

JESSUP, MARYLAND 2079*

• AGENCY RECORDS INVENTORY

PACE _±=r_l

De

/ACENCT
lent of General Services

2 . D I V I S I O N •"• .-.-•

Contract Service's
3 . UNIT.

"riNITlCN-HECORD SERIES-* a m s u ^ o r "SLATKn W « R D « NORMAU-Y r i u r s ANO u«en AX A UHIT ron
latniasncT AM »gi-t. A« wrmrriow AMP DiaF«gTTTef« F<fflPfi!iir^

RECORD SERIES TITLE

Photograph File

RECORD SEH1ES DESCRIFT1CN {•' l l icirl-r nraea iK THK -rrrra o f iMraw*AT!ON/Doca»«MT3/Ft3m« ro»«n
•1H THE SERIES. _ IHC1.UDK THX rUltl»aac OK TT3HCT1CH OF THC BKJrtEXT

Contains photographs, provided by the contractor, of DGS administered public

improvements under contruction.

". FKCCRO SEHIE3 rORVtAT(S)

= LETTER SIZE C MICHCT1LM

- LZCAJL S i r s C C=aO=UTEH TAPE

2 BCJsCD SOCK C FLOPPY DISK

^IO TAPE C VIDEO TAPE

^ CT>iER( SPECIFY]

8 . RECORD SERIES SECXJENCS

X Al-PHAEET 1CAL

X . NUMERICAL

C OiPCNCLOG ICAL.

C CECCTJAPHI CAL

C OTHER(SPECIFY]

» . •'/CLUWE

n FILE CPATEH(S)
C MICHCFILM RSTL(S]
C CCMPUTE3 TAPE ( S )

t^ta/viJb hit'f^g KlSu,
10 . ANNUAL ACCLWULJCICN

C FILE CRATER(S]
I C MICROFILM KEEL(S

huU^itk C COMPUTER TAPE( S )

t 1 . FILE IS USE3
C CA1LY C WEEKLY .MCNTHLI

\Z. FILE EECONSS INACTIVE AFTER

ETTE^T CfcC^(3) KrEARtS]

l i . CJRREHT LCCATICN(S) { ELZ« . . FLOOR . ROCK )
301 W. Preston Street
13th Floor, Room 1309

IX. IS RECORD SERIES CUPLICATE3

kir T « « M c i r r /.arxcr on arrics.]
Q YE3 X.NO

13. ACCESS RESTRICTIONS C YES !KNC
III" TTCS, C1TX ! - * » ( • ] » W*tJUtJ».T T OM { S )

I « . AUDIT RECUIREWE>fr3

a NCNK E S T A T E C FEZERAL n inn£PE>ccE?rr

17 IS AN 1NCEX SYSTEM USED7 ( |w -ru.s^tjtlN

• rJKT'l-Y AKD DKICH1BC AMY KAHQIARC/SOrntAKS )

C YES X NO

1 8 . RECC»*CNEED RETENTION

Retain until project is completed,

then destroy.

1 A i U C AND TITLE OF PREPARER

Dorothy N. Niemeyer

10 . TELEPHONE NUMBER

(410) 225-4222

2 1 . DATE

June 1, 1992

DCS 330-4 [REVISED 2/87]



•j HTVCT 1 C3VS - -TYPE OR PRINT A

P/VBATE FORM FOR EACH NET OR

=T/IESD RECORD S E R I E S . FORWARD

TH RECORDS RETENTION S Q d X I U

>CS 830-t J

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
. P.O. BOX 273 . • •. ' ':

JESSUP, MARYLJWD 20794

AGENCY RECORDS INVENTORY

PAG2 £-s-
r/AS£NCt

DeJ^Btmeat of.General Servic
2. DIVISION

Contract Services

a. UNIT

:F I NIT I ON-RECORD SER1E3-A ai*ou»» or BCLATKD nccoRoa Nom«Ai_i_y FT LTD AND UXJTO M A UNIT ro*
HM.rt.nz3iCX AM wglU- A» K m o r n e w w o DiawigTTtew yrrw^bwr-* •__

RECORD SERIES TITLZ

Payroll Records

3 . EARLIEST TEAR/LATEST YEAR

/ f f l TO | g ^

RECORD SERIES DESCRIPTION J « 1 1 C ^ T BMCaiBK TKK TTlMeS or- INKBrtTION/DOCai-MTS/MMni ro«HB
•1H THE SERIES. . 1NC1.UQS TMK PUWO8E OJI rONCTtOH o r THK SKR1C3]

.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).

. FKC3RO SERIES rCRMAT[S]

C LZTTER SIZE C MIC3CTILM

^SLSCAl, SIZE C C=MJ=UTE3 TAPE

= BZiJND SOCK C FLCF-PY DISK

|O TAPS C YICEO TAPE

"• c-n-EH(s?>sciFr]

8 . RECORD SERIES SEQLENCS

% AI_PHAJ3ETICAi.

V NU*EHJCA1.

C O-iRCNCLOG I CAU

C CECCTZAPHICA1.

C CTHER(SPECIFY]

J . VCLLKE

X
Si

FILE DRAIEH(S)
O MICaCFILW REX^(S]
C CCWPUTER TAPE ( S )
E CTKER(SPEC:rrj

10 . Af«LJki. ACtTLWUUATICN
X^riLE DRA»ER(S1

^ C MICSCFILX REE^(S]
wJiXCk ° COMPUTER TAPE(S)

. '. . rii_z is USED
C CA1LT - WEEKLY XMCNTH1.-5

1Z. F1I.E EECONES INACTT/E AFTER

v5 C VENTH(S) )^YEAR(S]
HL1MHER

U . CZJRREKT LCCATICN(S) ( EI_DC. . rLOCR. RCCW )
301 W. Preston Street
13th Floor, Room 1309

I X . I S RECORD SERIES CLTT. ICATE3 EI_SETTI-£RET

fc:r rev »«cirr r.axmrr on ernes)
Q YE3 ^ N O

1 3 . ACCESS RESTRICTIONS - YES ^ C N °
[ ir TTTC3, C1TX L A » ( « ) » R«atn_AT 1 ON ( S )

I S . AUDIT REOUIREWEKT3

D NCNS ) ^ STATE Q FS3ERA1. C INEEPE?tDCKT

I T I S AN INOEX SrSTEM U S S 3 7 [ I F n i . U T W I M

•rlKKUT AKD DCICnilE A«T HAHDIARC/SOrTWARX]

C YES ^ ( ^NO

1 8 . RECO»*C?a;ED RETEKTICN

Retain for three (3) years, then destroy.

1 'J^fcfOrfE

^^oro

AND TITLE OF PREFAREH

orothy N. Niemeyer

2 0 . TELEPHONE NUMBER

(410) 225-4222
2 ! . DATE

June 1, 1992

DCS 330-4 (REVISES 2/87]



:i-j rrryCT 1 r~is - -TYPE OR PS INT A

rTVVRATZ FORM FOR EACH NET OR

EVIEE3 RECORD S E R I E S . FCRXARD

ITH RECORDS RETEJfTlCN SCHEDULE

D<=S 3 3 0 - ! )

DEFARTME3-CT OF CENERAL SEJT/1CE3

RECORDS MANAGEMENT D I V I S I O N

7173 TUV.TEra.OO ROAD
. P . O . BOX 273 • • '. '.

JESSUP, MARYLAND 2 9 7 9 4

AGENCY RECORDS INVENTORY

PACE -L°r_±
. DCFAKIVE»fr/AEE?«CT

Defi^BmenC of ..General Service

2 - D I V I S I O N ••:;. ...

Contract Services

3. UNIT

CriNITl CM-RECORD SERIES-A awuF or w w T a n ftxcartoa NOIOUUJ.I' rturn w o uxzs AX A UNIT r e*
racrgjqgorg A» ygi-Z- A* na.Lxtrnart AXO a m ^ g t T t e w yrwi»o*>T •_

RECORD SEH1ES 7ITLZ
DGS Agendas to the Board of Public Works (BPW)

3 . EARLIEST TEAR/LATEST TEAR

RECORD SEHiES CESCHIPT1CN . ai»iiin.Y c z s c r t x a x TMC
•1H THE SEHIES.

TTTX3 Or IM!"=RMAT7Of</DCC-J*"=?lT3/JrORU3 rCHJ«n

'There is a separate file folder for each BPW meeting 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.

srcroFs: S E H I E 3 ro«VAT;sj

- '—ZTTEH SIZE - MlC=O-riI_U

y\'~zcj^. s i r s = C=IS="JTE7»

- Hc-rii: 3OCK - FLCP^T Z:SK

|O TAPE = VTDES TAPS

5 . RECCRS SEJJ1ES SEOL

- AUPHASETICAL.

^ ( C-J?CC4C1.O<= 1 CAi.

= C=EOC?tAPM I CAI_

= CTHEP-ISPECI?^]

> . VCLLJrfE

" FILX =RATEP.(S]
- WIC?5OFI1_U REZI-(S;
- c=*(F"_-rxH TA?^: ; s ;

M ~ B " = cr-HEH(s^c:Fr;

: 3 . ACTUAL i<—m- I T ; CM

I

= M1CTJCF1LM R E E ^ ( S ]

- OOMF»J : clr< TAPE; S )

- MCT*THL.r

U . F1I_T 2ECOSE3 INACTI'/E AFTSH

= VCMTH(S) i^YEAR(S]
>l'»6gs

: ; . CL-RRE>rr LCCAT:CN(S) ( =i.oc. .rLscH.pscx)
301 W. Preston Street

13th Floor, Room 1309

1 1 . ACCXS3 SE3TH1CTICNS = YZr >S^NC
( l̂ 1 TX3 . CITT LA»( I ) » «0«JkTtOM(l |

I T . I S AN lr<CEX SYSTEM U S E S ? ( i r • n t i . t w w i H

• rlCTLT A)C WIWI8C AJ<T HA»OIAIte/ SOrTIAnC )

C YES $( NC

I 1 A ^ < Af«3 TITLE Cr PREPAREH

Dorothy N. Niemeyer

i

!X. IS RECCRC SEHIES Cl-T^ ICATTT ELSE'SHE^E ? ',
t i r TT3, s^cci»nr /.oE>fc-r on c i ' r j c r j j
C YE3 X N C ' j

I S . AUrtT RECUIREHENT3

c NCNE ^ S T A T E c FEZESAi. c ir<nEPE?a2e?rr i

i a . REco»*CMr:E2 RETENT l ON J

Retain for ten; (10)̂  xears, then' destroy. '•

\ , •"

ZO . TEL^2=HCr«E NtJMHEH

(410) 225-4222

2 1 . 1JATE ._ _ , • •. .-.' ' ' V J . . •'
t r- / , •.•-.-• '-

June 1, 1992

DCS 330-4 (REVISES 2/87]



ri<jrpvcncr)s--TYPS c« PRINT A

HPA^ATE FORM FOR EACH NOT OR

ET/1ES3 RECORD SERIES. rCRXAHD

ITH RECORDS RETENTION SO-EDUUS

OCS 3 3 0 - ! ]

. DCFARTKENT/AEENC7

De^ktraent of General Service

CEFARTMETTT OF CEHERAL. S E H V 1 G 3

RECORDS MANAGEMENT DIVISION

7 2 7 3 -KATEm.00 ROAD

. P . O . B3X 2 7 3 . • •. ' ' .

JESSUP, MARYLAND 2 0 7 » *

2 - D I V I S I O N " • • • • ; • • . . ' - " " \ " ' ' • • ' . • • • • " . " ' ' •

Contract Services

AGENCY RECORDS "INVENTORY

•••"• P A C E ( o r 1

3 . U N I T . ' • • • • • • • ' . . • • ' • " • • . •

CP-INITICN-RECCRO SERIES-
A ametiw aw focuiTso K X C O R S S N o m u u j . y j r i i x i AMB UXZS A S A U N I T rcjt

JOL* t..M3tCC A* Wgl-X. A* BCTRfTieW m B PUPOBITICW PTTWy?gfrT

RECORD SEH1E3 TITUE

DPRB Weekly Meeting Files

RECORD SE3UES CE3CHIPT1CN I**1*™ = « = " « ™H TTfM Ol- !»rc««T!OH/BOC-J«<T3/W«B TONC

IN T«E SERIES. INCZ.UOK T W C wiRPcac «»t rcwc-riw* OF TMK *KJncsi

There is a separate file folder for each DPRB meetrng. 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^CORO SERIES rCRVAT'iS]

X ^ ' - ' ^ SIZZ C HlC?>Ori!_M

- LZCJU. SIZZ. C C=WF»JTEa TAPE

= 3CJNZ: 3COC = FLCPTT C t SK

^ k l C TAPE = YICEO TAPE

CT7-EK( s?^c:rr;

8 . RECCRO SEHIES

C AÎ =V!ABET I CAi.

E NL*tHlCAl_

X CHRCNCI.C-G 1 CAI.

= GEOGFEAPH1 CAI.

C CTHEH(SPEC:rY]

». '/CL^KH:

: 3 . M~cnm. Arrr WI.-L_<.T ; CM

X ^ s r ; LX A B A T E S ( s ]

j I - MICTKFIL-H REZ^(S)

I C^STHT = COfrT -̂.Tr."' TAPE; S )

I

Fll_=: 2ECCNSS INACTI'/E AFTS.^ ̂ ^ H ^ XIS UST3

CA:I_T XTCSK-Y MCNTVO."S

1 2 .

-^MBE?

CZJRREXT LOCATICN(Si ( EI^C . . r>_OCH . RDCM )

301 W. Preston Street

13th Floor, Room 1309

IX. IS RECTRO SEHIE3 CUPt. ICATT3 El^E-St^HET

t:r I T S , irtsirr /.aoc-r OK erfic:)

C TE3 ̂ ".NC

i J . ACCESS RESTRICTIONS C YES |^yN<3

( <̂ " TC3 , CJTT LA»{ X ) * *«ain_lkTl ON { » ]

1 7 . IS AN 1NCEX STSTE34 L=

• rrJin't.T AKS cxxci t l i

3' (IF -nti.sz^tjdM

C YES x-
18. RECCf^^T^nES (i.L'fTICN

Retain permanently as these are the only

complete and official records of the

DPRB's activities.

11

^Rro
ANI3 TITUE Of PREPARER

rothy N. Niemeyer

20 . TEI_EPHCNE NfJUBEJl

(410) 225-4222

2 ! . CAT

June 1, 1992

CCS 330-4 {REVISED 2/87)



:: i-j. rrnjCT I ryJ5 - -TtTZ OR PS INT A
Ẑ TP/VHATS FORM FOR EACH NET OR
IEVIEZ3 RECORD SERIES. FCRKARO
HTH RECORDS RETEHTICN SOa=HII.K
(DCS 3 3 0 - I J '

DEPARTMENT OF CHNERJU. SERVICES
RECORDS MANAGEMENT DIVISION

7273 «AXEjnLDO ROAD
. P . O . BOX 273 . • • ' ' .

JESSUP, MARYLAND 2 0 7 9 4

AGENCY RECORDS INVENTORY

PACE ilorj_
1 . DCT-ARTKEirr/ACEHCT

D^^rtment of..General Service

2 . D I V I S I O N •'"•'/ . • / - • • •

Contract Services

3. UNIT

:.<:?• IN IT ICH-RECORD SERIE3-A amup or ncî &TKO w n n o i NoimAj_i_Y riucn AMO UXJCS M A UNIT rcn

-t . RECORD SEH1E3 TTTUE

Capital Grant and Loan (CGL) Agenda Items

3 . EAJZLJEST "TEAR/LATEST TEAR

ifl£fc_ TO

. RECORD SEHIES DESCS1PT1CN (
a " l r : i ^ r M « = " « ™* -T^**3 °»" l«i^««ATIOH/BOCai»ITS/«M«B TOHO
•1H T«E SERIES. INC1.UOK T M K ruiw»aaE o*« roMCTiw* or THK SKR-IESI

Each CGL folder contains a copy of all Agenda items and supporting information

related to procurements supported by a specific' grant or loan.

' . ttOZTZZ SZH1E3 rCRUATIS)

~ LZ. .^.-i s i r s c Mic=c-rii_y

P^ZCJ^. s i r s - c=w?»jTEa TAPE

- Z-C'-ND 3CCK - FI-C*>«r 31 £K

|IO TAPS - YIEtO TAPS

rSH( s?^:c:F-r]

RECORD SXHIES

^^AL-^ViABETr I CAI.

C NL7.CHICA1.

c C-3?CPK:L.O<: i CAI.

= CECC?IAP»-U CAi.

= CTHEH(S?>EC:Fr)

1 . VCLIXE

i\^FII_£ ORAIES(S)
= WIC=CFILJ^ S E T _ ! S |
= COMP«JTEH TAPE ( S J

! 0 . AW<UAI. ACnWULATlCN

A^TIT-Z. CHATEP.(S)
lljj C MICTJCFILM REZ:-(S]

TAPE;S)

- CAiur - TE^:-c_r /^\McrrrHi.T

• .2. CJRRE>fr LOCATICN(Si ( ELJDC. . rUOCR . ROCW )
301 W. Preston Street
13th Floor, Room 1309

I I . ACCX33 RESTRICTIONS C TZS " ^ f*C

( i f r r a . C J T X L>.»( » ) a ir«auT_^TJOM{ > )

I T . IS AN INDEX STSTTU USES7 ( , r T T X . U 7 ^ I N

C YES X ^ N C

I 1 A W C AND TITLE cr PREPAREH

^ ^ r o t h y N. Niemeyer

' - • FlI-E, SECONDS INACTl-yE AFTER 1

3 - MCNTHrSl V Y E A R ( S 1 j

!
\JL. IS RECORD SEH1E3 CUTT. ICATED E2_SE3hESET J

frxr -res. i « = i f T Aocitrr on e r n e s ) j
a TE3 ^N*3 j

I« . At3IT REOJIREWE>rr3

Q NCME ^ \ STATS C FE=EHA1. C I NCE7»E?<ne><T j

1 8 . RECCh*«ENDES RETEKT1CN ;

Retain for ten (10) years, then destroy. '•

20 . TELXPHCWC NUMBER

(410) 225-4222
2 I . OATE

June 1,1992

DCS 330-4 (REVISES 2/87)



: ,• is rmjcT i i y s - -TYPE OR P R I N T A
STPAflATE FORM FOR EACH NETT OR
RET/IEED RECORD SERIES. FORXARO
'fllTH RECORDS RETENTION SCHEDULE
(DCS BSO-I ] '•"''•

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7S WATERLOO ROAD
. P . O . BOX 273 •.•- •: ;.. '. '.:

MARYUWD Z 0 7 9 4 . '

AGENCY RECORDS INVENTORY f

PACE >4-».-£••

•
•AR7VENT/ACENCY

rtraent of .General Service

D I V I S I O N ' '"• . ..•.."•••

Contract Services
a. UNIT

crFiNlTlCN-HECORD S E R I E S - * amotJ* o r K**-ATKIJ KMHW NORMALLY FILED AND unca AS A UNIT row
MCyETtgHOC A» W g U . A» WKTTOCTtOW AMU n lgFOBTTTOH >»tnt>»*»«trjT ; _

4 . RECORD SERIES TITLE

Affirmative Action Plans

5. RECORD SERIES DESCRIPT1CN (•*I1"r l-r D " r a ' « THK TTtTKa OF" lHM»«T!OH/BO«weiT»/WM« IWND
•tH THE SERIES. , INC1.UOK TKK KIRPOSE OK FUHCT1OH or THC i s n c s ]

Prior to the award of a State contract, a firm must have on file with the Hoard 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.

: . FKCCRO SZHIES FCfiVAT( S ]

- LET7SR S i r E C HICTJCriLM

^ C L_ECAI_ s i r s c c=ia=»rrEH TAPE

= 2C'_ND SOCK C PT-CPTTf DISK

: ^ ^ 3 I O TAPE C VIDEO TAPS

~ OTHER(SPECIFY]

a . RECSRD SERIES SECXJENCS

X.-W-PHASET 1CAL

C NL*CH1CAL

C O-IRCMCLOGtCAL

C CEOCHAPHICAL

C CTHER(SPECIFY)

1. VOLLHE

X F ' I - E CRATEH(S]
^ Q MICRCFILH R E n _ ( S )

° S ~ C=»^=UTE3 TAPE ( S )
N U 1 " " C CTKER(SPECIFY]

t o . Af*<UAL ACCLMJLATICN Vy^UxwC

C TILE CHA*ER(sr
C MICROFILM REE1.(S]

KuSr2X ° COMPUTER TAPE(S]

r
TILS IS LScD

^ C A I L Y C WEEKLY C MONTHLY

1 2 . FILE EECOVCS INACTIVE AFTER

C MCNTH(S] C YEAR(S]
HUMBER

X U//1
t - . C'RREKT LOCATICN(S] ( ELOC . . FLOOR . ROCM ]

301 W.Preston Street
13th Floor, Room 1309

I X . I S RECORD SERIES CV-T>L1CATED ELSESHERC?

t IP t r s , i^tcimr /.aoieT on o r r i o s ]
Q YE3 t^NO

I S . ACCESS RESTRICTIONS C YES W l .
[ ir m , CJTX L A » ( » J a n a u L A T i o n d )

NO I ( . AUDIT RECXIIREMENTS

a NCNK ) ^ STATE Q FESERAL O INCEPENXSeNT

IT IS AN INDEX SrSTEM USED7 [if Y M . V 7 U « I N

CYES X NO

18. RECC»*«?<EED RETENTION- • •— '

Retain Permanently

t* A: I

I^BiAXC AND TITLE OF PREPARCR

Dorothy N. Niemeyer

10. TELEPHONE NUMBER

(410) 225-4222

. ' • t , . . » _•

2t. DATE '"

June 1, 1992

DCS 330*4 IREV I 2/87}


