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Item
No. Description Retention

ACADEMIC PROGRAM FILES
Records relating to programs either
proposed by System institutions or
adopted by the BOR.

ACCOUNTING RECORDS
This series includes all standard State
accounting forms as well as other
accounting media which provide
supporting data for the special and
general accounting records.

The following accounting records are
those maintained by the University of
Maryland System Administration.

A. Special Accounting Records
Books of Final Entry
General Ledgers

B. Budget and Fiscal Planning Records

Budget Estimates
Budget Schedule Amendment
Materials and Supplies Physical
Inventory and Building Inventory
Report of Fixed Assets
Report of Materials and Supplies
Request for Position Action

Office of Record
to retain
permanently on,
microfilm in *UMSA
Archives.

*If UMSA archives
are not availabe,
material will be
transferred to
State archives for
storage.

Office of Record
to retain
permanently on
microfilm in UMSA %r
archives.

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

*UNTrT. AT.T, ATTD]
STAT? qETATITO nOPTMENTS. THREE YEARS FOR NON-MONETAlRY FEDERAL RELATED
DOCUIENTS. THREE YEARS FOR MONETARY FEDFWAT. PRTATTgr
$25.

DOCUMENTS UNDER
)00. AND 6 YEARS 3 MONTHS FOR MONETARY FEDERAL DELATED DOCUMENTS OVER

S25. )00.

Vice
Chancellor
for General
^Eninistratibn

Scha*U Au*»«*t««W

JUL 3 0
St— Antil*«»

L . MYERS, VICE CHANCELLOR, FOR GENERAL ADMINISTRATION
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D.

E.

RECORDS RETENTION ANO DISPOSAL SCHEDULE
(CONTINUATION IMBKT)

Description

Payroll Accountina 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 Accountina 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

HO. 1440

'*« 2 of 14
NO.

|
Retention j

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.

i

i
i
i

1

OS • l*J
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Description Retention

H.

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.

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. >n O/ASA
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3.

4.

5.

6.

4

RECORDS RETENTION ANO DISPOSAL SCHEDULE
(CONTINUATION S M K T )

Description

ADVISORY COUNCIL FILES
Councils and other bodies which serve an
advisory capacity to the UMSA such as
Chancellor's Council and Academic Affairs
Advisory Council. These files consist of
original of minutes and related records
of the proceedings, and reports.

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.

JCHlRtJll

NO. 1440

:r 4 of 14

Retention

Office of Record
will periodically
microfilm minutes,
policy items and
other historical
material for
permanent
retention in UMSA %•
archives.

Office of Record
to microfilm
records prior to
April 5, 1989 for
permanent
retention in UMSA -&
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
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7 .

8 .

9 .

1 0 .

DATA PROCESSING-PROGRAM LIBRARY
This series includes documentation for
computer programs used in System
Information Management Examples include
flow charts, narratives, machine
requirements, reports, descriptions,
distribution lists, operating
instructions, contracts and supporting
correspondence.

DONOR fGIFTl FILES
These are records which show name, date,
amount, receipt and account number, and
related data (including gift envelope and
receipt), on all gifts donated to the
System by friends, alumni, corporations,
associations, or foundations.

ENDOWMENT FUND RECORDS
Ledgers, journals, vouchers, bank
statements, reports to the Regents and
dividend reports which document endowment
fund transactions.

GENERAL FILES
A. (Alpha, Subjectr Administrative and

Chronological Correspondence)
Maintained by all departments of
System Administration, these files
contain internal and external,
original incoming and copies of
outgoing correspondence, reports,
memoranda, statistics, proposed
programs, minutes, policy and
procedure statements and substantive
data concerning the operation of the

be kept in the UMSA 2t
archives in hard copy
form. BOR/BOT files in
offices other than the
Office of Record may be
destroyed when no longer
needed.

Retain for that
period of time for
which the computer
program remains in
use, then destroy.

Retain gift
envelope until
audit is complete,
then destroy.
Remaining material
having historical
value to be
microfilmed by
Office of Record
for permanent
retention in UMSA )tr
archives

Retain permanently
on microfilm,
deposit in UMSA }£-
archives.

Office of Record
for permanent
retention in UMSA ^
archives. Screen
annually and
destroy that
material for
which no further
reference is
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B. Special Project 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.

GRANTS/CONTRACTS
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.

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
to detroy.
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1 2 . HUMAN RESOURCES RECORDS

A.

B.

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

Grievance Material: All materials
associated with official grievances.

D.

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

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

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

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

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#-
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 example,
advertisements,
committee
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13. MIDDLE STATES ASSOCIATION/SOUTHERN
REGIONAL EDUCATION BOARD, OTHER
ACCREDITING AGENCIES
Official reports and related materials of
accrediting agencies concerning UMSA
institutions and programs.

PLANT RECORDS/BUILDING/PROPERTY PROJECT
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.

B. 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.

recommendations
and voting and top
candidate resumes)
on microfilm for
permanent
retention in UMSA-#
archives.

Office of Record
to microfilm all
reports or
correspondence of
historical value
for permanent
retention in UMSA %•
archives.

Retain for (2)
years after
completion of
project, then
Office of Record
to microfilm for
permanent
retention in UMSA -$r
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 UMSA *%-
archives.
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RECOROS RETENTIOII ANO OISPOSAL SCHEDULE
(CONTINUATION SMBKT)

Description

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.

FORMER UM PRESIDENT/UMS CHANCELLOR FILES
(HISTORICAL AND CURRENTS
These files are subject oriented to the
programs and projects of former UM
Presidents/UMS Chancellors from 1917 to
present.

scHznwu

NO. 1440
PAGE
NO. 9 of 14

Retention

Retain until
project is
completed; screen
to remove that
material for which
no further
reference is
reguired.
Remaining material
having continued
reference value to
be microfilmed by
Office of Record
for permanent
retention in UMSA^-
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 U M S A ^
archives for
permanent
retention.
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1 6 . STATE BOARD FOR HIGHER EDUCATION AND MHEC
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.
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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)
Egual 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 subject

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)



1NSTRUCT1QMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WMTH RECORDS RETENTION SCHEDULE
A s 580-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

I. DEPARTMENT/AGENCY
Office of the Chancellor

2. DIVISION 3. UNIT

DEFINITION-RECORD SERIES-A OIIOUP o r "LATED WCORDf NORMALLY FILED AMD U » D AS A OMIT FOR
REFERENCE AS 1IU. AS RETENTION AND OIBPOSITIOW PU«M«gl •

4. RECORD SERIES TITLE
Chancellor's Council

8. EARLIEST YEAR/LATEST YEAR

1939 TO current

». RECORD SERIES DESCRIPTION IBIIIKFUT DESCRIBE THE TYF-ES OF" INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. 1NCLUDI THE FURFOSE OR FUNCTION OF THE SERIES)

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

1 7. RECORD SERIES FORMAT(S)

& LETTER SIZE O MICROFILM

H LEGAL SIZE D COMPUTER TAPE

O BOUND BOOK a FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

Q NUMERICAL

H CHRONOLOGICAL

0 GEOGRAPHICAL

Q OTHER(SPECIFY)

1 '!* F1LE IS USED

a DAILY O WEEKLY & MONTHLY

13. CURRENT LOCATION(S) (BLDG..FLOOR.ROOMJ

Chancellor's Office

IS. ACCESS RESTRICTIONS & YES O NO
(IF YZB, CITK U I | I | * REGULATION!*)

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

a YES & NO

18. NAME AND TITLE OF PREPARER

Betty A. Bowen
Exec. Admin. Aide

9. VOLUME
B FILE DRAWER(S)
• MICROFILM REEL(S)

1 n COMPUTER TAPE!Si
NUMBER o O T H E R ( Sp E C, F Y,

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

RT3Bier ° COMPUTER TAPE(SJ
Q aruFTti «;ia^nfnr \

>2. F1IJE BECOMES INACTIVE AFTER

_____ a MONTH(S) H YEAR(S) 3NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF VM, SPECIFY AOEKCT OR OFFICE)

a YES H NO

16. AUDIT REQUIREMENTS

H NONE • STATE O FEDERAL D INDEPENDENT

18. RECOMMENDED RETENTION

Three years

20. TELEPHONE NUMBER

853-3601
21. DATE

12/18/91

DCS 330-4 (REVISED 2/87)



1NSTRUCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
J ^ H RECORDS RETENTION SCHEDULE
^tts 580-1 )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 279

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

i DEPARTMENT/AGENCY

UMSA
2 . DIVISION

Chancellor's Office
S. UNIT

DEFINITION-RECORD SERIES-* °"oulp o r ««-ATBD RCCORDI NORMALLY PILED AND USED AS A UNIT FOR
WireRBWCK AS WELL AS RETENTION AND DISPOSITION PUWOggi •

4. RECORD SERIES TITLE

Board of Regents
5. EARLIEST YEAR/LATEST YEAR

1916 ro current

8. RECORD SERIES DESCRIPTION (BRIEFLY DKSCRIBK
IN THE SERIES.

THE TYPES Of INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THI FURFO8E OR FUNCTION OF THI SBK1I

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

7 . RECORD SERIES FORMAT(S)

& LETTER SIZE • MICROriLM

M | LEGAL SIZE O COMPUTER TAPE

1 O BOUND BOOK • FLOPPY DISK

H AUDIO TAPE D VIDEO TAPE
1 year

O OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

& ALPHABETICAL

• NUMERICAL

& CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

! ! ' * F1 LE IS USED

® ̂ i t f r r en t ° TCEia-Y * "2™:?
; 1 3 . CURRENT LOCATION(S) (BLDC.,FLOOR,ROOM)

Elkins 3ldg., Chancellor's Office
Elkins Bldg., Storage Area

1 3 . ACCESS RESTRICTIONS • YES Ct NO
( I P YKB, CITS l_A«(s) ft RUUUKT1 ON ( 8 )

1 7 . IS AN INDEX SYSTEM USED* ( I F VIB.KXPLAIN
BRIEFLY AND O I I C R I H AMY HAROIARc/SOPTVARK)

o YES a NO

1
1 » . NAME AND TITLE OF PREPARER

Bet ty A. Bowen
Exec. Admin. Aide

9 . VOLUME

1 0 3 H FILE DRAWER(S)
n MICROFILM REEL(S)
O COMPUTER TAPE(S)

H™*K* • OfTHER( SPECIFY)

' • File Boxes
1 0 . ANNUAL ACCUMULATION

H FILE DRAWER(S)
Q MICROFILM REEL(S)

RTJBBKtT0 COMPUTER TAPE(S)
• o n v r B m p r r i P V t

I 2 > FILE BECOMES INACTIVE AFTER

mmrnr D MON™«S) ° VEAR ( S,

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
t l P YE1, SPECIFY /.OENCY Oil OFFICE)
• YES H NO

1 6 . AUDIT REQUIREMENTS

a NONE a STATE O FEDERAL ° INDEPENDENT

1 8 . RECOMMENDED RETENTION

Official record copies for
permanent retention

2 0 . TELEPHONE NUMBER

853-36Q1
2 1 . DATE

12/18/9.1

DCS 950-4 (REVISED 2/87)



I f4STRVCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
W ^ H RECORDS RETENTION SCHEDULE
^fts 980-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1. DEPARTMENT/AGENCY

UMSA
2. DIVISION

Chancellor's Office
3. UNIT

DEFINITION-RECORD SERIES-* °" O U F Or W"-ATKD « « R O i NORMALLY PILED AMD U » O AS A UNIT FOR
M y t W W C I AS WELL AS KKTINTIOW AND PI gl»ea IT t ON j»UMQ«Bl •__

4. RECORD SERIES TITLE
Board of Trustees

9 . EARLIEST YEAR/LATEST YEAR

1964 TO 1988

S. RECORD SERIES DESCRIPTION . BRIEFLY DESCRIBE TMK TYPK8 OF INFORMATION/DOCUMENTS/FORMS FOUND

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

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
and Colleges.

7 . RECORD SERIES FORMAT(S)

CX LETTER SIZE • MICROFILM

^ f c LEGAL SIZE • COMPUTER TAPE

1 O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

Q OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

Q ALPHABETICAL

O NUMERICAL

K CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTHER(SPECIFY)

1 " • FILE is USED occasionally
Q DAILY a WEEKLY • MONTHLY

: 1 3 . CURRENT LOCATION(S) {BLDG..FLOOR.ROOM)

Elkins Bldg,, 2C

1 9 . ACCESS RESTRICTIONS • YES B NO
( I F YES, CITE L A B ( S ) A RtaULATION(s)

1 7 . IS AN INDEX SYSTEM USEDT ( I F Y E S . E X P L A I N
BRIEFLY AND DESCRIBE ANY HARDBAREVSOFTWARE)

a YES & NO

» 1 9 . NAME AND TITLE OF PREPARER

Betty A. Bowen
Exec. Admin. Aide

9 . VOLUME
& FILE DRAWER(S)
• MICROFILM REEL(S)

^ D COMPUTER TAPE(S1
NUMBER Q O T K E R ( s p E c i r f )

1 0 . ANNUAL ACCUMULATION
O FILE DRAWER(S)

Q 0 MICROFILM REEL(S)
RGBEBIT ° COMPUTER TAPE(S )

Q m v p p m p r r i r Y l
l 2 * FILE BECOMES INACTIVE AFTER

_ _ _ _ _ a MONTH(S) a YEAR(S)

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
t l F YES SPECIFY AdENCY OR OFFICE)
• YES &NO

1 6 . AUDIT REQUIREMENTS

& NONE Q STATE ° FEDERAL n INDEPENDENT

1 8 . RECOMMENDED RETENTION

Should be kept in UMSA Archives.

2 0 . TELEPHONE NUMBER

853-3601
2 1 . DATE

12/18/91

DCS 390-4 (REVISED 2/87)



1 NSTRUCT 1 QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WjTH RECORDS RETENTION SCHEDULE
^fcs 990-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

I. DEPARTMENT/AGENCY

UMSA
2 . DIVISION

Chancellor's Office
3 . UNIT

DEFINITION-RECORD SERIES-A a R O U P Or «*«-ATKD RECORDS NORMALLY PILED AMD UtID AS A UNIT FOR
IWmidWCI AS (BU. A* RETENTION AND DIBPOglTICN W»WI«g« •

4. RECORD SERIES TITLE
Commission on Excellence

8. EARLIEST YEAR/LATEST YEAR

1987 TO

«. RECORD SERIES DESCRIPTION f M I K P L T DMCRIK TKK TYPES Of INFORMATION/DOCUMENTS/FORMS POUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THI SERIES)

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

7. RECORD SERIES FORMAT(S)

I * LETTER SIZE • MICROFILM

M | LEGAL SIZE CJ COMPUTER TAPE

1 O BOUND BOOK • FLOPPY DISK

a AUDIO TAPE • VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

H ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

1 1 • FILE is USED Occasionally
° DAILY O WEEKLY D MONTHLY

9. VOLUME

2
NUMBER

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

File Boxes
10. ANNUAL ACCUMULATION

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

Ktarezr Q
 COMPUTER TAPEJS J

n OTHTPIseeriPV \
1 2 • FILE BECOMES INACTIVE AFTER

<=> MONTH(S) ° YEAR(S)

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

Elkins Bldg. Archievs

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP YCI, SPECIFY S.aENCT OR OFFICE)

• YES OCNO

IS. ACCESS RESTRICTIONS • YES M NO
(IF YES, CITE LAB(B) a RCOULATIONIS)

16. AUDIT REQUIREMENTS

H NONE O STATE • FEDERAL ° INDEPENDENT

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

a YES H NO

18. RECOMMENDED RETENTION

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

19. NAME AND TITLE OF PREPARER

Betty A. Bowen
Exec. Admin. Aide

2 0 . TELEPHONE NUMBER
853-3601

2 1 . DATE

12/18/91

DCS 330-4 (REVISED 2/87)



I NSTRDCT 1 QMS - - TYPE OR PRIKT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

980-1)

I . DEPARTMENT/AGENCY

UMSA

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278

JESSUP. MARYLAND 20794

2. DIVISION

Chancellor's Office

AGENCY RECORDS INVENTORY

PAGE OF

3. UNIT

DEFINITION-RECORD SERIES- A O I I O U P O r WtLATBD RECORDS NORMALLY PILED AND UfID AS A UNIT FOR

MreWWCT ASWBLL AS RETENTION AND DISPOSITION PURfOBga •

iCORD SERIES TITLE

Chancellor's Executive Staff
8. EARLIEST YEAR/LATEST YEAR

1990 TO current

ECORD SERIES DESCRIPTION f a R I B P L T DESCRIBE THE TYPES Of INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE TME PURPOSE OR FUNCTION OF TMI IKnCI

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

7. RECORD SERIES FORMAT(S)

& LETTER SIZE D MICROFILM

^ k LEGAL SIZE O COMPUTER TAPE

! ^ ^ BOUND BOOK D FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

a ALPHABETICAL

O NUMERICAL

H CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

NUMBER

& FILE DRAWER(S)
C MICROFILM REEL(S)
Q COMPUTER TAPE(S)
° OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

a FILE DRAWER(S)

Q MICROFILM REEL(S)

RTJBKEir ° COMPUTER TAPE( S )
D W K F B I RPtrr I FV \

II . FILE IS USED

° DAILY * WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

O MONTH(S) & YEAR(S) 3

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

Chancellor's Office
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YTS, SPECIFY /.OfKCT OR OFFICE)
O YES & NO

IS. ACCESS RESTRICTIONS • YES 8 NO

(IP YES, CITE LAB(S) & REOULATION(S)
16. AUDIT REQUIREMENTS

& NONE O STATE Q FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (ir Yll.ixruiN

BRIEFLY AND DESCRIBE ANY HARDBARE/ SOFTWARE)

D YES IX NO

18. RECOMMENDED RETENTION

Three years

19. NAME AND TITLE OF PREPARER

Betty A. Bowen
Exec. Admin. Aide

20. TELEPHONE NUMBER

853-36Q1
2 I . DATE

12/18/9.1

DCS 330-4 (REVISED 2/87)



I MSTRUCT1QMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDUUE

SSO-I )

1. DEPARTMENT/AGENCY

UMSA

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 27B

JESSUP, MARYLAND 20794

2. DIVISION

Chancellor's Office

AGENCY RECORDS INVENTORY I

S. UNIT

DEFINITION-RECORD SERIES-* a " O U P O r »W«-ATKD RECORDS NORMALLY FILED AMD USIO AS A UNIT FOR
MFtHPICt AS MEU. AB RETENTION AND DISPOSITION PU»PO«E1 •

4. RECORD SERIES TITLE

Policies and Procedures
5. EARLIEST YEAR/LATEST YEAR

Iff 8 8 TO current

0. RECORD SERIES DESCRIPTION . BRI EPLY DESCRI RE
IN THE SERIES.

THE TYPEB Or INFORMATI ON/DOCUMENTS/FORMB

INCLUOI TMK PURPOSE OR FUNCTION OF THE SERIES)

Policies and procedures approved by the Board of Regents
for the University of Maryland System.and background material
and correspondence leading to approval.

7 . RECORD SERIES FORMAT!S)

& LETTER SIZE • MICROFILM

JmO LEGAL SIZE • COMFUTER TAPE

^ ^ > BOUND BOOK • FLOPPY DISK

Q AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

X> ALPHABETICAL

Q NUMERICAL

O CHRONOLOGICAL

0 GEOGRAPHICAL

B OTHER(SPECIFY)

1 ' * ' F 1 LE IS USED

° DAILY & WEEKLY • MONTHLY

1 3 . CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM)

Chancellor's Office

I S . ACCESS RESTRICTIONS • YES M NO

( I F V I S , C I T E U A B ( S ) & R E O U L A T I O N ( S )

1 7 . IS AN INDEX SYSTEM USED? ( I F YES.EXPLAIN
BRIEFLY AND DESCRIBE- ANY HARDIARC/ SOFTWARE)

• YES & NO

»

I S . NAME AND TITLE OF PREPARER
Bet ty A. Bowen
Exec. Admin. Aide

9. VOLUME

13 FILE DRAWER(S)
0 MICROFILM REEL(S)

3 Q COMPUTER TAPEISl
NUMBER n o-HERJSpEC-y)

10 . ANNUAL ACCUMULATION
° FILE DRAWER(S)
E MICROFILM REEL(S)

NUMBER ° COMPUTER TAPE(S)
• a r u r D i c c r r i P v l

1 2 ' FILE BECOMES INACTIVE AFTER
_ _ _ _ _ _ O MONTH(S) • YEAR(S)
NUMBER:

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?
t l F YES, SF-rCIFY /.OEKCY OR OFFICE)
Q YES a NO

1 6 . AUDIT REQUIREMENTS

R NONE Q STATE O FEDERAL ° INDEPENDENT

1 8 . RECOMMENDED RETENTION

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

2 0 . TELEPHONE NUMBER
853-3601

2 1 . DATE

12/18/91

DCS 330-4 (REVISED 2/87)



INSTRUCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
«^H RECORDS RETENTION SCHEDULE
^As 590-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY i

PACE Or

I. DEPARTMENT/AGENCY

UMSA
2. DIVISION

Chancellor's Office
3. UNIT

DEFINITION •RECORD SERIES-* °*OU* O F "*UATBD RECORDS NORMALLY FILED AND USED AS A UNIT FOR
- REFERENCE AS SELL AS RCTWTION AMD DISPOSITION PUWPOBgB •__

4. RECORD SERIES TITLE
Forme? UM presidents/UMS Chancellor Files

(Historical and current)

8. EARLIEST YEAR/LATEST YEAR

1917 TO current

». RECORD SERIES DESCRIPTION l""'«FL'r "««CHIi« THE TYPES Or INFORMATION/DOCUMENTS/FORMS POUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION Of THE SERIES;

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

7.

a.
RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

& ALPHABETICAL

• NUMERICAL

0 CHRONOLOGICAL

a GEOGRAPHICAL

n OTHER(SPECIFY)

>. VOLUME

Q FILE DRAWER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)

NUMBER n oTHEpjspEcpYj

10. ANNUAL ACCUMULATION

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

KUOTBIT a COMPUTER TAPE(S)
n nruPBl9PFrIFY \

It FILE is USED Occasionally
° DAILY a WEEKLY • MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

Q MONTH(S) • YEAR(S)

13. CURRENT LOCATION(S) ( BLDG.. FLOOR,ROOM)
Attic of Center of Adult Educ.
Elkms Bldg. Archives

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES, SPECIFY /.OENCY OR OFFICE)

a YES & NO
IS. ACCESS RESTRICTIONS O YES & NO

(IF YES, CITS L_AS(S) « RKOUUATION(S)

16. AUDIT REQUIREMENTS

H NONE O STATE O FEDERAL O INDEPENDENT

17 . IS AN INDEX SYSTEM USED* (|p YES .KXPI-A IN
BRIEFLY AKD DESCRIBE- ANY HARDWARE./ SOFTWARE)

a YES & NO

IS. RECOMMENDED RETENTION

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

2 0 . TELEPHONE NUMBER

853-3601
2 t . DATE

12/18/91

DCS 5 S 0 - 4 (REVISED 2 / 8 7 )



1MSTRUCTIQMS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

^ P 530-1)

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

DEPARTMENT /AGENCY

UMSA .
2 . DIVISION

Chancellor's Office
3. UNIT

DEFINITION •RECORD SERIES-A O l t O U * O r W"-ATED RECORDS NOMUU.Y FILED AND UHD Al A UNIT FOR
m w i a n i c g AS W U AS HITINTIOW AND D I S P O S I T I O N puwpoaea •__

4 . RECORD SERIES TITLE
Salary Guidelines and Surveys

8. EARLIEST YEAR/LATEST YEAR

19 7 8 TO current

8. RECORD SERIES DESCRIPTION #BltlltFV-r DESCRIBE THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND

IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OF THE SERIES)

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

7 . RECORD SERIES FORMAT(S)

IX LETTER SIZE • MICROFILM

^k LEGAL SIZE • COMPUTER TAPE

1 D BOUND BOOK • FLOPPY DISK

a AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

Q ALPHABETICAL

Q NUMERICAL

H CHRONOLOGICAL

O GEOGRAPHICAL

0 OTHER(SPECIFY)

1 l ! " FILE IS USED

° DAILY • WEEKLY & MONTHLY

; 1 3 . CURRENT LOCATION!S) (BLDG..FLOOR,ROOM)
Chancellor's Office
Elkins Bldg. Archives

I S . ACCESS RESTRICTIONS • YES )P NO
( I F VTS, CITE L A l ( f ) * REOULAT1 ON ( S )

1 7 . I S A N I N D E X S Y S T E M U S E D 7 ( I F Y E S . E X P L A I N

BRIEFLY AND DESCRIBE ANY HARDIARc/ SOFTWARE )

a YES o* NO

ft
1 9 . NAME AND TITLE OF PREPARER

Bet ty A. Bowen
Exec. Admin. Aide

9 . VOLUME
& F1LE DRAWER( S )
• MICROFILM REEL(S)

^ Q COMPUTER TAPE!SI
NUMBER Q O T H E R J S P E C P Y )

1 0 . ANNUAL ACCUMULATION
a FILE DRAWER(S)
• MICROFILM REEL(S)

KTJBBFT ° COMPUTER TAPE(S)

1 2 • FILE BECOMES INACTIVE AFTER
_ _ _ _ _ ° MONTH(S) a YEAR(S)

M . IS RECORD SERIES DUPLICATED ELSEWHERET
( I F Y C S , S P E C I F Y / . O E N C T OR O F F I C E )

• YES H NO

1 6 . AUDIT REQUIREMENTS

a NONE H STATE ° FEDERAL a INDEPENDENT

1 8 . RECOMMENDED RETENTION

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.

2 0 . TELEPHONE NUMBER

853-3601

2 I . DATE

12/18/91

DCS 530-4 (REVISED 2/87)



INSTRUCT!QMS--TYPe OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
W ^ l RECORDS RETENTION SCHEDULE
^fe BBO-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE OF

I. DEPARTMENT/AGENCY

UMSA •
2 . DIVISION

Chancellor's Office
3. UNIT

DEFINITION-RECORD SERIES-A OnOW O r *«LATED RECORDS NORMALLY FILED ANO U»O AS A UNIT FOR
WreMWCf AS BBLJL AS RETENTION ANO DlgPOglTIBN PU«>B»ei •

A. RECORD SERIES TITLE
Search Committee

8. EARLIEST YEAR/LATEST YEAR

1980 TO Current

«. ECORD SERIES DESCRIPTION (•"IKF*-T DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. IHCLUOI THE PURPOSE OR FUNCTION OF THE IKPtEI)

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

7.

fit

a

a

a

RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE a VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

& ALPHABETICAL

a NUMERICAL

Q CHRONOLOGICAL

Q GEOGRAPHICAL

a OTHER(SPECIFY)

FILE is USED Occasionally
n n A i t x^ n • • • • • • • .I • *«

9 . VOLUME

1 Xl FILE DRAVER(S)
n MICROFILM REEL(S)
O COMPUTER TAPE(S)

N U I * B E " R OTHER!SPECIFY)
13 File Boxes

10. ANNUAL ACCUMULATION
° FILE DRAWER(S)
° MICROFILM REEL(S)

RCBBKir a COMPUTER TAPE!S)
Q QTHEB1 SPCC1PY1

It

° DAILY ° WEEKLY ° MONTHLY

12. FILE BECOMES INACTIVE AFTER

a MONTH!s) a YEAR(S)

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

Elkins Bldg.. Archives

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tiF YCI, m c i p v AaeKcv OR OFFICK)
a YES Xi NO

IS. ACCESS RESTRICTIONS • YES £ NO

( I F YES, CITE I_AB(S) & REOULATION(S)

16. AUDIT REQUIREMENTS

H NONE O STATE O FEDERAL a INDEPENDENT

17. IS AN INDEX SYSTEM USED! (|fr VES.E>J>LAIN

BRIEFLY AND DESCRIBE ANY HARDBARS/SOFTWARE)

a YES a. NO

18. RECOMMENDED RETENTION

Retain material legally required
(e.g., advertisements, committee
recommendations and voting and top
candidate resumes) on microfilm for
permanent retention in UMSA archives

19. NAME AND TITLE OF PREPARER

Betty A. Bowen
Exec. Admin. Aide

20. TELEPHONE NUMBER
853-3601

2 1 . DATE

12/18/91

DCS 330-4 (REVISED 2/87)



1NSTRUCTIQMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION

530-t ]
• £ •

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7Z7B WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY i

PACE or

1. DEPARTMENT/AGENCY

UMSA
2. DIVISION

Chancellor's Office
3. UNIT

DEFINITION •RECORD SERIES-A OltOUF O r "ELATED RECORDS NORMALLY PILED AND U»D AS A UNIT TOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PUUPBgEg

4. RECORD SERIES TITLE
State Correspondence S. EARLIEST YEAR/LATEST YEAR

19.78 TO current

«. RECORD SERIES DESCRIPTION ('.BRIEFLY DESCRIBE THE TYPES OF" IMPORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE O* FUNCTION OF THE SERIES)

Contain 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,
Attorney General, State Planning, DOP, Treasury, etc.)

7 . RECORD SERIES FORMAT(S)

IX LETTER SIZE • MICROFILM

jmD LEGAL SIZE • COMPUTER TAPE

^ ^ > BOUND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

a OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

H ALPHABETICAL

O NUMERICAL

Q CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER (SPECIFY)

' l l " FILE IS USED

Ct DAILY O WEEKLY D MONTHLY

1 3 . CURRENT LOCATION(S) ( BLDG. .FLOOR.ROOM)
Chancellor's Office
Elkins Bldg. Archives

I S . ACCESS RESTRICTIONS 0 YES ^ NO
I I F Y E S , C I T E L A S ( S ) * RESULATION(S)

1 7 . I S AN INDEX SYSTEM USED? ( I F YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY KADDIARc/ SOFTWARE J

a YES tX NO

i
1 9 . NAME AND TITLE OF PREPARER

Bet ty A. Bowen
Exec. Admin. Aide

. . VOLUME
2 5 - - F I L E DRAWER(S)

Q MICROFILM REEL(S)
Q COMPUTER TAPE(S1

NUMBER - OTHER(SPECIFY)

1 • F i l e Box
1 0 . ANNUAL ACCUMULATION

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

NuMbUtt ° COMPUTER TAPE(S)
• C~HFBI?PPrlPV\

l 2 ' FILE BECOMES INACTIVE AFTER

_ _ _ _ _ Q MONTH(S) Q YEAR(S)
NUMBEir

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
t l P YES, SPECIFY /.OENCT OR OFFICE)

a YES 9: NO

1 6 . AUDIT REQUIREMENTS

Q NONE H STATE O FEDERAL 0 INDEPENDENT

1 8 . RECOMMENDED RETENTION

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

2 0 . TELEPHONE NUMBER

853-3601
2 1 . DATE

December 18; 1991

DGS 330-4 (REVISED 2/87)



INSTRUCT1QMS••TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

BBO-t )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7B WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

t . DEPARTMENT/AGENCY

UMSA
2 . DIVISION

Chancellor's Office
3. UNIT

DEFINITION •RECORD SERIES-* OltOUF O F *«-ATKD RECORDS NORMALLY Ft LCD AND USED AS A UNIT FOR
mn:nmct AS I B U . AS RETENTION AND DISPOSITION puwpoaea •

*. RECORD SERIES TITLE Transition Material
OR Review of UMS Functions
Ison Study + Other Reports

B. EARLIEST YEAR/LATEST YEAR
1988 TO 1990

«. RECORD SERIES DESCRIPTION (BIIIIHa-T D««CRIBE THE TYPES or INPORMATION/DOCUMENTS/PORMS POUND
IN THE SERIES. 1NCLUDI TME PURPOSE OR FUNCTION OP THE UR1EI

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

7. RECORD SERIES FORMAT(S)

* LETTER SIZE Q MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

• AUDIO TAPE C3 VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O* ALPHABETICAL

O NUMERICAL

a CHRONOLOGICAL

a GEOGRAPHICAL

a OTHER(SPECIFY)

9 . VOLUME

Q FILE DRAWER(S)
H MICROFILM REEL(S]

n COMPUTER TAPE(S)
" " ^ ^ K O T H E R I SPECIFY,

File Boxes

11

10. ANNUAL ACCUMULATION

Q FILE DRAWER(S)
Q MICROFILM REEL(S)

RTjnnnr0 COMPUTER TAPE(S)
D ftTHTBI <SPCT» I FY \

1 1 ' FILE is USED Occasionally
Q DAILY O WEEKLY O MONTHLY

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

13. CURRENT LOCAT1ON( S, ( BLDG. .FLOOR. ROOM)

Elkins Bldg. Archives
14. IS RECORD SERIES DUPLICATED ELSEWHERET

I IP **•£ sprcipv s.aeNcv OR OFFICE)
a YES a NO

IS. ACCESS RESTRICTIONS • YES 01 NO

(IF YES, CITK LAB(S) * RKOULATION(S)

16. AUDIT REQUIREMENTS

XJ NONE a STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p VKS.E>VL>IN

BRIEFLY AKD DCICRIK ANY HARDIARe/ SOFTWARE )

D YES & NO

18. RECOMMENDED RETENTION

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

19. NAME AND TITLE OF PREPARER
Betty A. Bowen
Exec. Admin. Aide

20. TELEPHONE NUMBER

853-3601
2 1 . DATE

12/18/91

DCS 550-4 (REVISED 2/87)



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

550-1 )

1. DEPARTMENT/AGENCY

: UMSA .

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

2. DIVISION

Chancellor's Office

AGENCY RECORDS INVENTORY

3. UNIT

DEFINITION-RECORD SERIES-A GROUP OP ULATKD MCORDS NORMALLY PILED AND USID AS A UNIT PON
REFERENCE AS WELL AS RrfWITICH AND DUPOBITICN PURPOBEB •__

4 . RECORD SERIES TITLE

UMS General Correspondence

8. EARLIEST YEAR/LATEST YEAR

^978 TO nnrrpnh

,. RECORD SERIES DESCRIPTION ,-"«*« « . « , « THE TYPES or .NFORUATION/DOCU-ENTS/FORV. POUND
•IN THE SERIES. INCLUDE THE PURPOSE OR rUNCTION OP THE SBP/1ES)

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

RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE • COMFUTER TAPE

BOUND BOOK O FLOPPY DISK

AUDIO TAPE C3 VIDEO TAPE

OTHER(SPEC IFYJ

8. RECORD SERIES SEQUENCE

& ALPHABETICAL

O NUMERICAL

a CHRONOLOGICAL

• GEOGRAPHICAL

• OTHER(SPECIFY)

9. VOLUME

131
NUMBER

8 FILE DRAVER(S)
D MICROFILM REEL(S]
• COMPUTER TAPE(S)
Q OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
Q FILE DRAWER(S)
• MICROFILM REEL(S)

hUUbg* D COMPUTER TAPE(S )
a rffHTP(CPCPIFV)

I II FILE IS USED

8 DAILY Q WEEKLY • MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
Q MONTH(S) D YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Chancellor's Office
Elkins Bldg. Archives

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
( I F Y E S , S P E C I F Y / . O E N C Y OR O F F I C E )

a YES Q NO

IS. ACCESS RESTRICTIONS • YES H NO
( IP YES, CITE UAE(S) * RBOULATION(S)

16. AUDIT REQUIREMENTS

• NONE 33 STATE ° FEDERAL a INDEPENDENT

17 . IS AN INDEX SYSTEM USED? (lp YES.EXPLAIN
BRIEFLY AKO DESCRIBE ANY HARDWARE/ SOFTWARE )

a YES & NO

18. RECOMMENDED RETENTION

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

IS. NAME AND TITLE OF PREPARER

Betty A. Bowen
Exec. Admin. Aide

20. TELEPHONE NUMBER

853-3601

2 1 . DATE

12/18/91

DCS 3 3 0 - 4 (REVISED 2 / 8 7 )



1 USJRUCT1QMS -•TYPE OR PRIKT A
SEPARATE FORM FOR EACH NEW OR

ISEO RECORD SERIES. FORWARD
TH RECORDS RETENTION SCHEDULE
DGS 580-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX Z7S

JESSUP. MARYLAfO 20794

AGENCY RECORDS INVENTORY

PAGE OF

I. DCFARTMENT/AGENCY
UMSA

2. DIVISION
Chancellor

S. UNIT
Internal Audit

DEF IN 1TI ON •RECORD S E R I E S - * O I I O U * O F RELATED RECORDS NORMALLY FtLJCD AND UIID AS A UNIT FOR
HEFKRKMCE *« SEU. AS RETENTION AND DISPOSITION POTWWM

4 . RECORD SERIES TITLE

Office Administration
S. EARLIEST YEAR/LATEST YEAR

TQftfi T O 1991

S. RECORD SERIES DESCRIPTION {SRIEPUY OltcmiK TMK TYPES OP
IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE TMK PURPOSE OR FUNCTION OF TMK SERIES]

Documents ralate to planning, organizing, scheduling and directing
internal audit resources.

1 a

a

a

RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE ° COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

OTHER(SPECIFY)

S. RECORD SERIES £

K ALPHABETICAL

a NUMERICAL

O CHRONOLOGICAL

Q GEOGRAPHICAL

a OTHER(SPECIFY)

t. VOLUME

2 R FILE DRAWER(S)
Q MICROFILM REEL(S]
Q COMPUTER TAPE(S)
° OTHER(SPECIFY)

10. AM4UAL ACCUMULATION
R FILE DRAWER(S)

1/2 a M|CROFILM REEL(S)
CTJBlKir a COMPUTER TAPE( S )

a
11 FILE IS USED

B DAILY D MONTHLY

I Z . FILE BECOMES INACTIVE AFTER
3 O MONTH(S) & YEAR(S)

1 3 . CURRENT LOCATION(S) ( BLDG. .FLOOR. ROOM)

1st floor Elkins Building

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlP YCa^: SPECIFY /.aCNCY OR OFFICE)

a YES a NO
IS. ACCESS RESTRICTIONS O YES 0L NO

( I F VKS, C I T E L A K ( S ) * RKOULATION(S)

16. AUDIT REQUIREMENTS

• NONE H STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED! (IF YES. KXI»I_A IN
BRIEPL.Y AKO DESCRIBE ANY HAROSARt/SOFTWARE 1

H YES a NO

File listing updated on computer

IS. RECOMMENDED RETENTION

3 years or until all audit requirements
are met.

19. NAME AND TITLE OF PREPARER

Pat Ball, Administrative Aidt

2 0 . TELEPHONE NUMBER

(301) 853-3670
2 I . DATE

December 19, 1991



1NSTRDCT1QMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

MSED RECORD SCRIES. FORWARD
}TH RECORDS RETENTION SOCOUU

FOGS s s o • I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE or

1. DEPARTMENT/AGENCY

UMSA
2. DIVISION

Chancellor

S. UNIT

Internal Audit

DEFINITION-RECORD SERIES** a*°W Or «»-*•«> *KCOROS NORMALLY FILKD ANB U K O AS A UNIT FOR
_ ^ _ _ ^ _ _ WKF^RgNCK AS IEU. AS WTCTTIOH AND DISFOSITICN ^UUFflggl

4. RECORD SERIES TITLE
Audits (internal)

8. EARLIEST YEAR/LATEST YEAR

1986 TO 1991

«. RECORD :RIES DESCRIPTION (•"IKFI-T DKSCRISB TM* TYPKS OF- INFORMATION/DOCUMENTS/FORM* FOUND
IN THE SERIES. INCLUDE TMK FURFOSE OR FUNCTION OF THSJ U P l E f

internal audits of System institutions. Documentation includes audit reports, responses

E ^ / S S T S d SeSSs!^ **»«"»"«• *» ' ̂ istration eorresp̂ denee,

7. RECORD SERIES FORMAT(S)

& LETTER SIZE • MICROFILM

« LEGAL SIZE Q COMPUTER TAPE

O BOUND BOOK • FLOPPY DISK

a AUDIO TAPE a VIDEO TAPE

a OTHER( SPECIFY)

8. RECORD SERIES t

& ALPHABETICAL

XI NUMERICAL

G CHRONOLOGICAL

0 GEOGRAPHICAL

0 OTHER(SPECIFY)

t. VOLUME

37

NUMBER

% FILE ORAWER(S)
Q MICROFILM REEL(S)
Q COMPUTER TAPE(S)
• OTHER(SPECIFY)

tO. ANNUAL ACCUMULATION
& F I L E DRAWER! S )

7 • MICROFILM REEL(S)
KTJBWr ° COMPUTER TAPE( S )

t 1 . FILE IS USED
HXOAILY O WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER
5 ° MONTH(S) B YEAR(S)

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

1st floor Elkins Building
14. IS RECORD SERIES DUPLICATED ELSEVtEREt

t l F YCl , SKGIPV /.OCNCY OR OFFICK)

a YES KNO

I S . ACCESS RESTRICTIONS Q YES XKNO

( IF Y«S, CIT« L A l ( t ) * RKOULATIONis)

1 « . AUDIT REQUIREMENTS

° NONE 5C STATE }£ FEDERAL HKINDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|P vss.K>^l-AIN
BRIKFLY AND DKSCR I •• ANY HAROSARK/SOFTWAf

RYES a NO

File listing updated on computer.

18. RECOMMENDED RETENTION

3 years or until all audit requirements
are met.

19. NAME AND TITLE OF PREPARER

Pat Ball, Administrative
Aide

20. TELEPHONE NUMBER

(301) 853-3670

21. DATE

December 20, 1991



1 f4SJRUCTIQMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

ISES RECORD SERIES. FORWARD
TH RECORDS RETENTION SCHEDULE

(DCS BBO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE OF

I. DEPARTMENT/AGENCY
UMSA

2. DIVISION

Chancellor
3. UNIT

Internal Audit

CEF IN IT ION -RECORD SERIES-* a R O U F O r «*LATEO RECORDS NORMALLY PILED AMD USED AI A UNIT FOR
WKUBKCI AS WELL AS UtTINTlOW WO D U f O l l T i e w W i w a m i •

4 . RECORD SERIES TITLE

UMSA General Correspondence
8. EARLIEST YEAR/LATEST YEAR

1986 TO 1991

«. RECORD SERIES DESCRIPTION (•"IKri-Y BMCIIIH THE TYPES OW INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDK THE PURPOSE OR FUNCTION OF TUB SERIES)

Incoming and outgoing correspondence as it relates to internal audits and legislative
audit follow-ups.

7. RECORD SERIES FORMAT(S)

& LETTER SIZE • MICROFILM

& LEGAL SIZE 0 COMPUTER TAP*

a BOUND BOOK a FLOPPY DISK

Q AUDIO TAPE • VIDEO TAPE

Q OTHER(SPECIFY)

«. RECORD SERIES C

B ALPHABETICAL

D NUMERICAL

° CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTHER(SPECIFY)

VOLUME

3

B FILE DRAWER(S)
Q MICROFILM REEL(S)
Q COMPUTER TAPC(S)
Q OTHER)SPECIFY)

1 0 . ANNUAL ACCUMULATION

& FILE DRAWER(S)
1 a MICROFILM REEL(S)

KT3BTOT a COMPUTER TAPE( S )
O ormrpr s w r r i r v i

II . FILE IS USED

& DAILY Q WEEKLY B MONTHLY

12. FILE BECOMES INACTIVE AFTER

3 a MONTH(S) S YEAR(S|

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

1st floor Elkins Building

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP VCS, SPKeiFY AOCKCT OR OFFICE)

a YES H NO

IS. ACCESS RESTRICTIONS • YES &HO
(IF YKS, CITS LAR(S) » R«auVJkTION(>)

K . AUDIT REQUIREMENTS

Q NONE H STATE >& FEDERAL QC INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( |p YII.IXPUIN
BRIEFLY AKD DESCRIBE- ANY HARDWARE./ SOFTVARE J

^ YES O NO

File listing updated on computer

IS. RECOMMENDED RETENTION

3 years or until all audit requirements are
met.

19. NAME AND TITLE OF PREPARER

Pat Ball, Administrative Aide

20. TELEPHONE NUMBER

(301) 853-3670

2 1. DATE

December 20, 1991



1 ̂ STRUCT IQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
W H RECORDS RETENTION SCHEDULE
A s 850-1 )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY i

i. DEPARTMENT/AGENCY University
of Maryland System Administration

2. DIVISION vice Chancellor fo:
General Administration

3. UNIT v i c e Chancellor for
General Administration

DEFINITION •RECORD SERIES** OIIOUP O r ««I-ATED RECORDS NORMALLY FILED AND UKD AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PUWFQgM •

*. RECORD SERIES TITLE Vice Presidents Meeting 5. EARLIEST YEAR/LATEST YEAR
IQQQ TO Present

«. RECORD SERIES DESCRIPTION (•mlli:FUr DESCRIBE THE TYPES or INFORMATION/DOCUMENTS/FORM* FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE lERiei)

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

institutions. Contains minutes, agenda and backup material.

7. RECORD SERIES FORMAT(S)

LETTER SIZE • MICROriLM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE • VIDEO TAPE

OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE

CXALPHABETICAL Under A-Z

a NUMERICAL b u t filed by

O CHRONOLOGICAL
month

O GEOGRAPHICAL

0 OTHER(SPECIFY)

9. VOLUME

1/2 CXFILE DRAWER(S)
C MICROFILM REEL(S)
• COMPUTER TAPE(S)
OTHER(SPECIFY)NUMBER Q

10. ANNUAL ACCUMULATION

None D F 1 L E DRAWER(S)

• MICROFILM REEL(S)
pcsnmr ° COMPUTER TAPE(SJ

O nrrwFB* gprr i FY \
i II FILE IS USED

a DAILY Q WEEKLY & MONTHLY

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

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

3rd Floor, Elkins Building

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YtS, SPectFY /.OBKCY OR OFFICE)
a YES °XN°

IS. ACCESS RESTRICTIONS Q YES ^ NO
( I F YKS, CITK L A « ( S ) a RKOULJVTION(S)

16. AUDIT REQUIREMENTS

&NONE a STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDt ( IF YES.EXPLAIN
BRIEFLY AND DESCRIBE- ANY HARDIARc/ SOFTWARE )

a YES cJC NO

18. RECOMMENDED RETENTION

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

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

Kathleen Rodkey, Exec. Admin. AiL R ^ - ^ Q E :

DCS 330-4 (REVISED 2 / 8 7 )

2 1 . DATE

12/13/Q1



INSTRUCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
«UU RECORDS RETENTION
l^m 980-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7S WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE OF

.. DEPARTMENT/AGENCY U n i v e r s i t y

of Maryland System Administration
2. DIVISION Vice Chancellor for

General Administration
3. UNIT vice Chancellor for

General Administration

DEFINITION-RECORD SERIES-* amOU* O r MLATSD RKCPRDI NOmiALLY FILED AMD USID AS A UNIT FOR

WFCMMCg AS H U AS RCTNTIOW AMD DISPOSITION PUWMggi •

4 . RECORD SERIES TITLE
Vendor Payments Monthly Report to
Governor

5. EARLIEST YEAR/LATEST YEAR
1988 TO Present

«. RECORD SERIES DESCRIPTION j"1111"'1-* DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS POUND
IN THE SERIES. INCUUOI THE PURPOSE OR FUNCTION OP THE U n t l |

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

7.

a

a

a

RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE a VIDEO TAPE

OTHER(SPEC1FY)

8. RECORD SERIES SEQUENCE

£ ALPHABETICAL U h d e r A" Z

and by
a NUMERICAL da t e .
n CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
l/io of l 3

NUMBER

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

10. ANNUAL ACCUMULATION
N ° • FILE DRAWER(S)

accumulatiarwicROFiLM REEL(S]

KUBBWr Q COMPUTER TAPE(S)
• rrrvnrpi goer-1 FY \

It FILE IS USED

Q DAILY 0 WEEKLY % MONTHLY

12 • FILE BECOMES INACTIVE AFTER 3 y e a r s

D MONTH(S) a YEAR(S)

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

3rd floor, Elkins Building

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP YES, SPECIPY AOENCY OR OFFICE)

a YES R NO some material exists at Statf

IS . ACCESS RESTRICTIONS • YES 20 NO
( I P YES, CITE l_A*(s) A REOUUATION(s)

1 6 . AUDIT REQUIREMENTS e V S "

• NONE H STATE • FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED! ( | |r VES.E}7LAIN

BRIEFLY AKD DESCRIBE ANY MARDIARE/SOPTWAt

O YES DX NO

18. RECOMMENDED RETENTION

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

19. NAME AND TITLE OF PREPARER

Kathleen Rodkey, Exec. Admin.

DCS 330-4 (REVISED 2/87)

20. TELEPHONE NUMBER

Aide 853-3625

2 1 . DATE

i?m/Qi



INSTRUCTIONS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

j A » RECORDS RETENTION SCHEDULE

1 0 5 550-1 j

1. DEPARTMENT/AGENCY

University of Maryland System

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7Z7S WATERLOO ROAD

P.O. BOX 278

JESSUP. MARYLAND 20794

2. DIVISION vice Chancellor
General Administration

AGENCY RECORDS INVENTORY j

PAGE OF 1

3. UNIT Vice Chancellor
for General Administration

DEFINITION-RECORD SERIES-* OI*OUI> O r MLATED RKCORDf NORMALLY PILED AND USED AS A UNIT FOR
MflMHCf A* «BU. A* RITINTION AND DI8MSITI6N PUKPO9E1

4. RECORD SERIES TITLE

BOARD OF PUBLIC WORKS
8. EARLIEST YEAR/LATEST YEAR

,1?93 TO iqcn

8. RECORD SERIES DESCRIPTION (BRIKr>-Y DESCRIBE THK TYF-ES OP~ INFORMATION/DOCUMENTS/FORM* POUND
•IN THE SERIES INCLUOI THE PURPOSE OR FUNCTION OP THK SERIES)

ess srs^KMcsks sis^^-ruc——
2 file drav^rs of material containing current.year and 2 previous years.

14 microfilm reels containing pertinent information from 1983 to 1988.

7. RECORD SERIES FORMAT(S)

CKLETTER SIZE K MICROFILM

j^P LEGAL SIZE Q COMPUTER TAPE

' ° BOUND BOOK • FLOPPY DISK

Q AUDIO TAPE Q VIDEO TAPE

D OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE

C ALPHABETICAL

£ NUMERICAL ^ ^ ^^V^rs

by date

O CHRONOLOGICAL

a GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

2 &FILE DRAWER(S) 2

14 lX MICROFILM REEL(S) 14

NUMBER
<3 COMPUTER TAPE(S)

D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

limit tO J} FILE DRAWER(S)

2 drawers ° MICROFILM REEL(S)
RTJOTOT D COMPUTER TAPE( S )

111. FILE IS USED

<X DAILY Q WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER RETAINED
PER^ENTLY D uamH{3) a YEAR (S)

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

- third floor - Elkins Building
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlP YES, SPECIFY /.OEKCY OR OFFICE)

° Y E S ^ N O NOT AT UMS BUT DOES EXTST AT

IS. ACCESS RESTRICTIONS Q YES % NO

I IP YES, CITE LAS(S) A RKOULATION(S)

BPW OFFICE OF STATE16. AUDIT REQUIREMENTS oiAJ.r,.

O NONE £ STATE Q FEDERAL £> INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YES. tt>J»l_A IN

BRIBFUY AKD D l t C R I U ANY HAROMRC/ SOFTWARE )

* YES a NO Paper summary of all microfilmed
items contained in one book.

18. RECOMMENDED RETENTION

Permanently. VCGA if office of record
for entire University of Maryland Syst
for these documents.

19. NAME AND TITLE OF PREPARER

Kathleen Rodkey, Exec. Admin.

DCS 350-4 (REVISED 2/87)

20. TELEPHONE NUMBER

Aide 853-3625

21. DATE

12/13/91



IMSTRIJCTIQNS' -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
W ^ H RECORDS RETENTION SCHEDULE
^ A s 990-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 279

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

i. DEPARTMENT/AGENCY University
of Maryland System Administratic n

DIVISION Vice Chancellor
for General Administration

3. UNIT Vice Chancellor for
General Administration

DEFINITION-RECORD SERIES-* °*OUF O F « « " » RECORDS NORMALLY FILED AND UIID AS A UNIT FOR
REFERENCE AS MBLJ. AS HCTTOTIOW AND DISPOSITION Pum»O»t« •__

4. RECORD SERIES TITLE
Transition Material - Administrative

Management ProJF>crh pmd M̂ narpTran-t- philocophv

9. EARLIEST YEAR/LATEST YEAR

1988 TO Present

«. RECORD SERIES DESCRIPTION JB"IKPl-Y OMCRIM THK TYFKB OF" INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE TMK PURFQBE OM FUNCTION OF THK SEtrtES)

Files containing material related to 1988 Higher Education Act and transition of

BTSUC institutions into University of Maryland System.

eRECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE • VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

a NUMERICAL Filed by

_ subject.

^^CHRONOLOGICAL

n GEOGRAPHICAL

Q OTHER(SPECIFY)

9. VOLUME

1 Q FILE DRAVER(S)
a MICROFILM REEL(S)
Q COMPUTER TAPE(S)
OTHER(SPECIFY)NUMBER Q

10. ANNUAL ACCUMULATION
D FILE DRAWER(S)
Q MICROFILM REEL(S)

RUSSET D COMPUTER TAPE(S)
D nTHTRI gPTP 1 FY \

I II FILE IS USED

° DAILY

Monthly.
° WEEKLY Q MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER 3 years

O MONTH(S) Q YEAR(S)

1 3 . CURRENT LOCATION(S) (BLDC.,FLOOR.ROOM)

3rd floor, Elkins Building

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YCS, SF-ECIFY /.OrKCY OR OFFICE)
• YES R NO

19. ACCESS RESTRICTIONS O YES >£> NO
(IF YKS, CITK LAi(t) a RIOULATIONIS)

16. AUDIT REQUIREMENTS

Q NONE E S T A T E a FEDERAL ° INDEPENDENT

17 . IS AN INDEX SYSTEM USED? (IF WS.EXPLAIN
BRIEFLY AND DIICRIU ANY HARDIARE/ SOFTWARE )

a YES di NO

18. RECOMMENDED RETENTION

For 3 years, then screened and
historical material microfilmed for
permanent retention.

I S. NAME AND T1TLE OF PREPARER

Kathleen Rodkey, Exec. Admin, i

DCS 990-4 (REVISED 2/87)

20. TELEPHONE NUMBER

i d e 8̂ 7—"itzoK

2 1 . DATE

-±2/t.o/»x



I^STRUCT 1QMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
JUJH RECORDS RETENTION SCHEDULE
^ B s 850-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7S WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE ior 1

i. DEPARTMENT/AGENCY University
of Maryland System Administration

2. DIVISION Vice Chancellor
for General Administration

J. UNIT vice Chancellor for
General Administration

DEFINITION-RECORD SERIES-* ailOUF O F »«LATKD RECORDS NORMALLY PILED AND UtIB AS A UNIT FOR
REFERENCE A* WELL AS RETENTION AND DISPOSITION PUWPflgEl •

4. RECORD SERIES TITLE
State Correspondence 8. EARLIEST YEAR/LATEST YEAR

1975 TO 1991

«. RECORD SERIES DESCRIPTION (BIIII"'I-r DESCRIBE THE TYPES Or INFORMATION /DOCUMENTS /FORMS POUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF TNK •BPTtCS)

Assortment of State related correspondence.

7. RECORD SERIES FORMAT(S)

I ^LETTER SIZE • MICROFILM

j ^ ^ LEGAL SIZE • COMPUTER TAPE

! Q BOUND BOOK O FLOPPY DISK

Q AUDIO TAPE • VIDEO TAPE

D OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE

K ALPHABETICAL Under A-Z

O NUMERICAL

a CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

btt
individual
files ;are
numeric.

9. VOLUME
v

2 HTILE DRAWER(S)
17 3 MICROFILM KEEL(3]

d COMPUTER TAPE(S)NUMBER O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

NONE ° F I L E ORA*ERtsJ
• MICROFILM REEL(S)

K G R B E T a COMPUTER TAPE(S)
Q OTWPBI SPECiPY I

11 . PILE IS USED
OC DAILY a WEEKLY O MONTHLY

l 2 < FILE BECOMES INACTIVE AFTER r> , „ - „ „
o years

O MONTH(S) O YEAR(ST

1 3 . CURRENT LOCATION(S) ( BLDG.,FLOOR,ROOM)

3rd floor, Elkins Building

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

D YES £ NO mst correspondence in Si-^

13. ACCESS RESTRICTIONS O YES )P NO

(IP YKS, CITE LAS(S) A RKOUUATION(S)
Q NONE XH STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF VKS.EXPLAIN
BRIEFLY AND DESCRIBE- ANY HARDSARC/SOFTWARE)

D^YES a NO Y®s, for microfilm material,

18. RECOMMENDED RETENTION

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

19. NAME AND TITLE OF PREPARER

Kathleen Rodkey, Exec. Admin. Aitfle

OGS 330-4 (REVISED 2/87)

20. TELEPHONE NUMBER

853^3625

2 I . DATE

?/iyqi



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
JUH RECORDS RETENTION SCHEDULE
^ B 880-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1 . DEPARTMENT/AGENCYUniversity

of Maryland/System Administration.
2. DIVISION

Vice Chancellor for
General Administration

3. I N IT Vice Chancellor for

General Administration

DEFINITION-RECORD S E R I E S - * O I I O U * O F Ml-ATBD RCCORDf NORMAUV PILED AMD UtID AS A UNIT FOR
REFERENCE AS «ELX. AS RETENTION AND DUPeSITtOW PUHPOggg

4 . RECORD SERIES TITLE SMALL BUSINESS REPORTS

«. RECORD SERIES DESCRIPTION (BltlKFl-Y OEBCHISE THE TYPES Or INFORMATION/DOCUMENTS/FORM* POUND
IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OF THE SERIES]

Correspondence regarding the University of Maryland System and business dealings

with small businesses and the report to the State.

7 .RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

& ALPHABETICAL Under A-Z

° NUMERICAL

D CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

1/3 Of lQ FILE DRAWER(S)
C MICROrSLM REEL(Sj
• COMPUTER TAPE(S)

NUMBED a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

Insignifi&ifttLE DRAWER(S)
• MICROFILM REEL(S]

RTJOTETT ° COMPUTER TAPE( S )

i II FILE IS USED

a DAILY Q WEEKLY
Yearly

D MONTHLY

l2# FILE BECOMES INACTIVE AFTER 3 yrs.
D MONTH(S) O YEAR(S)

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

3rd floor, Elkins Building

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YCS, SPECIFY /.OEKCY OH OFFICE)

a YES CKNO Not at UMS but information

IS. ACCESS RESTRICTIONS • YES y& NO

( I F YES , CI TK l_A»( S ) A RIOULAT I ON ( S )

mrreports exist at State.
16. AUDIT REQUIREMENTS

O NONE $ STATE D FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED! (|F YES.EXPLAIN
BRIEFLY AND DESCRI BE- ANY HARDIARc/ SOFTWARE )

a YES XJ NO

18. RECOMMENDED RETENTION

Screen annually - microfilm material of

historical value.

19. NAME AND TITLE OF PREPARER

Kathleen Rodkey, Exec. Adminl.

DCS 330-4 (REVISED 2/87)

20. TELEPHONE NUMBER

Aide 853-362^

21 . DATE

12/13/91



I NSTRUCT 1 QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
l^H RECORDS RETENTION SCHEDULE
fl^ SSO-I)

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1. DEFARTMENT/ACENCY U n i v e r s i t y

of Maryland System Administrat
2. DIVISION

.on
Vice Chancellor

for General Administration
s. IN IT vice Chancellor for

General Administration
DEFINITION •RECORD SERIES-* amOU* O r RELATED RECORDS NORMALLY PILED AND UtID AS A UNIT FOR

REFERENCE AS n u AS urnwTiew AND DIBPOSITION >u»M«gi •__

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

1976 TO PRESENT

». RECORD SERIES DESCRIPTION (BRIEFLY DIfCRIM THK TYPES OP INFORMATION/DOCUMENTS/FORM* FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES

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

7. RECORD SERIES FORMAT(S)

LETTER SIZE £ MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

° ALPHABETICAL

O NUMERICAL

Q CHRONOLOGICAL

• GEOGRAPHICAL

XD OTHER( SPECIFY I By Actual
SEARCG

9. VOLUME

13

NUMBER

• FILE ORAWER(S)
& MICROFILM REEL(S)
Q COMPUTER TAPE(S)
° OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
NONE D F J L E DRAiERjs,

° MICROFILM REEL(S)
KOTKBTT D COMPUTER TAPE( S )

. • OfTHFWf SPFriFVI

I I FILE IS USED

a DAILY
Very rarely.

D WEEKLY O MONTHLY

l2< FILE BECOMES INACTIVE AFTER 3 years.
B MONTH(S) O YEAR(S)

13. CURRENT LOCATION!S) ( BLDG.,FLOOR.ROOM) M . IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YTS, SF-ECtFY /.SEKCT OR OFFICE)
Q YES Q NO

IS. ACCESS RESTRICTIONS • YES & N O
(IP YES, CITE LAS(S) * RBOULATI ON ( S )

16. AUDIT REQUIREMENTS

° NONE 5 STATE (^FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED7 ( I F YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDlARe/SOFTWARE)

° YES H NO

IS. RECOMMENDED RETENTION

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

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

Kathleen Rodkey, Exec. Admin, î ide 853-3625

DCS 330-4 (REVISED 2/87)

21. DATE

12/13/91



1NSTRUCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
J^m RECORDS RETENTION SCHEDULE
^P> 530-1 )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7Z78 WATERLOO ROAD

P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

1 . DEFARTMENT/ACENCYUniversity. ofe
tlaryI-and:System:J^dtninistxation

2. DIVISION vice Chancellor for

General Administration

s. UNIT Vice Chancellor for

General Administration

DEFINITION-RECORD SERIES-* O l t O U F O r «"-*TKD RECORDS NORMALLY FtLED AMD UtIO AS A UNIT FOR
REFERENCE AS WEUL AW RtTKNTIQW AND DI8POSITICN PUH>H«g«

4. RECORD SERIES TITLE
State Board for Higher Education Funding
Guidelines

«. RECORD SERIES DESCRIPTION (BllliCFur OBSCRISB THE TYFBS OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. IHCLUDI THB PURPOSE OH FUNCTION OF THE SERIES)

Funding guidelines established when SBHE was in existence.

•^ji^
\^

7. RECORD SERIES FORMAT(S)

C LETTER SIZE • MICROFILM

I LEGAL SIZE P COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

B ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

Q OTHER(SPECIFY)

9. VOLUME

Contains l a FILE DRAWER(S)
4" black a MICROFILM «EEL(S;
book of mstepmilrTER TAPE(S)

M U " " « " O OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION

Nothing ° FI«-E DRAWER(S)
a MICROFILM REEL(S)

RCBBsir ° COMPUTER T A P E I S )
n efruexti gpcr i PV \

11• FILE is USED Not for last year.
a DAILY O WEEKLY • MONTHLY

12. FILE BECOMES INACTIVE AFTER INACTIVE

D MONTH(S) a YEAR(S)
NUMBER

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

3rd floor, Elkins Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YTS, SPECIFY AOEKCY OR OFFICE)

a YES OXNO Not in UMS - probably in

IS. ACCESS RESTRICTIONS Q YES OC NO

t IF YES, CITE I-A«(s) * RBOUUATI ON ( S ) .
16. AUDIT REQUIREMENTS

State Archives

£> NONE Q STATE • FEDERAL D INDEPENDENT

1 7 . I S AN INDEX SYSTEM U S E D ! ( | p V E 8 . E > J > t ^ I N

BRIEFLY AND DESCRIBE ANY HARDWARE./ SOFTWARE )

a YES qj NO

18. RECOMMENDED RETENTION

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

19. NAME AND TITLE OF PREPARER

Kathleen Rodkey, Exec. Admin.

20. TELEPHONE NUMBER

Aide 853-3625

21. DATE

12/13/91

DCS 350-4 (REVISED 2/87)



I^STRUCT IQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
j ^ H RECORDS RETENTION SCHEDULE
^ ^ S 580-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE OF

i. DEPARTMENT/AGENCY University
of Maryland System Administrate

2. DIVISION vice Chancellor

>n for General Administration

3. UNIT
Vice Chancellor for

General Administrat-inn

DEF IN IT I ON •RECORD SERIES-* °*OUF O r M L*' r e D RECORDS NORMALLY FILED AND UIIO AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PUHPOBga •

4. RECORD SERIES TITLE Procurement Policy Issues

S. RECORD SERIES DESCRIPTION . BRIEFLY DESCRIBE THE TYPES OF"
•IN THE SERIES.

INFORMATION/DOCUMKNTS/FORM8 FOUND

All correspondence related to procurement policy
System. tr^ •*

INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

issues for University of Maryland

<^>~
\0' fc

7. RECORD SERIES FORMAT(S)

CKLETTER SIZE C3 MICROFILM

ĵ fc LEGAL SIZE • COMPUTER TAPE

1 O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

& ALPHABETICAL Under A-Z
individual

O NUMERICAL ^ ^ ^

O CHRONOLOGICAL

Q GEOGRAPHICAL

n OTHER(SPECIFY)

fi.es

9. VOLUME

One 'jtFILE DRAWER(S)
• MICROFILM REEL(s;
• COMPUTER TAPE(S)

K U = S E* r Q OTHER! SPECIFY)

10. ANNUAL ACCUMULATION
Maintain a FILE DRAWER(S)

tO One a MICROFILM REEL(S)
RTjnBBir D COMPUTER TAPE( S )

• nrugpf gpcriFY \

III. PILE IS USED

<X DAILY Q WEEKLY a MONTHLY

12. FILE BECOMES INACTIVE AFTER _
Qnqoinq

a MONTH(S) Q YEAR(sf ^

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

3rd floor, Elkins Building

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP VCB, SPECIFY AOENCY OR OFFICE)

a YES ^ NO

15. ACCESS RESTRICTIONS Q YES }£ NO
(IF YES, CITE UA«(S) ft REOULATION(s)

16. AUDIT REQUIREMENTS

Q NONE K STATE • FEDERAL ° INDEPENDENT

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

a YES 8 NO

IB. RECOMMENDED RETENTION

Screen annually to destroy material no longei

required. Older material of historical value

to be microfilmed when fileotakes msfe^than

Sneff
1 9 . NAME AND TITLE OF PREPARER

Kathleen Rodkey, Exec. Admin.

DOS 330-4 (REVISED 2/87)

21. DATE

12/13/91



INSTRUCT1QMS•-TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

J U H RECORDS RETENTION SCHEDULE

^ ^ S 890-1 )

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

i. DEPARTMENT/AGENCY University
of Maryland System Administratior

2. DIVISION vice Chancellor for
General Administration

3. UNIT Vice Chancellor for
General Administration

DEFINITION •RECORD SERIES-A O I I O U F O F MLATKD RECORDS NORMALLY PIUO AND UIIB AS A UNIT POR
REFERENCE; AS KEU. AS RETENTION AMD DISPOSITION PUUPQgEg •

4. RECORD SERIES TITLE NDSEt. -Perkins loan 9. EARLIEST YEAR/LATEST YEAR

1984 TO 1991

8. RECORD SERIES DESCRIPTION {•" I K r u Y OMCRIBB THE TYPES OF" 1NPORHATI ON /DOCUMENTS /FORMS FOUND
IN THE SERIES. INCLUDE TME PURPOSE OR FUNCTION OF THK IKR1CI]

PERKINS M OR Narrow, DEFERRED S T m E H r LOAN correspondence relatinc, to pas^n t of

loans by students who have graduated.

7. RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK a FLOPPY DISK

AUDIO TAPE a VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^^ALPHABETICAL

^NUMERICAL

O CHRONOLOGICAL

Under A-Z but
individual f;
by date.

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

1/3 Of 1 g Fn. E DRAWER(S)

Q MICROFILM REEL(S;

^•e a COMPUTER TAPE(S)

a OTHER!SPECIFY)

10. ANNUAL ACCUMULATION

Small foldSrFiLE DRAWER(S)
Q MICROFILM REEL(S)

Kcmnnr a COMPUTER TAPE(S)

It . FILE IS USED

° DAILY

YEARLY

Q WEEKLY O MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER ONGOING

Q MONTH(S) O YEAR(S)

13. CURRENT LOCATICN(S) {BLDC..FLOOR.ROOM)

3rd floor, Elkins Building

14. IS RECORD SERIES DUPLICATED ELSEWHERET

('IF YtB , SPCCI FY /.aCKCY OR OFF I CE )
a YES a NO Compilation report produced

^t- ^ysLcui i\iliu_ii. for iiUK.
1 5 . ACCESS RESTRICTIONS Q YES R NO

I IF YKS, CITE UAS(s ) * U Q U L A T I O N I S )
1 6 . AUDIT REQUIREMENTS

D NONE 3? STATE R FEDERAL fy INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( | p Y I B . U Y L A I N

BRIEFLY AND DESCRIBE ANY HARDSARE/ SOFTWARE )

° YES $ NO

18. RECOMMENDED RETENTION

When material takes up more than 1/2;file
draver, older material will be microfilmed

19. NAME AND TITLE OF PREPARER

Kathleen Rodkey, Exec. Admin.

DCS 5S0-4 (REVISED 2/87)

20. TELEPHONE NUMBER

A Lde 853-3625

2 I. DATE

12/13/91



1NSTRUCT1QMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
W ^ H RECORDS RETENTION SCHEDULE
^fcs 580-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

. DEPARTMENT/AGENCY University

of Maryland System Administration
DIVISION vice Chancellor
for General Administration

UNIT Vice Chancellor for
General Administration

DEFINITION*RECORD SERIES** °*OU* O F «*>-ATKD RECORDS NORMALLY FILED AND UfID AS A UNIT FOR
wrewntct AS i t u . AS RETENTION AND DISPOSITION -u»fo«-g •__

4 . RECORD SERIES TITLE

Reports)
PAAR (Procurement Agency Activity 8. EARLIEST YEAR/LATEST YEAR

1986 TO 1991

«. RECORD SERIES DESCRIPTION (•"IKruY DMCHIBK THE TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THI SERIES )

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

^ K ~
\*>'

7. RECORD SERIES FORMAT(S)

3CLETTER SIZE O MICROFILM

ĵ fe LEGAL SIZE O COMPUTER TAPE

' a BOUND BOOK • FLOPPY DISK

O AUDIO TAPE a VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME

8 ALPHABETICAL Under A-Z bu
D „ „ „ , „ , individual f:.le
g NUMERICAL f ^ b y ^

• CHRONOLOGICAL
B GEOGRAPHICAL

O OTHER(SPECIFY)

1/2 of ? F I L E DRA»ER(S)
2 MICROFILM REEL(S]
D COMPUTER TAPE(S)
Q OTHER(SPECIFY)NUMBER

10. ANNUAL ACCUMULATION

1/4 Of 1 Q FILE DRAWER(S)
0 MICROFILM REEL(S]

RuWilTT ° COMPUTER TAPE(S)
D fYrHFBISPFriFV^

It. FILE IS USED

° DAILY 5t WEEKLY B MONTHLY

12' FILE BECOMES INACTIVE AFTER 3 years
Q MONTH(S) • YEAR(S)

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

3rd Floor, Elkins
14. IS RECORD SERIES DUPLICATED ELSEWHERET

I IF YCI, SPECIFY /.OCNCY OR OFFICE)
8 YES a NO On f i l e with BPW.. .but not

cuTywhieire ej.se i n UMS.
16. AUDIT REQUIREMENTS

• NONE J? STATE ° FEDERAL a INDEPENDENT

IS. ACCESS RESTRICTIONS Q YES t̂  NO
( ir YKS, CITE LAl(l) A RSOULATI ON ( S)

17. IS AN INDEX SYSTEM USED1 (|p YES.UVLAIN
BRIEFLY AND OESCRI BE ANY HARDSARC/SOFTWARE )

O YES lS( NO

18. RECOMMENDED RETENTION

Screen annually to eliminate excess material
Will microfilm old material for permanent
retention if file becomes more than 1/2 file
dravrer.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

Kathleen Rodkev. Exec?. Arhn-m k - i ^ 8S3-3fi?R

DOS 5S0-4 (REVISED 2/87)

21. DATE

12/13/91



1NSTRUCT1 QMS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

W^TH RECORDS RETENTION SCHEDULE

^ ^ ^ 980-1 )

DEPARTMENT OF GENERAL. SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 27S

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

i. DEPARTMENT/AGENCY University
of Maryland System AdministratiLn

2. DIVISION Vice Chancellor
for General Administration

3. UNIT Vice Chancellor for
General Administration

DEFINITION-RECORD SERIES-* O l t O U F O r «LATBD RECORDS NORMALLY ft LSD AMD UIID AS A UNIT FOR
REFERENCE AS BELL AS RETENTION AND DISPOSITION PUWPOBga •__

*. RECORD SERIES TITLE
MHEC (Maryland Higher Education Commi,

8. EARLIEST YEAR/LATEST YEAR

ssifcn 1988 TO 1QQ1

«. RECORD SERIES DESCRIPTION .BRIEFLY DESCRIBB TMK TYPES Or INPORMA'
•IN THE SERIES.

General Correspondence on MHEC issues.

T I ON / DOCUMENTS / FORMS POUND

INCLUDE TMK PURPOSE OH FUNCTION OP TNK SERIES |

File on Finance &. Facilities Policy Committee meetings.

fcr11*

7.

•

RECORD SERIES FORMAT(S)

LETTER SIZE • MicROriUI

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE • VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^ ALPHAKTICAL

^ NUMERICAL

a CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

Under A-Z
but individuc
filed by date

9.

1 file

VOLUME

^ 8 FILE DRAWER(S)

B MiCRCriLM REEL(S]

O COMPUTER TAPE(S)

E OTHER(SPECIFY)NUMBER

10. ANNUAL ACCUMULATION

1/4 Of 1 ° FILE DRAWER(S)
• MICROFILM REEL(S)

KumnnrD COMPUTER TAPE(S)
• rrrumi C;PF<- t FV \

l II F.LE IS USED D a U y to w e e k l

OXDAILY § WEEKLY D MONTHLY

1 2 .
FILE BECOMES INACTIVE AFTER On g o i n g

• MONTH(S) D YEAR(S)

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

3rd floor, Elkins Building
M . IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YCS, SPECIFY S.OENCY OR OFFICE)

a YES B NO Material exists at MHEC

IS. ACCESS RESTRICTIONS • YES H NO

I IF YES, CITE LAS(S) * RBOULATI ON ( S )
16. AUDIT REQUIREMENTS

}Q NONE O STATE ° FEDERAL n INDEPENDENT

J7 , I S AN INDEX SYSTEM USEDT ( | p v i g . u y L A I N

BRIEFLY AND DESCRIBB ANY HARDBARc/ SOFTWARE)

Q YES Xl NO

18. RECOMMENDED RETENTION

General correspondence - screen annually-
microfilm historical material.

Finance & Facilities Policy material - sere
annually and microfilm historical mater

19. NAME AND TITLE OF PREPARER

Kathleen Rodkey, Exec. Admin.

DCS 330-4 (REVISED 2/87)

20. TELEPHONE NUMBER

A Lde 853-3625

2 I . DATE

13/iyQi



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
jĵ fel RECORDS RETENTION SCHEDULE
^ B SSO-t )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

i. DEPARTMENT/AGENCY University
of Maryland System Admin.

2. DIVISION Vice Chancellor
for General Administration

s. UNIT Vice Chancellor
General Administration

DEFINITION-RECORD S E R I E S - * ° * O U F O r »«LATED MCOROI NORMALLY PILED AMD USED AS A UNIT FOR
WintWgHCI AS BELLAS RETENTION AND DISPOSITION P U » W E « •__

A, RECORD SERIES TITLE Minority Business Feports

6. RECORD SERIES DESCRIPTION (BRIEFLY DIBCRIK THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE TMB PURPOSE OR FUNCTION OF THE SERIES J

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

P ^
\*-k

•

RECORD SERIES FORMAT(S)

LETTER SIZE O MICROriLM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

AUDIO TAPE a VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

)O ALPHABETICAL A-Z file

«XNUMERICAL (individual f i l e

Q C H R O N O L O G I C ^ ^ ** 6stB

Q GEOGRAPHICAL

0 OTHER(SPECIFY)

9. VOLUME

1/2 ofq.FI": DRAWER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)
O OTHER(SPECIFY) .NUMBER

10. ANNUAL ACCUMULATION
1 2" foldS): FILE DRAWER(S)

• MICROFILM REEL(S)
RTiHilir ° COMPUTER TAPE(S)

n w w r m «;pFr i F Y \

I 11 FILE IS USED

° DAILY

Sporadically
° WEEKLY D MONTHLY

12* FILE BECOMES INACTIVE AFTER Ongoing

• MONTH(S) a YEAR(S)

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

3rd floor, Elkins
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

t l P YCS, SPECIFY /.OENCY OR OFFICE)
a Y E S a NO Report itself on file with

Office of Minority Business
16. AUDIT REQUIREMENTS Affairs

O NONE 5 STATE • FEDERAL ° INDEPENDENT

IS. ACCESS RESTRICTIONS • YES }Q NO
(IF YES, CITE LAS(S) * REGULATION!s)

17. IS AN INDEX SYSTEM USED» (ip YII.UVUIN
BRIEFLY AKD DESCRIBE ANY HARDBARE/SOFTWARE )

a YES Ot N O

18. RECOMMENDED RETENTION

Until file takes up more than 1 file
drawer. Older material to be microfilmed
for permanent retention.

19. NAME AND TITLE OF PREPARER

Kathleen Rodkey, Exec. Admin. Aide

20. TELEPHONE NUMBER

853-3625

21. DATE

12/13/91
DGS 5S0-4 (REVISED 2/87)



1 fSTRUCT 1QMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
^feH RECORDS RETENTION SCHEDULE
i R s 590-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 273

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

I. DEPARTMENT/AGENCY UNIVERSITY
OF MARYLAND SYSTEM ADMINISTRATION

2. DIVISION Vice Chancellor
General Administration

UNIT Vice Chancellor for
General Administration

DEFINITION-RECORD SERIES-* anOV* O r M L A T K D RECORDS NORMALLY FILED AND UtID AS A UNIT FOR
REFERENCE AS HELL AM WITCNTIOW AMD PIBPOglTICN PUMPOaga •__

4. RECORD SERIES TITLE
INVENTORY

S. EARLIEST YEAR/LATEST YEAR
1964 TO 1991

«. RECORD SERIES DESCRIPTION ( BfHIPLT DESCRIBE THE TYPES OP"
IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS FOUND

INCLUDE THK PURPOSE OR FUNCTION OF THK SERIES!

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

SYSTEM ADMINISTRATION BUILDING AND ITS EXTENSIONS.

^ > "
\^
.o

7. RECORD SERIES FORMAT(S)

JO^LETTER SIZE CI MICROFILM

^^P LEGAL SIZE O COMPUTER TAPE
1 Q BOUND BOOK • FLOPPY DISK

Q AUDIO TAPE • VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

XJ ALPHABETICAL Under A-Z

)P NUMERICAL (indvidual f i l e

o CHRONOIO^ATY da**)

Q GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME

1 V FILE DRAWER(S)
0 MICROFILM REEL(S)
• COMPUTER TAPE(S)
a OTHER(SPECIFY]NUMBER

10. ANNUAL ACCUMULATION
Material D FILE DRAWER(S)
screened a MICROFILM REEL(S)
to fcUMSg* a COMPUTER TAPE(S)
S t a i n 1 . O cm-trwf garr i FY \

11 . FILE IS USED

XI DAILY O WEEKLY 0 MONTHLY

IZ- FILE BECOMES INACTIVE AFTER 3 YEARS OR
a MONTH(S) Q YEAR(S) U^nj^ 'AW

13. CURRENT LOCATION(S)

3RD Floor, Elkins

BLDG..FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YCS, SPECIFY /.OEKCY OR OFFICE)
a YES J£I NO

IS. ACCESS RESTRICTIONS • YES R NO
(IF YES, CITE LAW(S) A RIOULATION(B)

16. AUDIT REQUIREMENTS

• NONE Oi STATE O FEDERAL K INDEPENDENT

17. IS AN INDEX SYSTEM USEDt (IF YES.KXFLAIN
BRIEFLY AND DESCRIBE ANY HARDIARC/SOFTWARE)

a YES & NO

18. RECOMMENDED RETENTION

MATERIAL SCREENED ANNUALLY. WHEN GOES
BEYOND ONE FILE DRAWER, MATERIALBEYOND
AUDIT REQUIREMENTS WILL BE MICROFILMED
FOR PERMANENT RETENTION.

1». NAME AND TITLE OF PREPARER

Kathleen Rodkey, Exec. Admin. Aide

20. TELEPHONE NUMBER

853-3625

21. DATE

12/13/91

DCS 330-4 (REVISED 2/87)



1NSTRUCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
J^TH RECORDS RETENTION SCHEDULE
^BiS 980-1 )

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 279

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE OF

i. DEPARTMENT/AGENCY University

of Maryland System Administratjion

2. DIVISION Vice Chancellor

for General Administration

s. UNIT Vice Chancellor for
General Administration

DEFINITION"RECORD SERIES-* a i t o u F o r RELATED RECORDS NORMALLY Ptl-KO AND USED AS A UNIT FOR
M r e « W « AS W U AS RETENTION AND DISPOSITION PUMPOBga _

4. RECORD SERIES TITLE
Hazardous Materials 8. EARLIEST YEAR/LATEST YEAR

inni TO

«. RECORD SERIES DESCRIPTION l M I K F l- r DMCRIMt TMK TYPM OF" INFORHATI ON /DOCUMENTS /FORMS FOUND

IN THE SERIES. INCI.UOK TMK PURPOSE ON FUNCTION OF THI IBrtrS)

MATERIAL RELATED TO HAZARDOUS ̂ ^ASTE PROBLEMS. ROSE CHE'lIC^L MATERIAL WAS RECENTLY

MICROFILMED AFTER FINAL RESOLUTION AND IS CONTAINED ON 1 REEL.

k
RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

AUDIO TAPE ° VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

HXAUPHABETICAL A ~ Z

tZ NUMERICAL (individual file
filed byQ CHRONOLOGICAL

O GEOGRAPHICAL

° OTHER(SPECIFY)

datfi)

. VOLUME

1/10 f FILE DRAWER(S)

Q MICROFILM REEL(S]
O COMPUTER TAPE(S)
O OTHER(SPECIFY)NUMBER

10. ANNUAL ACCUMULATION

Screen to ° ̂ ^.E DRAWER(S,
event ° MICROFILM REEL(S)

P KuTOnr D COMPUTER TAPE( S )

11
FILE is USED Occasionally.

Q DAILY O WEEKLY B MONTHLY

l 2 - FILE BECOMES INACTIVE AFTER Problem i s
a MONTH(S) a YEAR(S) resolved

1 3 . CURRENT LOCATION(S) ( BLDG..FLOOR.ROOM)

3rd floor, Elkins Building

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY /.OENCY OR OFFICE)

a YES CKNO

IS. ACCESS RESTRICTIONS • YES 8 NO

I IF YES, CITE LAW(S) * RIQULATI ON ( S )
16. AUDIT REQUIREMENTS

O NONE P STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YII.EXPUIN

BRIEFLY AND DESCRIBE ANY HARCIARC/ SOFTWARE )

D YES 1̂ NO

18. RECOMMENDED RETENTION

Retain until problem is resolved. Microfilir.

for permanent retention.

19. NAME AND TITLE OF PREPARER

Kathleen Rodkey, Exec. Admin. Aid;

DCS 530-4 (REVISED 2/87)

20. TELEPHONE NUMBER

853-3625

2 1 . DATE

L2/13/91



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

j^TH RECORDS RETENTION SCHEDULE
^0^5 S80-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

i. DEFARTMENT/AGENCY University
of Maryland System Admin.

2. DIVISION v i c e chancellor foi"
 3

General Administration

UNIT Vice Chancellor for
General Administration

DEFINITION-RECORD SERIES-* anOur> Ow "LATED RECORDS NORMALJ.Y FtLJEO AMD USED AS A UNIT FOR
MreWWCI AS WELL. AS H1T1NTIOW AND DISPOStTICiN PUWPaggg •

4 . RECORD SERIES TITLE
Forms Management

8. EARLIEST YEAR/LATEST YEAR

1977 TO iqqi

8. RECORD SERIES DESCRIPTION (••IKFL>r DESCRIBE THE TYFBS or INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

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

7. RECORD SERIES FORMAT(S)

(X LETTER SIZE O MICROFILM

LEGAL SIZE • COMPUTER TAPE

D BOUND BOOK O FLOPPY DISK

Q AUDIO TAPE d VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

o" NUMERICAL individual

D CHRONOLOGICALfVLe f ± l e d bi
date.

O GEOGRAPHICAL

Q OTHER(SPECIFY)

1 M • FILE is USED VERY FREQUENTLY AS OF LATE.

5 DAILY a WEEKLY • MONTHLY

9. VOLUME

1/6 of oni^ I L E DRA»ER(S)
O MICROFILM REEL(S)
Q COMPUTER TAPE(S)
0 OTHER(SPECIFY)

NUMBER

10. ANNUAL ACCUMULATION.
screen t§ FILE DRAWER(S)

maintain n MICROFILM REEL(S)

l/6RTJHEBTr ° COMPUTER TAPE(S)
O errurm <zt*m w \

1 2 . FILE BECOMES INACTIVE AFTER ONGOING

O MONTH(S) O YEAR(S)

1 3 . CURRENT LOCATION(S) (BLDG. ,FLOOR.ROOM)
3rd Floor, Elkins Building

M . IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES, SPECIFY S.8ENCY OR OFFICE)
O YES S. NO

IS. ACCESS RESTRICTIONS Q YES &NO
(IF YES, CITE I_AE(S) a REOULJVTiON(s)

16. AUDIT REQUIREMENTS

O NONE H STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|F YIS.OJ>UMN
BRIBFUY AND DESCRIBE- ANY HARDWARE/SOFTWARE )

a YES B NO

18. RECOMMENDED RETENTION

Material is screened annually to prevent
accumulation. If goes beyond 1/2 file drawe
historical material will be microfilmed.

IS. NAME AND TITLE OF PREPARER

Kathleen Rodkey, Exec. Admin.

20. TELEPHONE NUMBER

4ide 853-3625

2 I. DATE

12/13/91

DCS 330-4 (REVISED 2/87)



I NSTRUCT 1QMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
JMTH RECORDS RETENTION SCHEDULE
^Pb 550-1 )

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

t. DEPARTMENT/AGENCY University
of Maryland System Admin.

2. DIVISION
Vice Chanc. Gen. Admin.

3. UNIT

Vice Chanc. Gen. Admin.

DEFINITION-RECORD SERIES-A OltOUF O r ««LATEO RECORDS NORMALLY FILED AND UIID AS A UNIT FOR
REFEREMCE Al (ELL AS RETVNTION AND DISPOSITION PUWPQggl •

4. RECORD SERIES TITLE
DEBARMENT

8 . EARLIEST YEAR/LATEST YEAR

iqflR TO 1QQ1

«. RECORD SERIES DESCRIPTION (BIUKFl-r DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

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

eliminated from doing business with the State.

> ^

\\

7. RECORD SERIES FORMAT( S )

j & LETTER SIZE • MICROFILM

ĵ ft LEGAL SIZE • COMPUTER TAPE

1 D BOUND BOOK O FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

» ALPKAEET'.CAL U n d e r A~ Z

butCKNUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

individv al
file filed
date.

ty

9. VOLUME

1/10 Of OnS FILE DRAWER(S)
drawer ° MICROFILM REEL(S)

Q COMPUTER TAPE(S)
Q OTHER(SPECIFY)NUMBER

10. ANNUAL ACCUMULATION
remains a F I L E D R A W E R (s)

S3K& D MICROFILM REEL(S)
K&amr D COMPUTER TAPEJSJ

. a

FILE is USED Annually-sametimes itcre _
Q WEEKLY O MONTHLY° DAILY

f reque ntly
12. FILE BECOMES INACTIVE AFTER ONGOING

O MONTH(S) Q YEAR(S)
NUMBER

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

3rd floor, Elkins Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY S.aENCY OR OFFICE)

a YES R NO NOT AT UMS BUT DOES EXIST AT

IS. ACCESS RESTRICTIONS • YES <X NO
(IF YES, CITE LAI(I) a REOULATION(S)

STATE OFFICE LEVEL.
16. AUDIT REQUIREMENTS

B NONE g STATE Q FEDERAL Q INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF VKS .EXP1-A IN

BRIEFLY AKD DESCRIBE ANY HARDSARE/SOFTWARE )

• YES CK NO

IS. RECOMMENDED RETENTION

File is very small.but contains critical ;
informatiDn from Governor'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

Kathleen Rodkey, Exec. Admin. Aide 853-3625

20. TELEPHONE NUMBER 2 I. DATE

12/13/91

DCS 550-4 (REVISED 2/87)



—I
1MSTRUCT1QMS - -TYPE OR PBIMT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

RECORDS RETENTION SCHEDULE
BBO-t )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 279

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

i. DEPARTMENT/AGENCY University

of Maryland System Administrat:
2. DIVISION

.on
Vice Chancellor

for General Administration

3. UNIT Vice Chancellor
for General Administration

DEFINITION-RECORD SERIES-* 0 l t O U F O r WII-ATHD WCORDf NORMALLY PILED AND USED A l A UNIT FOR
WIFi:ilgW« AS K U . AS HITWITtCW AND DISPOSITION PURPOMga •

4 . RECORD SERIES TITLE

CONSTRUCTION MANAGEMENT AUTONOMY

S. RECORD SERIES DESCRIPTION .BRIEFLY DESCRIBE TKK TYPK8 Of INPORMATI ON /DOCUMENTS /FORMS FOUND
IN THE SERIES. INCLUDE THK PURPOSE OR FUNCTION OP THE SERIES)

^n^±ttiK^terial Pertinent to constructionof Maryland System. management autonomy issue for University

}ss»- \v <b

7. RECORD SERIES FORMAT(S)

IX LETTER SIZE O MICROFILM

}LEGAL SIZE Q COMPUTER TAPE

Q BOUND BOOK • FLOPPY DISK

Q AUDIO TAPE a VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

» ALPHABETICAL U n d e r A" Z

but individual
IX NUMERICAL f n e filed by

B CHRONOLOGICAL^3^*

Q GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

1/2 of oneH FILE DRAWER(S)
Q MICROFILM REEL(S)
O COMPUTER TAPE(S)
a OTHER(SPECIFY)

NUMBER"

ANNUAL ACCUMULATION
Q FILE DRAWER(S)
D MICROFILM REEL(S)

fiTjRKgr D COMPUTER TAPE(S)
•

1 0 .

not much
cnange

11• FiLE is USED Annually

Q DAILY O WEEKLY a MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER L e S S a c t i v e e a c

D MONTH(S) O Y E A R ( S £ e a r b u t ^

1 3 . CURRENT LOCATION(S) ( BLDG ..FLOOR.ROOM)

3rd floor, Elkins Building

pertinent•
M . IS RECORD SERIES DUPLICATED ELSEWHERE?

tlP VCS, SPECIFY AOEKCY OR OFFICE)
• YES R NO

IS. ACCESS RESTRICTIONS Q YES ^ NO
( IP VES, CITE LAl(t) A RUULATIOK(s)

IS. AUDIT REQUIREMENTS

O NONE £ STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YIB.KXPUIN
BRIEFLY AKD DESCRIBE AMY HARDBARE/SOFTWARE)

° YES QC NO

18. RECOMMENDED RETENTION

Until construction management autonomy
is no longer an issue and then microfilmac
for permanent retention as VCGA is office
of record.

18. NAME AND TITLE OF PREPARER

Kathleen Rodkey, Exec. Admin. lAide WI-I&OR

20. TELEPHONE NUMBER 21. DATE

12/13/91
DGS 330-4 (REVISED 2/87)



1NSTRUCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
^ H RECORDS RETENTION SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

i DCFARTMENT/AGENCY

University of Maryland System Adrtiin
2. DIVISION vice Chancellor

for General Administration

3. UNIT Vice Chancellor for
General Administration

CEF IN IT I ON-RECORD SERIES-* OltOUP O F "«LATEO RECORD* NORMAU.Y FILED AND UIID Al A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PUMPOBga •__

4. RECORD SERIES TITLE
Energy Conservation

8. EARLIEST YEAR/LATEST YEAR
1 QQ1TO 1 Qg]^

». RECORD SERIES DESCRIPTION (BIIIItruY BI1CRIM THE TYPES Or INFORMATI ON /DOCUMENTS /FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE ON FUNCTION OF THE SBKtES)

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

I

7. RECORD SERIES FORMAT(S)

I CKLETTER SIZE D MICROFILM

{^k LEGAL SIZE • COMFUTER TAPE

1 O BOUND BOOK O FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

1 •»• FILE is USED Sporadically,
° DAILY Q WEEKLY

8. RECORD SERIES SEQUENCE
Under A-Z

9. VOLUME

QCALPHABETICAL

K NUMERICAL

Q CHRONOLOGICAL

D GEOGRAPHICAL

a OTHER(SPECIFY)

but individual10 ° £ o r i K f r | L E »~««C«>
file filed by
date. I

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

N U M B " O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

f i r s t yeaiff F I U E DRAWER(S)

so unknccnxicROFiLM REEL(S]
ROTSETT D COMPUTER TAPE(S)

a

O MONTHLY

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

IS. CURRENT LOCATION(S) (BLDtt.,FLOOR.ROOM)

3rd floor, Elkins

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YtS, 8FECIFY AOEKCY OR OFFICE)
a YES ijt NO

15. ACCESS RESTRICTIONS • YES X3 NO

(IF YES, CITE LAS(S) » REOULATION(S)

16. AUDIT REQUIREMENTS

^ NONE • STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF VIS.BWLAIN
BRIEFLY AND DESCRIBE ANY HARDBAKE./ SOFTWARE )

a YES a NO No

18. RECOMMENDED RETENTION

Until issue is no longer prevelant.

19. NAME AND TITLE OF PREPARER

Kathleen Rodkey, Exec. Admin.

20. TELEPHONE NUMBER

Aidp fl^"3_ "iCizz

2 1 . DATE

1O/T3/Q/91-
DGS 5 9 0 - 4 (REVISED 2 / 8 7 )



INSTRUCTIQMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
^KjH RECORDS RETENTION SCHEDULE
^ R s 950-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

J. DEPARTMENT/AGENCY n • ..
University

of Maryland System Administratic n

DIVISION Vice Chancellor for
General Administration

3. UNIT vice Chancellor for
General Administration

DEFINITION-RECORD SERIES-* OIIOOP O r **LATED « « R D i NORMALLY PILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION W U W g H •__

4. RECORD SERIES TITLE
FINANCIAL DISCLOSURE

« . RECORD SERIES DESCRIPTION ( B l l l l l t F U r DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORM* FOUND

IN THE SERIES. INCLUOI THE PURPOSE OR FUNCTION OF THE SERIES)

•

RECORD SERIES FORMAT(S)

LETTER SIZE ° MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

AUDIO TAPE a VIDEO TAPE

OTHER(SPEC IFYJ

8. RECORD SERIES SEQUENCE

« ALPHABETICAL U n d e r A" Z

J? NUMERICAL (individual f i l e
f i l ed by date)

Q CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTHER(SPECIFY)

9. VOLUME

1/2 Of a R FILE DRAWER(S)
O MICROFILM REEL(S]
a COMPUTER TAPE(S)
D OTHER(SPECIFY)NUMBER

10. ANNUAL ACCUMULATION

1/10 Of an FILE DRAWER(S)
O MICROFILM REEL(S)

KUOTETT Q COMPUTER TAPE(S)
• nrrHFBl pprr i F V \

FILE IS USED

° DAILY R WEEKLY O MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER Ongoing
• MONTH(S) a YEAR(S)

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

3rd floor, Elkins Building
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlP YES, SPECIFY AOEKCY OR OFFICE)

a YES St NO NOT AT UMS BUT SOME MATERTAT,

IS. ACCESS RESTRICTIONS • YES >P NO
(IF YES, CITE L_AB(S) * RIOULATION(S)

DOES EXIST AT STATE ETHICS.
16. AUDIT REQUIREMENTS

• NONE H STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDY (IF YES.EXPLAIN

BRIEFLY AKD DESCRIBE ANY HARDIARC/ SOFTWARE )

a YES $ NO

18. RECOMMENDED RETENTION

Files only take 1/2 of file drawer. OnT
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. I

2 0. TELEPHONE NUMBER

ide 3R-3-7£?c

2 I. DATE

12/u/yi
DCS 550-4 (REVISED 2/87)



I NSTRUCT 1 QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
IITH RECORDS RETENTION SCHEDULE
^ K 550-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX Z7B

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

i. DEPARTMENT/AGENCY University

of Maryland. System Administration
z. DIVISION vice Chancellor for

General Administration

3. UNIT Vice Chancellor for
General Administration

DEFINITION-RECORD SERIES-* anOU* O r M"-*TED M W R D I NORMALLY FILED AMD UtfD AS A UNIT FOR
mrEHBHCK AB EEU. AB B1TKWTIOW AND DISPOSITION PUBFOgBl •__

4. RECORD SERIES TITLE
UMSA Correspondence

S. EARLIEST YEAR/LATEST YEAR
1977 TO PrPoanf

« . RECORD SERIES DESCRIPTION l B I I I I C F I - r DESCRIBE THE TYPEB o r INPORMATION/DOCUMENTS/PO
IN THE SERIES. INCLUDE THK PURPOSE OR FUNCTION OF THI SERIES)

S f S ^ e l a S o n s ^ ^ 6 r ^ d ^ various issues related to UMSA and Institutions;.

^S^
\0

7.

•

RECORD SERIES FORMAT(S)

LETTER SIZE Or MICROriLM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

AUDIO TAPE • VIDEO TAPE

OTHER(SPECIFYJ

8. RECORD SERIES SEQUENCE

& ALPHABETICAL

Q NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

° OTHER(SPECIFY)

A-Z and
by date

9. VOLUME
12 S FILE DRAWER(S)
28 n MSCRoriLM REEL(S)

O COMPUTER TAPE(S)
Q OTHER(SPECIFY)NUMBER

10. ANNUAL ACCUMULATION

NONE ° fI«-E DRAWER(S)
0 MICROFILM REEL(S)

KTjmnnr° COMPUTER TAPE(SJ

I II FILE IS USED

®^DA1LY B WEEKLY O MONTHLY

l2' FILE BECOMES INACTIVE AFTER 3 yeaTS
H MONTH(S) D YEAR(S)

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

3rd floor, Elkins

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YTB, SPECIFY AOCKCY OR OFFICE)
S YES O NO

IS. ACCESS RESTRICTIONS • YES & NO

(IF YES, CITE LA*(S) * RBOULATION(B)

16. AUDIT REQUIREMENTS

Q NONE g(STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED! ( IF YKB.K>U>LAIN
BRIEFLY AND DESCRIBE ANY HAROIARC/ SOFTWARE )

CXYES a NO Yes, for microfilired items

18. RECOMMENDED RETENTION

3 years - but screen annually also and

retain historical information on microfilir

19. NAME AND TITLE OF PREPARER

Kathleen Rokdey, Exec. Admin. A.

DCS 530-4 (REVISED 2 / 8 7 )

20. TELEPHONE NUMBER

:de 853-3625

2 I . DATE

1V13/91



INSTRUCT1QMS- -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WIJH RECORDS RETENTION SCHEDULE

BSQ-t )

i. DEPARTMENT/AGENCY University

of Maryland System Administrati

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION v i c e C h a n o e l l Q r fQIj

pn General Administration

AGENCY RECORDS INVENTORY

s. UNIT Vice Chancellor for

General Administration

DEFINITION-RECORD SERIES** °"OUIB O r K*«-*TBD RECORDS NORMALLY PILED AND USED Al A UNIT FOR
REFERENCE AS « q AS RETENTION AND DISPOSITION PUm>O«g« •

4. RECORD SERIES TITLE Virginia/Maryland Regional College of

Veterinary Medicine

8. EARLIEST YEAR/LATEST YEAR

1 Qfin ., T O ̂ caaant

«. RECORD SERIES DESCRIPTION j " " I K r u T DESCRIBE THE TYPES Or INPORMATION/DOCUMENTS/PORMS POUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEP/1E8)

Virginia/Maryalnd Regional College of Veterinary Medicine

7 .

St

RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^ALPHABET I GAL

Q NUMERICAL

Q CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

1/10 Of 130 FILE DRAVER(S)

a MICROFILM REEL(S)

Q COMPUTER TAPE(S )
N U M B B * O OTHERJSPECIFY)

10. ANNUAL ACCUMULATION
None D F 1 L E Qi^^Emsj

• MICROFILM REEL(S)
KOTWr ° COMPUTER TAPE(S)

G CfTHFRf < B T r I FV \ .

I It FILE IS USED
a DAILY

Very rarely
° WEEKLY D MONTHLY

1 2 .
FILE BECOMES INACTIVE AFTER Ongoing

• MONTH(S) Q YEAR(S)

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

3rd floor, Elkins Building

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY AOENCY OR OFFICE)

a YES CKNO

13. ACCESS RESTRICTIONS O YES S NO

(IF YES, CITE LAV(S) * RtOULATION(s)
16. AUDIT REQUIREMENTS

Q NONE O STATE • FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM USED7 (|p via.UTUIN

BRIBFUY AND DESCRIBE: ANY HARDlARe/ SOFTWARE )

O YES }Q NO

18. RECOMMENDED RETENTION

Screen annually, historical material

kept permanently on microfilm.

19. NAME AND TITLE OF PREPARER

Kathleen Rokdey, Exec. Admin. Aii.dk

20. TELEPHONE NUMBER

853-3625

2 1 . DATE

1? /TVQi

DGS 530-4 (REVISED 2 / 8 7 )



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

580-1 )ttf"
^^>EF/IT'DEFARTMENT/AGENCY

Univ. of MD System Admin.

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 273

JESSUP. MARYLAND 20794

2. DIVISION

VCGA

AGENCY RECORDS INVENTORY

DEFINITION-RECORD S E R I E S - * O I I O i m O r *«LATKO RECORDS NORMAU.Y FILED ANO UtID AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AMD DISPOSITION PUWMggg •

4 . RECORD SERIES TITLE

Accounting Records (General & Special)-Permanent

8. EARLIEST YEAR/LATEST YEAR

/979 TO /91I
«. RECORD SERIES DESCRIPTION ("III"rUT O««CRI»« THE TYFBS Or INFORMATION/DOCUIMXNTS/FORMS FOUND

. %IH THE SERIES. ^ INCLUDK TMW- FURFOSE OR FUNCTION OF 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

-V_> .....

7. RECORD SERIES FORMAT(S)

^LETTER SIZE O MICROFILM

_£ LEGAL SIZE • COMPUTER TAPE

'BOUND BOOK a FLOPPY DISK

• AUDIO TAPE • VIDEO TAPE

X OTHER(SPEC1FY)

FiChe

RECORD SERIES SEQUENCE

Q ALPHABETICAL.

XNUMERICAL

^ C CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTHER(SPECIFY)

9. VOLUME

X
/6

NUMBER

FILE DRAWER(S)
a UlrOOFIIM REKL.1SI
n COMPUTER TAPE(S)
Q OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

^ F I L E DRAWER(S)
'2.' a MICROFILM REEL(S)

RTJBBKira COMPUTERTAPE(S)
O QTwrplcpcriryt

I 1 1 . FILE IS USED

X DAILY X MONTHLY

12. FILE BECOMES INACTIVE AFTER
a MONTH(S) JCYEAR(S)

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

AVCFA QfF»C&> ARCH\\ /E^ ZOOM

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YCS, SFECIFY /.OENCT OR OFFICE)
K YES • NO OIWPIA.* CLJCS, i\AX& 7IU2.-5

IS. ACCESS RESTRICTIONS • YES )^NO
(IF YE8, CITE LA*(s) & REOUUATI ON ( S )

16. AUDIT REQUIREMENTS

° NONE )C STATE • FEDERAL j[ INDEPENDENT

17. IS AN INDEX SYSTEM USED? (ir WS.EJCFLAIN
BRIEFLY AND DESCRIBE- ANY HARDWARE./SOFTVAi

Q YES ^ NO

18. RECOMMENDED RETENTION

PE.ft.*\fcKiE.M-r

19. NAME AND TITLE OF PREPARER

Donna H. Cunninghame

^fi&^h^msi^for
DCS SSO-4 (REVISED 2 / 8 7 )

2 0 . TELEPHONE NUMBER
853-3638

2 1 . DATE

1/3/92



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

850-t)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS -INVENTORY

I T"DEFARTMENT/AGENCY

Univ. of MD System Admin.

2. DIVISION

VCGA

3. UNIT
AVCFA

DEFINITION-RECORD SERIES-* anOU* °* RELATED RECORD* NORMALLY PtUO AND USED AS A UNIT rOR
REFERENCE AS 1EU. AS RETENTION AND DISPOSITION FUBPBge«

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

5. EARLIEST YEAR/LATEST YEAR

(969 TO J97/

S. RECORD SERIES DESCRIPTION JB"llnrUT DESCRIBE THE TYPES Or INPORMATION/DOCUMENTS/PORMS POUND
IN THE SERIES. INCLUDE THE PURPOSE OR PONCTION OP THE I K n M |

- UMSA Working Fund Checking Acct documents (canceled checks, deposit
receipts, bank statements)
- Adjusting journal entries documents
- Cash deposit documents
- University System's Accounting System Reports (AM061,AM09x,AM04x)
- State's Accounting System Reports (A304xx)
- Interest Income Allocation records

7. RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE ° COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

a OTHER(SPECIFY)

4
8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

° NUMERICAL

X CHRONOLOGICAL

a GEOGRAPHICAL

Q OTHER(SPECIFY)

I. VOLUME

X FILE DRAWER(S)

^ P O COMPUTER TAPE(S)
NUMBER Q O T H E F( Sp E C I r rj

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)

3 a MICROFILM REEL(S)
RTSntlT0 COMPUTER TAPE(S)

n rfmrtii gprr i rv \
I It. FILE IS USED

Q DAILY Q WEEKLY X MONTHLY

1Z* FILE BECOMES INACTIVE AFTER
2- D MONTH(S) ^YEAR(S)

IS. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM) M . IS RECORD SERIES DUPLICATED ELSEWHERET
tlP YES, SPECIFY /.OEKCY OR OPPtCB)

a YES X N O

15. ACCESS RESTRICTIONS • YES X 1* 0

(IP YES, CITE LJta(s) A REOULATION(S)
16. AUDIT REQUIREMENTS

Q NONE X STATE X FEDERAL ^ INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( IP VKS.EXPLJkIN
BRIEFLY AND OESCRIBK ANY HAROSARE/SOFTWARE)

° YES X NO

18. RECOMMENDED RETENTION

3 - S VRS O«L AAACilTeJi

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

DCS 33 0-4 (REVISED 2/87)



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

580-1)

1 . DEPARTMENT/ACENCY

Univ. of MD System Admin.

DEPARTMENT OF GENERAL SERVICES
RECORDS- MANAGEMENT DIVISION

7Z7I WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

VCGA

AGENCY RECORDS INVENTORY

PAGE OF H

3. UNIT

AVCFA

DEFINITIONS SERIES*'A OROUP-or RKLATKO RECORDS

IIHMCT* AS R U U AS RSJTKMT
NORMALLY1 C t L n AMD USKB AS A UNIT FOR-»
ION ANO D l t W t l T I M I W M W M ;

4. RECORD SERIES TITLE. Accounts Payable Records - 3-Tfr. &
Until Audited

8. EARLIEST YEAR/LATEST-YEAR

/989 TO 1991

.. RECORD SERIES DESCBIFriONS("fl"FUTD"SC"1"
... m T * SERIES.

(•includes records for AVCFA Office only)

TVPKS OP INFORMATION/DOCmil I • / I
INCLUOK THB PURPOSE OR FUNCTION OF"TMKSBRIKS)

- Signed Confirming Requisitions/Miscellaneous Payment forms w/ invoices,
working fund reimbursement requests, receiving reports, etc.
- Purchase Orders and approved invoices, receiving reports
- General Stores Orders
- HM Orders

*NOTE: UMSystem A/P records were transferred to UMCP System Control in May,
1991. •- =

7. RECORD SERIES FORMAT(S)

j '•/£ i2£Tf:_.i. •= t 2 S C £55-SS_« LJ£> v- ,̂_

£ | O- LEGAL. SIZE" • COMPUrBRETAPK^

^ ^ . O BOUND BOOK ° F L O P F T D I S C ;

O AUDIO TAPE • VIDEOcTAPBr?

• OTHER( SPECIFY)

8 . RECORD: SERIES SEQl

P Ai_Tf__rr;cjyL

^ NUMERICAL^

• GEOCRAPHICAl.

• OTTCRt SPECIFY)

! **• FILE IS USED

KDAILY O MCNTM.Y

I. VOLUME

X^FILE DRAWER(S)
"~1~" 'z K:c3r_3r:i_i.:*a___,;-;
^ O COMPUTERKTAPEfS )

O OTHERfSPECIFY)

1 0 . ANNlm trwi :ION
XFILE-DRMRRtS)

f S" a MICROFILMf REEL( S)
hUUim ° COMPUTER?TAPE(S)

«*• FILE CCOMES-INACTIVE AFTER*

D-MONTH(S) ^ Y E A R ( » K

IS. CURRENT LOCATION(S}, ( 14 . II IIES DUPLICATED'EL
i j lF VKB; SPKeiFY AOCKCT O» OFFICtl

YES> Q NO UMCP A/P AJPPiCE*

18. ACCESS RESTRICTIONS^ O YES ) ( N O
(IPYKS, ClTKLAl(t) A miaULATION(t)

K . AUDIT REQUIREMENTS

a NONE: ^ STATE ^/FEDERAL • I DEPENDENT

17. IS AN IMDEX.SYSTEM
BRIBPLY AKO DKBCRI

t ( I F VKS.KXrt-AIN
ANY HAROBARK/sorTWARK)

a YES )\ NO

18. RECOMMENDED RETENTION

3 NKS on /Wx>rn_t_

t». NAME AND TITLE OF

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

2 0 . TELEPHOrar NUMBER

853-3638
2 1 . DATE

1/3/92

DCS 580-4 (REVU Z/87)



1HSTRUCTIQNS»-TYPC-OW;P»1MT"A

SEPARATE FORM FOR EACH. NEW* OR
REVISED. RECORD SERIES- FORMRD*
WITH RECORDS RETENTION

DEPARTMENT Or GENERAL. SERVICES
RECORDS-MANAGEMENT DIVISION -

7271 WATERLOO- ROAD-
P.O. BOX 178

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

I . DEPARTMENT/AGENCY.
Univ. of MD System Admin.

2. DIVISION

VCGA
3. UNIT

AVCFA

OEFIN IT I ON •RECORDS SERIES-' NORMAUL.Y riU
• I OH- AND DISM

utio.Ai. A UNIT F©«"
ITION Plffll

4 . SERIES TITLE..
Audits (Legislative) - 10 Years,
Then Destroy

S . EARLIEST YEAR/LATEST: YEAR

/?8P TO t?1l

«. RECORD SERIES DESCRIPTION? ( IBK<TKK
IN T+K SERIES. IN

INFORMATION/DOCUMENTS/FORM

:< nmront an FUNCTION op°TMtaiinci|

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

7 . RECORD SERIES FORMAT(S)

• f c C l TO*I. SIZE • COMPUTER; TAPEc

' o BocNn.-.Booit; a rLOPpir-Diac^

Q AUDIO TAPE • VIDEO-'TAPK^

Q OTHER( SPECIFY)

t . RKUNW' IES-SEOJU

a NUMERICAL^.

a OTICR(SPKCtFY)

t . VOLUME.

3
NUMMW?

> ( FILE DRA«ER(S)

Q COMPUTERKTAPEtS)
Q OTHER( SPECIFY)

1 0 . ANNUAL-ACCUMULATION^

y FILE DRAaER(S)
, 5 • MICROFILR,REEL(S)

kUUllUjP COMPUTEmTAPEtS)
_ ^ Q ffftyp^CTJ^iyvv

I II FILE IS USED

<3 DAILY , MONTW.Y

1 2 . FILE INACTIVE AFTERS
•4- Q MONTH(S) X YEAR|S>m

I» . CURRENT LOCATIONfS ) (

AVCFA OrTlC& ^»L£S
•H: 14. IS REC HES DUPLICATED: •*S

t̂ ir vcs;: spKctPY-AOKNCT on orr*eK̂ >-k
18 . ACCESS RESTRICTIONS*: Q YES. Xt4O

( IF VKS, C I T I U t i t l • RMUtATIONlfl
I S . AUDIT REQUIREkCNTS

^NONEi a STATE ° FEDERAL O INDEPENDENT

1 7 . I S AN INDEX SYSTEM^USEDT" ( | p VKSiKXPLAIN
•RIKFUY AKD DKBCRf WlANY HARO«ARKy SOFT* IS. RETENTION

Q YES X, NO /o v/?s

I*. NAME AND TITLE OF

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

Z1. DATE

1/3/92

DCS 530-4 (REV1 */•»)



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

980-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

I. DEFARTMENT/A6ENCY

'Jniv. of MD System Admin.

2. DIVISION

VCGA
3. UNIT

AVCFA

DEFINITION-RECORD SERIES-A amOV* O r « " « « > RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
REFERENCE AS W L L AS RETENTION AHD DISPOSITION PUWPO«E« •

4. RECORD SERIES TITLE Audit Reports (Other Than Legislative) -
Permanent

8. EARLIEST YEAR/LATEST YEAR

/tea TO mi

«. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THK TYPES OP
IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THK PURPOSE OR FUNCTION OF THE SERIES]

- Retain related documents, e.g., Overseas Division Audit Reports, Management
Letters, Single Audits, NCAA Audits

7. RECORD SERIES FORMAT(S)

'B'LETTER S\*E O MICROFILM

#LEGAL SIZE • COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

• AUDIO TAPE • VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

° NUMERICAL

X, CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

NUMBER

3^,FILE DRAWER(S)
fl MicRor:^.; RSEL(S;
• COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

*t FILE DRAWER(S)
I £ a MICROFILM REEL(S)

RTJBRIT ° COMPUTER TAPE(S)
O OTWCDI «;pFr l rv \

11. PILE IS USED

Q DAILY 0 WEEKLY Q MONTHLY

12. FILE BECOMES INACTIVE AFTER
O MQNTH(S) ^YEAR(S)

IS. CURRENT LOCATION!S) (

AVCFA QFf ICE P I L £ S

.FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?

ttF YKSfBF-ECIPY /.OCNCY OR OFFICE)

a YES /(NO
IS. ACCESS RESTRICTIONS a YES ^ N O

(IF YES, CITE LAI(I) a RKOULATION(S)
16. AUDIT REQUIREMENTS

• NONE ^ STATE ^FEDERAL X I N D E P E N D E N T

17. IS AN INDEX SYSTEM USED? (IF VKS.EXPLAIN
BRIEFLY AKO DESCRIBE ANY HARDBARE,/SOFTWARE)

° YES >k NO

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

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

DCS 3S0-4 (REVISED 2 / 8 7 )

2 0 . TELEPHONE NUMBER

853-3638

2 1 . DATE

1/3/92



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

880-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS-INVENTORY-

PAGE -d-°rJi_
1. DEPARTMENT/AGENCY

Univ. of MD System Admin.

2. DIVISION

VCGA

S. UNIT

DEFINITION-RECORD SERIES-* °"OU* O r «*LATKO RKCORDS NORMALLY FILIO AND UtID AS A UNIT FOR
RSFfcRBNCa AS 18U AS RKTKNTION AND DIBFOBITION fUUFflgM •

4. RECORD SERIES TITLE
Bond Material" 5 . EARLIEST YEAR/LATEST YEAR

/ 969 TO 1931

ECORD SERIES DESCRIPTION ( B I I I K F V ' r DKSCRISK THK TYP-M Or INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. . INCLUDE. TNK PURPOSE OR FUNCTION OF TMK H n e t |

Invoices and Certificates
Bank Statements
Related Bond Documents (Official Statements,etc.)

7. RECORD SERIES FORMAT(S)

^•USTTER SIZE • MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

• AUDIO TAPE • VIDEO TAPE

° OTHER(SPECIFY)

#

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

Q NUMERICAL

^CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTHER(SPECIFY)

VOLUME

4 *J FILE DRAWER(S)
A Sf.Sy!ICFS3wiLM .RFFUrs)
R , Q COMPUTER TAPE(S)

M B E TNUMI ° OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION

X FILE DRAWER(S)
/ • MICROFILM REEL(S)

N T J B « r a COMPUTER TAPE(S)
D fyrwFWl «;p«ri-1 rv \

II . FILE IS USED

° DAILY Q WEEKLY .MONTHLY

12. FILE BECOMES INACTIVE AFTER

*~f_ D MONTH(S) >(YEAR(S)

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

AVCFA Ofr/te FILCS.

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YBB, SPECIFY AOBKCY OR OFFICE)
^ YES O N O yfhlioUi C+mp*t£S

15. ACCESS RESTRICTIONS X YES • NO
(IF VKS, CITK LAS(S) ft RKOULATION(S)

16. AUDIT REQUIREMENTS

Q NONE }( STATE O FEDERAL ^ INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p VKS.K17LAIN
BRIKFLY AKD OSSCRI •• ANY HARDSARC/ SOFTVA* 18. RECOMMENDED RETENTION

a YES NO
p££/YUNEM7"

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

DCS 550-4 (REVI 2/87)



INSTRUCT 1 QMS --TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
^ f e 880-1)

1. DEPARTMENT/AGENCY

Univ. of MD System Admin.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27S

JESSUP. MARYLAND 20794

2. DIVISION

VCGA

AGENCY RECORDS INVENTORY j

PACE 1 OF / 9

S. UNIT

AVCFA

DEFINITION-RECORD SERIES-* OIIOUI* O r ««LATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE
Contracts

S. RECORD SERIES DESCRIPTION ("*
•IN

8. EARLIEST YEAR/LATEST YEAR

/?g5 TO _/*!/_

IEFLY DESCRIBE THE TYPES Of INFORMATION/DOCUMENTS/FORMS POUND
THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

-Treasury Custodian, Investment Manager, Consultants Contracts

7 . RECORD SERIES FORMAT(S)

.& S^TTFH.SITE • MICROFILM
\ . *

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

a AUDIO TAPE • VIDEO TAPE

Q OTHER(SPECIFY)

#

6. RECORD SERIES SEQUENCE

)i ALPHABETICAL

O NUMERICAL

^CHRONOLOGICAL

a GEOGRAPHICAL

Q OTHER(SPECIFY)

9. VOLUME

fe^FlLE DRAWER(S)

n MJCRCFSLM FEEL/si.
a COMPUTER TAPE(S)

NUMBER o orrHEBfspEcupY)

1 0 . ANNUAL ACCUMULATION
° FILE DRAWER(S)
• MICROFILM REEL(S)

KOTEtTT ° COMPUTER T A P E ( S J

I 11.FILE IS USED

Q DAILY a WEEKLY X MONTHLY

12. FILE BECOMES INACTIVE AFTER

• MONTH(S) G YEAR(S)

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

AVCFA- OFFiCt n\_£S

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, SPECIFY ASEKCY OR OFFICE)
a YES W NO

I S . ACCESS RESTRICTIONS / ^ YES O NO
( IP YES, CITE LAW(s) & REOULATION ( S)

?&io2 T O %itk AWrtiCD - c » m * t .

16. AUDIT REQUIREMENTS

a NONE y{ STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDt (IF YES.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDBARB./SOFTWARE) 18. RECOMMENDED RETENTION

YES ^ NO

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

20. TELEPHONE NUMBER

853-3638

21. DATE

1/3/92

DCS 350-4 (REVISED 2/87)



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

590-1 )

I . DEPARTMENT/AGENCY

Univ. of MD System Admin.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z78 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

2. DIVISION

VCGA

AGENCY RECORDS -INVENTORY

PAGE J-orjLL

3. UNIT

AVCFA

DEFINITION-RECORD SERIES-A OROUP OF RELATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PUMBgg« •__

4. RECORD SERIES TITLE
Donor Files - Optional Retention

based on Gift' (3-Yr. or Permanent)

8. EARLIEST YEAR/LATEST YEAR

<98fl TO **?«?! .

RECORD SERIES DESCRIPTION lBIIIKFl-r DESCRIBE THE TYPES OF" INFORMATION /DOCUMENTS /FORMS FOUND
IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

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

7. RECORD SERIES FORMAT(S)

**( LETTER SIZE • MICROPILM

^£LEGAL SIZE a COMPUTER TAPE

^PBOUND BOOK O FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

• OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^ ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

• OTHER(SPECIFY)

9. VOLUME

U.
FILE DRAWER(S)

P MICROFILM REEL(S)
Q COMPUTER TAPE(S)

N U M B E * O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

)i FILE DRAWER(S)

t S a MICROFILM REEL(S]

N U M B M ° COMPUTER TAPE(S)

O nrrnFw(fiPrriFY>

II. FILE IS USED

Q DAILY ^ W E E K L Y MONTHLY

>2. F I L E BECOMES INACTIVE AFTER

• MONTH(S) Q YEAR(S)

IS. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET

ttF YES, SPECIFY AOENCY OR OFFICE)
^ Y E S • NO CAMfUS. FIUES

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

16. AUDIT REQUIREMENTS

° NONE X STATE ° FEDERAL X INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YKS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDBARE/8OPTWA*

D YES ^( NO

18. RECOMMENDED RETENTION

TjePEAiOeMT' £»/v hlbri/tte. oe &\rr

19. NAME AND TITLE OP PREPARER

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

20. TELEPHONE NUMBER

853-3638

21 . DATE

1/3/92

DCS 330-4 (REVISED 2/87)



INSTRUCTIQNS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
A ^ S 550-1 )

1. DEPARTMENT/AGENCY

Univ. of MD System Admin.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX Z7B

JESSUP, MARYLAND 20794

2. DIVISION

VCGA

AGENCY RECORDS INVENTORY

PAGE I OF / /

S. UNIT

AVCFA !

~r~.*,,-*,~, nrmnn -raiee A «*OUP OP RELATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR

IWRRBNCC AS R U . A* RKTCNTION AND DISPOSITION ra*M«ei

4. RECORD SERIES TITLE Endowment Fund Records 5. EARLIEST YEAR/LATEST YEAR

/f 75 TO /99t

0. RECORD SERIES DESCRIPTION (•"'KFI-r DMCRIBK THK TYPKS OF" IN FORMAT I ON/DOCUMENTS/FORMS POUND
IN THE SERIES. . INCLUDE THK PURPOSE OR FUNCTION OF THK SKATES)

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

7. RECORD SERIES FORMAT(S)

V LETTER SIZE • MICROFILM

«

LEGAL SIZE • COMFUTER TAPE

BOUND BOOK ° FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

• OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

^CHRONOLOGICAL

D GEOGRAPHICAL

• OTHER(SPECIFY)

9. VOLUME

D\
NUMBER

J^FILE DRAWER(S)
Q.MICROFILM REEL(S)
a COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
J$ FILE DRAWER(S)

3 Q MICROFILM REEL(S)
RCHSB1T ° COMPUTER TAPE(S)

n wHFii(gBrrirv)

II . FILE IS USED

• DAILY X MONTHLY

12< FILE BECOMES INACTIVE AFTER
2-' • MONTH(S) )^YEAR(S)

II. CURRENT LOCATION(S) ( BLDC..FLOOR.ROOM)

A^ C FA &FC \C£L T » I £ ^ > *\RCH \MES W > K

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP VCS, SPECIFY AOEKCT OR OFFICE)

• YES X N O

IS. ACCESS RESTRICTIONS • YES X**O
(IF YES, CITK I_AS(S) A RKOULATION(S)

16. AUDIT REQUIREMENTS

O NONE X STATE O FEDERAL & INDEPENDENT

17. IS AN INDEX SYSTEM USED? (ip YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HAROBARc/8OFTWAI

a YES NO

18. RECOMMENDED RETENTION

ytosr PIL.CS S>E£jv\fc,td£vjtr

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

DCS 550-4 (REVISED 2/87)



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

580-1 )

I. DEPARTMENT/AGENCY
Univ. of MD. System Admin.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 27S

JESSUP. MARYLAND 20794

2. DIVISION

VCGA

AGENCY RECORDS INVENTORY

3. UNIT

AVCFA

DEFINITION •RECORD SERIES** a R O U* O r WLATED RECORDS NORMAU.Y PILED AND UtID AS A UNIT FOR
• REFERENCE AS SEU. AS RETENTION AND DIBPOaiTIQW >UHPQgg« •

4. RECORD SERIES TITLE Financial Report -r Permanent 8. EARLIEST YEAR/LATEST YEAR

IIZO TO ill/
9. RECORD SERIES DESCRIPTION (•"l<tl'UT DESCRIBE THE TYPES OF" INPORMATI ON / DOCUMENTS / FORM* FOUND

•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES ]

- Yearly Audited Financial Statement
- Associated Work Papers

7. RECORD SERIES FORMAT(S)

"X LETTER SIZE • MICROFILM

tLEGAL SIZE ° COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

• OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

Q NUMERICAL

XCHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

». VOLUME

XVlLE DRAWER(S)
-T* O MICROFILM REEL(S)
-^ Q COMPUTER TAPE(S)

NU**BK* D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

^ FILE DRAWER(S)
, £ • MICROFILM REEL(S)

RUOmra COMPUTER TAPE(S)

11 . FILE IS USED

D DAILY G MONTHLY

12. FILE BECOMES INACTIVE AFTER
2 a MONTH(S) ^YEAR(S)

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

AMCFA &?\C£ F iLE^

14. IS RECORD SERIES DUPLICATED ELSEWHEREt
tlF YCS_ SPECIFY /.OEKCY OR OFFICE)
• YES X NO

IS. ACCESS RESTRICTIONS O YES ^ N O
(IF YES, CITE LA«(S) A RSOUUATION(S)

1«. AUDIT REQUIREMENTS

• NONE f\STATE )\TE.DBnPJ. )\ INDEPENDENT

17 IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HAROBARKZSOFTWAI

a YES X NO

18. RECOMMENDED RETENTION

PERMAWEMT

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

DCS 3S0-4 (REVISED 2/87)



INSTRUCT 1QMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
if^S BBO-1 )

1 . DEPARTMENT/AGENCY

Univ. of MD System Admin.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7S WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

2. DIVISION

VCGA

AGENCY RECORDS INVENTORY

PAGE j) OF / 7

3. UNIT
AVCFA

DEFINITION•RECORD SERIES-A GROUP OP RELATED RECORDS NORMAL!. V PI USD AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND D|gfC8ITICm n w w i m •_

4. RECORD SERIES TITLE Financial Report - 3-Yr. and Until
Audited

8. EARLIEST YEAR/LATEST YEAR

f969 TO iff)

RECORD SERIES DESCRIPTION iBRIIIEn-v DIICRIII THE TYPES OP INFORMATION/DOCUMENTS/FORMS POUND
IN THE SERIES. . INCLUDE THE PURPOSE Oil FUNCTION OP THE SERIES)

- Periodic Financial Reports
- Associated Work Papers

7.

«

RECORD SERIES FORMAT(S)

LETTER SIZE P MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE B VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SE

• ALPHABETICAL

O NUMERICAL

^CHRONOLOGICAL

d GEOGRAPHICAL

• OTHER(SPECIFY)

9. VOLUME

X
M FILE DRAWER(S)
P MICRO*!M* RESLtS.)
• COMPUTER TAPE(S)

NUMBER n OTHEI^SPECIFY)

10. ANNUAL ACCUMULATION

• FILE DRAWER(S)

f £ a MICROFILM REEL(S)
HTJOSHT

 a COMPUTER TAPE( S )
n WVPP(CBCrtFV)

II FILE IS USED

Q DAILY • WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER
v3 D MONTH(S) #YEAR(S1

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

AVCFA AFFl£€S *\U£%

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP YES, 8PECIPY /.8EKCY OR OFFICE)

a YES XNO
IS . ACCESS RESTRICTIONS • YES ^ NO

( IP YES, CITE LA>(s) & RBOULATI ON ( S )
1C. AUDIT REQUIREMENTS

• NONE X STATE • FEDERAL X. INDEPENDENT

17. IS AN INDEX SYSTEM USED! (|p YES.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDIARc/BOPTWARB)

Q YES ̂  NO

18. RECOMMENDED RETENTION

3 ^KS ««- A^wt>»Tt£i

19. NAME AND TITLE OF PREPARER

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

2 0 . - TELEPHONE NUMBER

853-3638

2 1 . DATE

1/3/92

DCS 350-4 (REVISED 2/87)



1NSTRUCTIQMS••TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

BBO-t )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS-INVENTORY

PAGE ±2^ OF /7

I. DEPARTMENT/AGENCY
Univ. of MD System Admin.

2. DIVISION

VCGA
S. UNIT

AVCFA

DEFINITION-RECORD SERIES-* OmOV* O F "«LATSD RECORDS NORMALLY FILED ANO USKO A* A UNIT FOR
HirCMWCt AS 1BU. AM RETENTION AND DISPOSITION PUIIfB«g«

RECORD SERIES TITLE
Grants (documents related to receiving/
monitoring grants)

ECORD SERIES DESCRIPTION (MIKFLY DESCRIBE THE
•IN THE SERIES.

TYPES OF- INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK SBfCTES)

KlorJE- &n F.ue A T -TVU* T.*te

7. RECORD SERIES FORMAT(S)

• LETTER SIZE • MICROFILM

#LEGAL SIZE • COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

• AUDIO TAPE B VIDEO TAPE

Q OTKER(SPECIFY)

O

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

Q NUMERICAL

D CHRONOLOGICAL

O GEOGRAPHICAL

Q OTHER(SPECIFY)

O

9. VOLUME

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

N U M B E " a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

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

RCBSKT ° COMPUTER TAPE(S)
D rrrupol sppr i rv \

! U * FILE IS USED

Q DAILY Q WEEKLY Q MONTHLY

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

1 3 . CURRENT LOCATION(S) (BLDG. .FLOOR,ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
( I P VC«, BKCtFV /.OBKCY OR OFFICE)
a YES o NO

IS. ACCESS RESTRICTIONS • YES • NO
(IF YES, CITE I_A«(S) * RSOULATION(S)

16. AUDIT REQUIREMENTS

Q NONE O STATE • FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|p YES.EXPLAIN

BRIEFLY AKD DESCRIBE- ANY HAROBARC/8OFTVARE) 18. RECOMMENDED RETENTION

a YES NO

t». NAME AND TITLE OF PREPARER

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

DGS 330-4 (REVISED 2/87)

20. TELEPHONE NUMBER

853-3638

21 . DATE

1/3/92



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

1 . DEPARTMENT/AGENCY

Univ. of MD System Admin.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

VCGA

AGENCY RECORDS INVENTORY

PACE 13 OF H

3. UNIT

AVCFA

DEFINITION-RECORD SERIES'* °"OU* O r "*LATBD RECORDS NORMALLY PILED AND USED AS A UNIT FOR
REFERENCE AS IBU. AS RETENTION AND DISPOSITION P W M I N

4. RECORD SERIES TITLE ' Insurance 8. EARLIEST YEAR/LATEST YEAR

J3JL.ro nit
SERIES DEfiCRIPTION |""IBFl-T DESCRIBE THE TYPES OF" INPORMATION/DOCUMBNTB/PORMS FOUND

•IN THE SERIES. . INCLUDK TMI PURPOSE OR FUNCTION OP TMK ISPICI)

Certificates of insurance for all property, equipment
Copies of claim forms

7. RECORD SERIES FORMAX(S)

VLETTER SIZE O MICROFILM

LEGAL SIZE O COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

• OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

• NUMERICAL

X CHRONOLOGICAL

•GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME

LNUMBER

)( FILE DRAWER(S)
n MICROFIU4 REEL(S)
a COMPUTER TAPE(S)
O OTHER(SPECIFY]

10. AMOIAL ACCUMULATION
• FILE DRAWER(S)

,5 0 MICROFILM REEL(S)
NbUhBH D COMPUTER TAPE(S)

a WTVFP(fiPCrlFY)

i l l . riLE IS.USED

O DAILY O"WEEKLY X.MONTHLY

IZ* FILE BECOMES INACTIVE AFTER

Q MONTH(S) XYEAR(S)

13. CURRENT LOCATION(S) ( BLDG. .FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlP W S , BPCCIPY /.OEKCY OR OPPICE)

>CYES a NO CAMPUS P I L ^ , STATE, f i tes

IS. ACCESS RESTRICTIONS. Q YES X NO

( IP YKB, CITK LAS(S) A RKOULATI ON ( S )
16. AUDIT REQUIREMENTS

M, NONE a STATE D FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( IP VKS.EXPLAIN
BRIEFLY AND DESCRIBE ANY KAROBAREZSOPTWA*

18. RECOMMENDED RETENTION

a YESX NO 3y«S

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

DCS 3S0-4 (REVISED 2/87)



IMSTRUCTIQMS- -TYPE OR PR1KT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION
{ĵ fc 830-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

I. DEPARTMENT/AGENCY

Univ. of MD System Admin.
2. DIVISION

VCGA

I . UNIT
AVCFA

DEFINITION-RECORD SERIES-* ° " O W OW ™»-ATKD RECOROS NORMALLY FILED AND USKD AS A UNIT FOR
RKFCREKCK AS leU. AS RETENTION AND DISPOSITION PUWMggi

4. RECORD SERIES TITLE ' investment Manager' Records

«. RECORD SERIES DESCRIPTION (•>II«F1-T OESCR1SK TMK
IN THE SERIES.

TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE TMK PURPOSE OR FUNCTION OF TMK SERIES)

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

7. RECORD SERIES FOHMAT(S)

* LETTER SIZE • MICROFILM

^LLEC

^PBOI

iGAL SIZE O COMPUTER TAPE

'BOUND BOOK • FLOPPY DISK

Q AUDIO TAPE Q VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

• NUMERICAL

)lf CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

XriLE DRAWER(S)
2_ ° MICROFILM REEL(S)

Q COMPUTER TAPE(S)
N U M B B" O OTHERJSPECIFY)

10. ANNUAL ACCUMULATION
K F I L E DRAWER(S)

< S a MICROFILM REEL(S)
CT5BBKTTD COMPUTER TAPE(S)

D fiTWCOl BPCr I FY \

11. FILE IS USED

Q DAILY 0 WEEKLY O MONTHLY

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

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

MCFA OFFICE f!L£S

14. IS RECORD SERIES DUPLICATED ELSEWHEREt
tlP W S , SPECIFY /.OEKCY OR OFFICE)
K Y E S a NO utncf

IS. ACCESS RESTRICTIONS X YES • NO
( IP YE8, CITE UAV(s) * RKOULATI ON ( S )

16. AUDIT REQUIREMENTS

Q NONE X STATE ° FEDERAL °- INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (lr YKS.KXFLAIN
BRIEFLY AKD DESCRIBE ANY HAROSARE/ SOFTWARE) 18. RECOMMENDED RETENTION

a YES ji. NO 5 NRS O<L Î UDxTECi

1 9 . NAME AND TITLE OF PREPARER

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

20. TELEPHONE NUMBER

853-3638

21. DATE

1/3/92

DCS 330-4 (REVISED 2/87)



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

B50-I)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX Z78

JESSUP. MARYLAND 20794

~—I

AGENCY RECORDS INVENTORY

PAGE 15 or I f

I. DEPARTMENT/AGENCY
Univ. of MD System Admin.

2. DIVISION
VCGA

3 . UNIT
AVCFA

DEFINITION-RECORD SERIES'* anOV* O r "*l-ATKD RKCOROB NORMALLY PILED AND USED AS A UNIT FOR
REFERENCE AM I E U At RETENTION AND DISPOSITION PUHMMg

4. RECORD SERIES TITLE
Revolving Fund Accounts

S. RECORD SERIES DESCRIPTION (""IKFUr DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORM* FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE HineS)

N o i?£CUQs> 41V P/L£ AT T H / 5 Tito £

7. RECORD SERIES FORMAT(S)

° LETTER SITF: • MICROFILM

*

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

• AUDIO TAPE • VIDEO TAPE

O OTHER(SPECIFY)

o

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

Q NUMERICAL

B CHRONOLOGICAL

° GEOGRAPHICAL

B OTHER(SPECIFY)

9. VOLUME

• FILE DRAWER(S)

O ,a COMPUTER TAPE(S)
N U M B K " 0 OTHERJSPECIFY)

10. ANNUAL ACCLMULATION
Q FILE DRAWER(S)

Q O MICROFILM REEL(S)
NTJBEBIT a COMPUTER TAPE(S)

D nffwcpi B B C P i Fy)

i II. FILE IS USED

° DAILY ° WEEKLY Q MONTHLY

l2* FILE BECOMES INACTIVE AFTER
B MONTH(S) • YEAR(S)

IS. CURRENT LOCATION(S) ( BLD6..FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP YES, SPECIFY /.aEKCY OR OFFICE)

a YES a NO

IS. ACCESS RESTRICTIONS • YES • NO
(IF YES, CITE LAE(S) ft RBOULATION(S)

16. AUDIT REQUIREMENTS

Q NONE O STATE Q FEDERAL ° INDEPENDENT

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

a YES a NO

18. RECOMMENDED RETENTION

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 S30-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
3EVISED RECORD SERIES. FORWARD
fITH RECORDS RETENTION SCHEDULE

.BBO-I)

I . 'VEPARTMENT/AGENCY
Univ. of MD System Admin.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOX 27B

JESSUP. MARYLAND 20794

2. DIVISION
VCGA

AGENCY RECORDS INVENTORY i

PACE /& OF If

3. UNIT

AVCFA

DEFINITION-RECORD SERIES A CROUP Or RBLATKD RKCOROS NORMALLY PiLKO ANO USKO AS A UNIT FOR
** »""- A» BKTKNTION AND OIBFOBITION FU1>M«g«

4. RECORD SERIES TITLE Search Committee Records
(Initiating Office Only)

«. RECORD SERIES DESCRIPTION (BRIKFLY OKSCRIBK THK
IN THE SERIES.

TYPKS OF- INFORMATION/DOCUMENTS/FORMS FOUND
INCLUOB TKK PURPOSE OR FUNCTION OF TNK SERIES)

Mo fecaRDs &N FILE AT TUis TIM B

7. RECORD SERIES FORMAT(S)

O LETTER SIZE • MICROFILM

^LECAL SIZE • COMPUTER TAPE~

^PoLMD BOOK O FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

O OTHER(SPECIFY)

o

8. RECORD SERIES SEQUENCE

0 ALPHABETICAL

Q NUMERICAL

Q CHRONOLOGICAL

• GEOGRAPHICAL

Q 0TKER(SPECIFY)

O

t. VOLUME

a FILE DRAWER(S)
• MICROFILM REEL(Sj

Cp • n cas^«i1ig?s'TsrE-?s.)
Hymum* a OTHER(SPECIFY)

1 0 . ANNUAL KTION

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

K T j n m r a COMPUTER T A P E ( S J

It. FILE IS USED

B DAILY 0 MONTHLY

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

IS. CURRENT LOCATION(S) (BLDG. .FLOOR. 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YCB, SPKCtFY MEKCT OR OFFICE)
Q YES • NO

IS. ACCESS RESTRICTIONS • YES • NO
(IF YK8, CITK LA*(s) A RSOULATI ON ( • )

It. AUDIT REQUIREMENTS

Q NONE • STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDt (IF YKS.KXPLAIN
•RIKFLY AKD D U C R I U ANY HAROBARK/ 8OFTWARK)

IS. RECOMMENDED RETENTION

Q YES NO

!». 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 (REV1 2/M)



1 fISTRUCTIQMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
IITH RECORDS RETENTION SCHPPUU
(DGS 5 8 0 - 1 )

t . ̂ ^ARTMENT/AGENCY
rJniv. of MD. System Admin.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX Z7S

JESSUP, MARYLAND 20794

2. DIVISION

VCGA

AGENCY RECORDS INVENTORY

S. UNIT

AVCFA

DEFINITION-RECORD SERIES A OROUP OF IUELA'.TKO RECORDS NORMALLY FILED AND USED AS A UNIT FOR
AS RETENTION AMD DISPOSITION WIIWUM •

4. SERIES TITLE
State Correspondence

«. ECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE
IN THE SERIES.

TYPES Or INPORMATI ON/DOCUMENTS/POU
INCUUOS TMK PURPOSE OR rONCTION OF THK SBfFIES)

7. RECORD SERIES FORHAT(S)

^(LETTER SIZE • MICROFILM

0 LEGAL SIZE • COMPUTER TAPE

^ptJND BOOK D FLOPPY DISK

Q AUDIO TAPE Q VIDEO TAPS

D OTHER(SPECIFY)

e. RECORD SERIES SE

0 ALPHABETICAL

0 NUMERICAL

X CHRONOLOGICAL

• -GEOGRAPHICAL

• OTHER(SPECIFY)

•. VOLUME

X^ILE DRAWER(S)
• MICROFILM REEL(S)

O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

° FILE DRAWER(S)
, 5 a MICROFILM REEL(S)

RGBmr O COMPUTER TAPE( S )
O QTHFPtfiPirriryt

ill. FILE IS USED

O DAILY MONTHLY

12. FILE BECOMES INACTIVE AFTER

%- D MONTH(S) J^YEAR(S)

IS. LOCATION(S) (BLD6. .FLOOR.ROOM)

AVCFA btt\CL F I L £ £

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
iir vcs, spceirv /.OCNCT OR OFFICE)
9(YES Q NO

IS. ACrESS RESTRICTIONS • YES K ^ O

( ir YES, CITE UAS(S) A RBOULATI ON ( S )
1«. AUDIT REQUII

ft NONE • STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDSARB./SOFTWARE) I S . RETENTION

a YES NO VAe\ojis

1». NAME AND TITLE OF PREPARER
Donna H. Cunninghame, Asst..Vfce
Chancellor for Financial Affairs

21. DATE

1/3/92

DCS 530-4 (REVI 2/87)



l^sypucTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHFW.H.F
(DOS S80-I )

TT^PPARTMENT/AGENCY
Univ. of MD System Admin.

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

2. DIVISION

VCGA

AGENCY RECORDS INVENTORY j

PACE 1 ft OF /*?

S. UNIT

AVCFA !

CriNITION•RECORD CTBIgS.* OROUP OP RELATED RECORDS NORMAU.Y PILXD AND USED AS A UNIT FOR
REFERENCE A* WBL4. AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE Tav' T7-si~., 1 n -u- .-•
lax Files - 10 Yrs. or Until Audit
Requirements-are Fulfilled

S. EARLIEST YEAR/LATEST YEAR

/983 TO /99/.

RECORD SERIES DESCRIPTION l""IBrU'r DESCRIBE THE TYPES OP INFORMATI ON/DOCUMENTS/FORMS POUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SSP/1ES)

- UBIT Report
- 1099 Payee Files

7 . RECORD SERIES FORMAT(S)

^LETTER SIZE ° MICROFILM

^LEGAL SIZE ^COMPUTER TAPE

A a u O B O O K O FLOPPY DISK

• AUDIO TAPE ° VIDEO TAPE

• OTHERJSPECIFY)

8. RECORD SERIES SE

a ALPHABETICAL

~ O-NUMERICAL

^CHRONOLOaiCAL

O GCOGRAPHICAL

Q OTHER(SPECIFY)

» . VOLUME

Jo
NUMBER

)^ FILE DRAWER(S)
• MICROFILM REEL(S)

O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

X FILE DRAWER(S)
,£ O MICROFILM REEL(S)

N T H H I T 0 COMPUTER TAPE(S)
n nnrMgp(gggr-iirv)

l II.FILE IS USED

Q DAILY • MONTHLY

12* FILE BECOMES INACTIVE AFTER
3 Q MONTH(S) yYEAR(S)

IS. CURRENT LOCATION(S) (BLDC. ,FLOOR,ROOM)

fWCFA GPFlCfi F>LE£^ AR.CT1W£S <?t»6iA

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IP VCS, SPECIFY AOENCY OR OFFICE)
^YES Duo Xf^-5-

IS. ACCESS RESTRICTIONS X Y E S D UO

I IP YKB, CITK LAW(s) A RBOUUATION ( S)

FRWAC* ACT

1C. AUDIT REQUIREMENTS

Q NONE Q STATE ]\ FEDERAL ° INDEPENDENT

17 . IS AN INDEX SYSTEM USEDT ( IF YKS.EXPLAIN
•RIKFLY AKD DIICRIM ANY HARDSARS/ SOPTW,

18. RECOMMENDED RETENTION

YES NO
Id V415 QiL 4uQ>T&ii

10^1 F»\£r ^i SSA)> }JAH\^r

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

DCS 330-4 (REVI 2/87)



INSTRUCTIONS«-TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS-RETENTION FTVT1'" «
(DCS 580-1 )

1 .^PPARTMENT/AGCNCY

Univ. of MD System Admin.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

2. DIVISION

VCGA

AGENCY RECORDS INVENTORY

PACE 19 OF 19

J. UNIT
AVCFA

DEFINITION-RECORD SERIES-A'OROUP OF RKLATKD RKCORDS NORMALLY PILKD AND USKO A* A UNIT FOR

•RBFCRBNCT A» « t u . AM RCTPTTION AND oi«po«iTtoti ronMaei

4. IES TITLE
UMSA Correspondence

S. RECORD SERIES DESCRIPTION (milPLY DIIOIIU TMC
•IN THE SERIES.

TWII Or INFORMATION/DOCUMENTS/FORMS POUND
INCLUDK THE PURPOSE OR FUNCTION OP TMK SKKYKS)

7. RECORD SERIES FORMAT(S)

^LETTER SIZE O MICROFILM

^ LEGAL SIZE • COMPUTER TAPE

^KXJKD BOOK • FLOPPY DISK

D AUDIO TAPE C3 VIDEO T/

a OTHER(SPECIFY)

S. RECORD SERIES SE

Q ALPHABETICAL

• NUMERICAL

^CHRONOLOGICAL.

0 GEOGRAPHICAL

0 OTKER(SPECIFY)

t . VOLUME

• 5 i f FILE DRAWER(S)
9 7CMICROFILM REEL(S)
' '•' «J COMriTTEn TAPCtS',

NUMBKR • OTHER!SPECIFY)

1 0 . ANNUAL AC JkTION
}^FILE DRAWER(S)

J 2 ° MICROFILM REEL(S)
m B R i r a COMPUTER T A P E ( S J

O fyn<rp(«wcri>Y)

11. FILE IS USED

B-DAILY 0 MONTHLY

12. p m E BECOMES INACTIVE AFTER

-2 O MONTH(S) )(VZAR{B)

12. CURRENT LOCATION(S) (BUDS. .FLOOR.ROOM)

AMCFA OFFICE F \ L £ 5

14. IS RECORD SERIES DUPLICATED ELSEVHERET
h r YII, sPKCtrv AOKNev OR OFFICK)
Q YES A NO

IS. ACCESS RESTRICTIONS OiYES X 1 4 0

(if TU, CITK LA*(S) A-RSaULATION(s)
K. AUDIT REQUIREMENTS

&NONE • STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( IP -VKB.KXPLAIN
•RIBFLY AND OIICRIU ANY HARD*ARK/SOFTWARK )

18. RETENTION

){ YES • NO

DATES tN F/LM Affel.

/^VdidC«3 ( 2 Hr — ^ « A U 6 ^

18. NAME AND TITLE OP PREPARER
Donna H. Cunninghame, Asst. Vice
Chancellor for Financial Affairs

20. TELEPHONE NUMBER

853-3638

21. DATE

1/3/93

DCS 550-4 (REVI 2/»7)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
J^TH RECORDS RETENTION SCHEDULE
^ B s 580-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z78 WATERLOO ROAD
P.O. BOX Z7S

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

I. DEPARTMENT/ACENCY

University of- Maryland System Adm:

2. DIVISION

n. Vice Chancellor-Gen Admin.

S. UNIT

Information Tp.rhnni OgiV.

DEFINITION-RECORD SERIES-* 9nOUm O r ««1-ATKD RECORDS NORMALLY FILED AND U K D AS A UNIT FOR
REFERENCE AS WtOU. AS RETENTION AND DISPOSITION PUH^aggl •

4. RECORD SERIES TITLE
BB-4

S. EARLIEST YEAR/LATEST YEAR
86/87 TO Ql-Q?

«. RECORD SERIES DESCRIPTION l""l*|rUr « » « • » • TH* TYPES Or INPORMATI ON/ DOCUMENTS /FO
IN THE SERIES. INCLUDE THE PURPOSE ON FUNCTION OF TNB SERIES)

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 W 1th vendor bids, (if applicable) and the BB-4 form. This packet is needed to describe
and justify an Administrative DP purchase for DBFP, .when the purchase can not be processed '
with a Del-4.

7. RECORD SERIES FORMAT(S)

I & LETTER SIZE • MICROFILM

^ h LEGAL SIZE Q COMPUTER TAPE

1 ° BOUND BOOK • FLOPPY DISK

Q AUDIO TAPE • VIDEO TAPE \

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

?[ NUMERICAL

Q CHRONOLOGICAL

• GEOGRAPHICAL

Q OTHER(SPECIFY)

by campus

9. VOLUME

NUMBKR

& FILE DRAWER(S)
• MICROFILM REEL(S)
Q COMPUTER TAPE(S)
B OTHER(SPECIFY)

3 boxes in archives

10. ANNUAL ACCUMULATION

XX: FILE DRAWER(S)
^ • MICROFILM REEL(S)

RTJBmr D COMPUTER TAPE( S )
D OTprciCDFrirv]

It . FILE IS USED

Xff DAILY ° WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER
l~\2-_ XS MONTH(S) Q YEAR(S)

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

3A - file cabinet Elkins Building
1A - Archives "

M . IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, 8FKCIFY AOEKCT OR OFFICE)

XXI Y E S Q NO Procurement - DBFP

IS. ACCESS RESTRICTIONS • YES & NO
(IF YKB, CITK LAS(S) a RKOUUATION(S)

16. AUDIT REQUIREMENTS

O NONE X3 STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDt (|p YKS.KXPLAIN
BRIBFLY AKD DCICRIU ANY HARDIARE/ 8OFTVARK )

' Previously-Log book
]QCYES a N O N o w_ P r i m a r y d a t a b a s e t r a c k i n g

system-runs on an IBM
clone which uses Data
Perfect.

18. RECOMMENDED RETENTION

4-5 years(State Contracts)

After 5 years, material will be discarded

19. NAME AND TITLE OF PREPARER

Charyl M. Roth Admin. Aide

DCS 5S0-4 (REVISED 2/87)

20. TELEPHONE NUMBER

301-853-3644

21. DATE

12-17-91



1 NSTRUCT I QMS - - TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

JUTH RECORDS RETENTION SCHEDULE

^BtSS 580-1 )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD

P.O. BOX 279

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE or

1. DEPARTMENT/ACENCY

University of. Maryland System Adnri|n
2. DIVISION

. Vice Chancellor -Gen. Admin.

3. UNIT

Information Technology

DEFINITION •RECORD SERIES-A O l t O U P o r "«LATEO RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Del - 4

S. EARLIEST YEAR/LATEST YEAR

88-89 TO 91-92

». RECORD SERIES DESCRIPTION (BIIIKF1-T DESCRIBE THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUOI THE PURPOSE CM FUNCTION OF THE IBRIEt]

DBFP, on the review and approval of the current IPBP, delegates procurement authority
for certain items to the University. y

Paperwork includes Del 4 checksheet and a copy of the purchase order.

^fr~>

7. RECORD SERIES FORMAT(S)

&CLETTER S2ZE • MICROFILM

4fe> LEGAL SIZE • COMPUTER TAPE

1 0 BOUND BOOK Q FLOPPY DISK

a AUDIO TAPE Q VIDEO TAPE

• OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

° ALPHABETICAL

B NUMERICAL

XH CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

XK FILE DRAWER(S)

1/2 ° M I C R O F 1 L M REEL(S)
° COMPUTER TAPE(S)

N U** B E" Q OTHER( SPECIFY)

10. ANNUAL ACCUMULATION

XS FILE DRAWER(S)

1/6 a MICROFILM REEL(S)

kUUhKH a COMPUTER TAPE(S)
n nrurpf gppriFV \

It . FILE IS USED

° DAILY Q WEEKLY X> MONTHLY

12. FILE BECOMES INACTIVE AFTER
12 ^MONTHtS] d YEAR(S)

13. CURRENT LOCATION(S) (

3A-Elkins Building

BLDG..FLOOR,ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?

I IF VCS, SF-rCIFY /.OENCT OR O P P I C B )

XH YES • NO Procurement Office & DBFP

I S . ACCESS RESTRICTIONS • YES & NO

( I F Y M , C I T I L A » ( « ) * R K O U U A T I O N ( S )

1 6 . AUDIT REQUIREMENTS

Q NONE & STATE • FEDERAL ° INDEPENDENT

1 7 . IS AN INDEX SYSTEM USEDT ( I F YKS.«^I_*IN

BRIEFLY AND DESCRIBE ANY HARDIARC/ SOFTWARE)

c Previously - Log book
N O Currently - Data Base Tracking

System

8 YES

18. RECOMMENDED RETENTION

3 yrs - and then material will be

discarded

19. NAME AND TITLE OF PREPARER

Charyl M. Roth - Admin. Aide

DCS 330-4 (REVISED 2 / 8 7 )

20. TELEPHONE NUMBER

301-853-3644

21. DATE

12-18-91



1 NSTRUCTIQMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
J^H RECORDS RETENTION SCHEDULE
S i S 880-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

I. DEPARTMENT/AGENCY

University of Maryland System AdmiLi

2. DIVISION

Vice Chancellor-Gen. Admin.

3 . UNIT

Tn fnrma t* i r\rt T£f hnni OffV

DEFINITION-RECORD SERIES-* ° * O U P O F ™«-ATED RECORDS NORMALLY FILED AMD USED AS A UNIT FOR

MFCWWCt AS SELL Afl WTTOTIOW AMD DISPOSITION PURPOSES •

4 . RECORD SERIES TITLE

Data Processing Plans

8. EARLIEST YEAR/LATEST YEAR

7-87 TO 7-Q1

8. RECORD SERIES DESCRIPTION i a R I K F U T DESCRIBE TKK TYPES OF" INFORMATION/DOCUMENTS/FORMS POUND
, IN THE SERIES. INCLUDE THE PURPOSE OR rUNCTION OF THE SERIES)

1. ACN(Administrative Computing Network Plan) >XjLÂ - "̂
2. IPP( Information Processing Plan) A 1 1 t h e same document, but the information to be
3. IPBP(Information Processing Budget Plan) included has changed over the years.

Processing ^ e a e ^ l i * C O l l! C* i o? ° f a 1 1 C a m p u S a n d l i b r a ^ P 1 ^ for Administrative Informati,
strategies" o L / ? „ " • !' "^tions of present and future Information Processing
goods Ind services ^ ^ "formation. These plans support procurement of data processin;

"<-<auciulc Affairs.
RECORD SERIES SEQUENCE

D ALPHAZT1CAL

O NUMERICAL

a CHRONOLOGICAL

d GEOGRAPHICAL

O OTHER(SPECIFY)

by campus (in the book)
by year

7. RECORD SERIES FORMAT(S)

3&ETTER SIZE • MICROFILM

LEGAL SIZE ° COMPUTER TAPE

HXBOUND BOOK n FLOPPY DISK

O AUDIO TAPE H VIDEO TAPE

Q OTHER(SPECIFY)

9. VOLUME

XS FILE DRAWER(S)
Q MICROFILM REEL(S)

1/3 D COMPUTER TAPE(S)
NUMBER D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
1 b o o k " ««CROriLM REEL(S)

fTCBBtTr O COMPUTER TAPE( S )
20 fYTUgPt SPFr I FY \

11 . FILE IS USED

0 DAILY Q QEEKLY <X MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
1 D MONTH(S) XHYEAR(S)

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

3A - Elkins Building
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YCS, SPECIFY /.aeNCY OR OPPIce)
D YES D NO DBFP

IS. ACCESS RESTRICTIONS • YES & NO

I IF YES, CITE LA*(s) * REOULATION(S)
16. AUDIT REQUIREMENTS

Q NONE XX STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDt (IF YII.K>7LAtN
BRIEFLY AKD DESCRIBE AMY HARDIARC/ SOFTWARE)

O YES CK NO

IS. RECOMMENDED RETENTION

Keep one copy indefinely (of each year)

19. NAME AND TITLE OF PREPARER

Chary1 M Roth - Admin. Aide

20. TELEPHONE NUMBER

301-853-3644

21. DATE

12-18-91

DCS 330-4 (REVISED 2/87)



1NSTRUCT1QMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
J ^ H RECORDS RETENTION SCHEDULE
B s 550-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE or

I. DEPARTMENT/AGENCY

University of Maryland System Admj

2. DIVISION

n. Vice Chancellor - Gen. Admin.

3. UNIT

Information Technology

DEFINITION-RECORD SERIES-* OIIOUF O F " * " ™ O RECORDS NORMALLY PILED AND USED A* A UNIT FOR
REFERENCE AS WELL AS RmNTIOM AND DISPOSITION PURPOBEB •

4. RECORD SERIES TITLE

State Correspondence

«. RECORD SERIES DESCRIPTION lB>IIK'rl*T DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES. INCLUDK THE PURPOSE OR FUNCTION OF THE SEK1ES)

;DGS(Dept.Gen. Services) J ^ L V N - ^

i OTM (Office of Telecommunications Management)Correspondence concerning decisions, meetings and
: 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, changing guidelines, yearly reports (collection^ I
security information from, all campuses)

| DP Purchasing - for System Administration - Requisitions, Purchase Orders, Invoices for

! all DP purchasing for the building.

7. RECORD SERIES FORMAT(S)

j ^LETTER SIZE • MICROFILM

f^k LEGAL SIZE Q COMPUTER TAPE

1 D BOUND BOOK • FLOPPY DISK

a AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

3-ring binders

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

XX NUMERICAL

XX CHRONOLOGICAL

O GEOGRAPHICAL

Q OTHER(SPECIFY)

9. VOLUME

NUMBER

% FILE DRAWER(S)
• MICROFILM REEL(S)
• COMPUTER TAPE(S)
° OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

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

NUMbiHI O COMPUTER TAPE( S )
•

! ' * • FI LE3 IS USED

° DAILY SKWEEKLY D MONTHLY

1* • FILE BECOMES INACTIVE AFTER
• MONTH(S) Q YEAR(S)

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

3A - Elkins Building
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY /.OBNCT OR OFFICE)
* YES. D NO DGS, OTM, DBFP,

IS. ACCESS RESTRICTIONS Q YES &{NO
(IF YES, CITE LAS(S) * RSaULATION(s)

16. AUDIT REQUIREMENTS

° NONE xP^^vgntor^DERAL ° INDEPENDENT

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

D YES XX NO

18. RECOMMENDED RETENTION

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

Charyl M. Roth-Admin. Aide

DCS 5 5 0 - 4 (REVISED 2 / 8 7 )

2 0 . TELEPHONE NUMBER

301-853-3644

21. DATE

12-18-91



INSTROCTIQMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
J^TH RECORDS RETENTION SCHEDULE

flpbs sso-i)

DEPARTMENT OF GENERAL. SERVICES

RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1. DEPARTMENT/AGENCY

University of Maryland System Admi

2. DIVISION

i Vice Chancellor - Gen. Admii

S. UNIT

Tnf nr-mat--i nn Techno! nCV

DEFINITION-RECORD SERIES-* attOU* O r **LATBD RECORDS NORMALLY FILED AND USED
REFERENCE AS »EU- AS WmtWTiew AND DISPOSITION PUHFO

AS A UNIT FOR

4. RECORD SERIES TITLE

UMSA General Correspondence

». RECORD SERIES DESCRIPTION ("lll*ri-r DESCRIBE THE TYPES OF" INFORMATION/DOCUMENTS/FORM* FOUND
IN THE SERIES.

ADIS(Alumni Development Information Systems)
Administrative Computing
BB-4, by campus
Chancellor's Forum-Campus Computing
Data Processing-Purchasing, Libraries
Del-4 - by date of reception
Director of Admin. Comp & Telecom
ET(Electronic Transcripts)
IPBP
ITV

INCLUDB THE PURPOSE ON FUNCTION OF THE SERIES)

^

Security Committee & Surveys
Service Center-Bowie
Task Force - Reorganization
Telecommunications

licenseTransition - MINC
Vendors - Digital, HP, IBM, others

Documents found: correspondence, projects,packet:
guidelines, contracts. Purpose is for the info,
of this department and others associated w/the

»*»«*•

7. RECORD SERIES FORMAT(S)

yS.US.TTER SIZE • MICROFILM

LEGAL SIZE • COMPUTER TAPE

OUTBOUND BOOK • FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

° OTHER(SPECIFY)

and 3 ring binders

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

XH NUMERICAL

XXQ CHRONOLOGICAL

° GEOGRAPHICAL

a OTHER(SPECimr)

9. VOLUME

XX FILE DRAWER(S)
Q MICROFILM REEL(S)

10 a COMPUTER TAPE(S)
° OTHER(SPECIFY)NUMBER

10. ANNUAL ACCUMULATION
Q FILE DRAWER(S)
• MICROFILM REEL(S)

Kumreir° COMPUTER TAPE(S)

1 1 1 . FILE IS USED

& DAILY a WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER
a MONTH(S) • YEAR(S)

13. CURRENT LOCATION(S) (BLDC..FLOOR.ROOM)

3A- Elkins Building

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES, SF-KCIFY /.OENCT OR OFFICE)
a YES a N O some, DBFP,procurement,acct.pa

IS. ACCESS RESTRICTIONS • YES %% NO
( I F YES, CITE LAB(S) a RBOULATION(S)

16. AUDIT REQUIREMENTS

° NONE & STATE • FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF VKS.EXFLAIN
BRIEFLY AND DESCRIBE ANY HAROIARC/8OFTVAI

• General files-alphabetically
Y E S a N O Purchasing-Log books, Lotus

18. RECOMMENDED RETENTION

Screen annually, Keep that which is
historical. Others: keep 3-5 years
and then discard.

19. NAME AND TITLE OF PREPARER

Chary1 M. Roth Admin. Aide

DGS 350-4 (REVISED 2/87)

2 0 . TELEPHONE NUMBER

• J O I - 8 5 3 - 3 6 4 4

2 I . DATE

12-18-91



I MSTRtJCT 1 QMS - - TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

SBO-I )

DEPARTMENT OF GENERAL. SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE OF

t . DEPARTMENT/AGENCY
University of Maryland System

2. DIVISION
Vice Chancellor for Gen. Admin

3. UNIT

Capital Planning

DEFINITION-RECORD SERIES-* ° " O U P O r ™«-*TED RECORDS NOMULUV PI LCD AND USED AS A UNIT FOR
REFERENCE AS 1 E U . AS RETENTION AMD DISPOSITION P U » M g E l

4 . RECORD SERIES TITLE
Property (Deed Piles)

RECORD SERIES DESCRIPTION (•"lltFUT DESCRIBE THE TYW« Or INPOKMATION/DOCUMENTS/FO>RMS FOUND
IN THE SERIES.

Property Deeds for
University of Maryland
System Institutions

INCLUDE THE PURPOSE OR FUNCTION OP THE SBK1ES)

Filed in a special cabinet

(original deeds) they are never put on microfilm'

7. RECORD SERIES FORMAT(S)

I *> LETTER SIZE D MICROFILM

mB LEGAL SIZE O COMPUTER TAPE

* ^ BOUND BOOK a FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

}& ALPHABETICAL

Q NUMERICAL

a CHRONOLOGICAL

a GEOGRAPHICAL

Q OTHER(SPECIFY)

9. VOLUME
10 JC

CTFILE DRAWER(S)
a MICROFILM REEL(S)
a COMPUTER TAPE(S)

NUMBER Q OTHERjSPEC,pY)

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
Q MICROFILM REEL(S)

RUOTBTT a COMPUTER TAPE( S )
Q IYTHFPI gPFr 1 py \

II. FILE IS USED

B DAILY
N/A
Q WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER never
N/A O MONTH(S) Q YEAR(S)

IS. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM)
Elkins Bldg. 3rd Floor
Adelphi, MD 20783

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
I IP YES, SPECIFY /.OEKCY OR OFFICE)

JS YES a NO city or County Records

IS. ACCESS RESTRICTIONS Q YES # NO
I IP YES, CITE LA«(s) A RBOULATION ( 8)

18. AUDIT REQUIREMENTS

H NONE Q STATE Q FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YES.U^I-AIN

BRIEFLY AND DESCRIBE ANY H A R D M R E / SOFTWARE )

Q YES B NO

18. RECOMMENDED RETENTION

Permanent

19. NAME AND TITLE OF PREPARER
Myra Palla

20. TELEPHONE NUMBER

853-3685

21. DATE

12/18/91

DGS 350-4 (REVISED 2/87)



1 NSTRUCTIQNS-•TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH. RECORDS RETENTION SCHEDULE
jp^^ao-i ) ^ ^ ^

I. DEPARTMENT/AGENCY

University, of Maryland System

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7B WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

2. DIVISION

Vice Chancellor for Gen. Admin

3. UNIT

Capital Planning

DEFINITION •RECORD SERIES- A OWOUI* O F "««-»TBD RECORDS NORMALCY PILED AND USED AS A UNIT FOR
HireWWCt At H L L A9 RmWTIQW AND DISPOSITION PURPOSES

4 . RECORD SERIES TITLE
State Correspondence

S. RECORD SERIES DESCRIPTION / B*' •Fl-'T DESCRIBE TMK TYPES or INPORMATION/DOCUMENTS/POIRMS FOUND

General correspondence from
State agencies

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

7. RECORD SERIES FORMAT(S)

» LETTER SIZE O MICROFILM

pGAL SIZE • COMRJTER TAPE

"BOUND BOOK • FLOPPY DISK

O AUDIO TAPE a VIDEO TAPE

<3 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

% ALPHABETICAL

Q NUMERICAL

• CHRONOLOGICAL

Q GEOGRAPHICAL

a OTHER(SPECIFY)

9. VQLUME

NUMBER

FILE DRAWER(S)
It MICROFILM REEL(S)
Q COMPUTER TAPE(S)
° OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
Q FILE DRAWER(S)
0 MICROFILM REEL(S)

Kunsmr ° COMPUTER TAPE( S I

11 . FILE IS USED

°}DA1LY ° WEEKLY 0 MONTHLY

IZ. FILE BECOMES INACTIVE AFTER
2 yrs. a MONTH(S) 5 YEAR(S)

1 3 . CURRENT LOCATION(S) ( BLDC. .FLOOR.ROOM)
Elkins Bldg. 3rd floor
Melphi, MD 20783

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP YES, SPECIFY AOEKCY OR OFFICE)

° YES £ NO

13. ACCESS RESTRICTIONS O YES S NO
(IF YES, CITE LA*(S) & RUUIATION(B)

16. AUDIT REQUIREMENTS

5; NONE • STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDt (|p n i . U V U I N
BRIEFLY AKD DESCRIBK ANY HARDIARE/ SOFTWARE )

D YES & NO

18. RECOMMENDED RETENTION

Until no longer needed

19. NAME AND TITLE OF PREPAHER
Myra Palla

2 0 . TELEPHONE NUMBER

853-3685
2 1 . DATE

12/18/91

DGS 3S0-4 (REVISED 2/87)



1MSTRUCT1QMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

BBO-I)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE Or

I. DEPARTMENT/AGENCY
University of Maryland System

2. DIVISION

Vice Chancellor for Gen. Admin
3. UNIT

Capital Planning

DEFINITION •RECORD SERIES-* OIIOUF O r MLATBD RECORDS NORMALLY PILED AND USED AS A UNIT FOR
REFERENCE A« SELL AS RETENTION AMP O IMPOSITION yu»wne» •__

4. RECORD SERIES TITLE
Leases

S . EARLIEST YEAR/LATEST YEAR

1 Q~]r\ TO 1 J 9 1

RECORD SERIES DESCRIPTION (

Leases for rental prooerty
University of Maryland
System Institutions

BRIEFLY DESCRIBE THE
IN THE SERIES.

TYPES or INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THE PURPOSE OR rUNCTION OF THE SERIES)

7. RECORD SERIES FORMAT(S)

35 LETTER SIZE Q MICROFILM

^ & LEGAL SIZE • COMPUTER TAPE

^ ^ BOUND BOOK O FLOPPY DISK

Q AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

>& ALPHABETICAL

O NUMERICAL

D CHRONOLOGICAL

D GEOGRAPHICAL

° OTHER(SPECIFY)

a

1'• F1LE IS USED

° DAILY Q WEEKLY » MONTHLY

13. CURRENT LOCATION(S) {BLDO..FLOOR.ROOM)
Elkins Bldg. 3rd floor
Melphi, MD

15. ACCESS RESTRICTIONS O YES S N O

(IF YKB, CITE LAI(I) A REOULATION(S)

17. IS AN INDEX SYSTEM USED! (|r YVS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDWARE/ SOFTWARE )

0 YES & NO

19. NAME AND TITLE OF PREPARER

f̂yra Palla

9. VOLUME

1 a FILE DRAWER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE!Si

NUMBER Q OTHER(SPEC,FY)

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)
D MICROFILM REEL(S)

Ruinnnr ° COMPUTER TAPEISJ
• nrurnKPrrirYt

«*• FILE BECOMES INACTIVE AFTER iease is termin
RQBBnr ° MONTH(S) a YEAR(S) ted

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP VCS, SPECIFY /.OENCT OR OFFICE)
JQ YES a NO institutions offices

16. AUDIT REQUIREMENTS

& NONE O STATE ° FEDERAL ° INDEPENDENT

18. RECOMMENDED RETENTION

When lease is terminated records are
microfilmed

20. TELEPHONE NUMBER

353-3685

21. DATE

12/18/91

DCS 590-4 (REVISED 2/87)



INSTRUCTIQMS -•TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

J ^ H RECORDS RETENTION SCHEDULE
^ • s 550-1 )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE Or

t. DEPARTMENT/AGENCY
University of Maryland System

2. DIVISION

Vice-Chancellor for Gen. Admin.
3. UNIT

Capital Planning

DEFINITION-RECORD SERIES-* O I I O U P O F ™«-ATED RKCORDS NORMALJ.Y FILED AND UIID AS A UNIT FOR
REFERENCE AS H U AS RETENTION AND DISPOSITION PURPOSED •

4. RECORD SERIES TITLE

Capital Budget
B. EARLIEST YEAR/LATEST YEAR

l QPff. TO £ c e a e n t 1991

6. RECORD SERIES DESCRIPTION (•"IIM'l-T O M C H I K THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

.. All correspondence for
capital budget projects from

campuses to the state

7. RECORD SERIES FORMAT(S)

£ LETTER SIZE flXMICROFILM

LEGAL SIZE O COMPUTER TAPE

"b BOUND BOOK D FLOPPY DISK

• AUDIO TAPE • VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

Ct CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

9 . VOLUME

1 X3 FILE DRAWER(S)
3 yP MICROFILM REEL(S]

a COMPUTER TAPE(S)
NUMBER ° OTHER{SPECIFY)

10. ANNUAL ACCUMULATION

1/4 QCFILE DRAWER(S)

0 MICROFILM REEL(S]
RCTBEIT D COMPUTER TAPE(S)

• OTvnrp) gppr I FV \

i l l . FILE IS USED

a DAILY AC WEEKLY ° MONTHLY

12. FILE BECOMES INACTIVE AFTER
2 D MONTH(S) K Y E A R ( S )

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

Elkins Bldg. 3rd Floor Adelphi, MD

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP YES, SFCCIFY S.dEKCY OR OFFICE)
• YES XI NO

IS. ACCESS RESTRICTIONS Q YES 8 NO

(IF YE8, CITE l~A«(s) « REOULAT I ON ( S )
16. AUDIT REQUIREMENTS

9: NONE a STATE a FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED! (|F YIS.U^UMN

BRIEFLY AKD DESCRIBE ANY HARDIARE/ SOFTWARE )

Q YES XX3 X NO

18. RECOMMENDED RETENTION

Retain for 2 years

19. NAME AND TITLE OF PREPARER

Myra Palla

DCS 550-4 (REVISED 2/87)

20. TELEPHONE NUMBER

853-3685

2 I. DATE

12/18/91



1^STRUCT 1QMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
w m i RECORDS RETENTION SCHEDULE
^fcs 890-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY i

1. DEPARTMENT/AGENCY

-diversity of Maryland System

2. DIVISION

Vice Chancellor • for Gen. Adm.'

3. UNIT

Capital Pianrnnt-
DCF IN IT ION-RECORD SERIES-* amOU* o r ™"-ATKD RECORD* NORMALLY PILED AMD UtIC AS A UNIT FOR

HlPtMOICI AS »ELA. AS RmNTICH AMD DISPOSITION PUHPQggg •

4. RECORD SERIES TITLE

Building Project Construction (Plant Records)
8. EARLIEST YEAR/LATEST YEAR

1Q7p TO lay}

«. RECORD SERIES DESCRIPTION {BRIEFLY DIICRIII
•IN THE SERIES.

Construction, Mditions Utilities,
Renovation of campus buildings

THE TYPES OP- IN FORMAT I ON / DOCUMENTS / FORMS FOUND
INCLUDt TMK PURPOSE OH FUNCTION OF THE lineij

J^- A

7. RECORD SERIES FORMAT(S)

HXLETTER SIZE 8 MICROFILM

î fc LEGAL SIZE D COMPUTER TAPE

!^O BOUND BOOK ° FLOPPY DISK

a AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

a NUMERICAL

3O CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

14 S FILE DRAWER(S)
7::reels a MICROFILM REEL(S)

Q COMPUTER TAPE(S)
N U M B " O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)

Q MICROFILM REEL(S]

KtSBBCT" Q COMPUTER TAPE(S)

l i t . FILE IS USED

£ DAILY Q WEEKLY B MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER
2 yrs a MONTH(S) X30 YEAR(S)

1 3 . CURRENT LOCATION(S) (BLDC.,FLOOR.ROOM)
Elkins Bldg. Melph i , MD

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlP YES, SPECIFY /.OEKCT OR OFFICE)
• YES H NO

15. ACCESS RESTRICTIONS • YES ^Z NO

(IF YES, CITE LA»(S) a REOULATION(s)
1 6 . AUDIT REQUIREMENTS

CANONS Q STATE a FEDERAL ° INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( I F Y I S . U V L A I N

BRIEFLY AND DESCRIBE ANY KAROIARC/SOFTWARE)

a YES ĉ  NO

18. RECOMMENDED RETENTION

Retain for 2 years after completion of
project

19. NAME AND TITLE OF PREPARER
Myra Palla

20. TELEPHONE NUMBER

853-3635

21. DATE

12/18/91

DCS 350-4 (REVISED 2/87)



1NSTRUCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
^ ^ S 580-1 )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1. DEPARTMENT/AGENCY

University of Maryland System
Z. DIVISION

Vice Chancellor for Gener. Admi.

3. UNIT

Capital Planning

DEFINITION •RECORD SER1ES-A OltOUP O r WM-ATKD RECORDS NOHMALLV FILED AND USED AS A UNIT FOR
REFERENCE AS ItU. AS RETENTION AMD DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Campus Files
B. EARLIEST YEAR/LATEST YEAR

1Q70 TO 1QQ1

RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYFM or
IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS FOUND

INCLUDI THE PURPOSE OR FUNCTION OF THE SERIES)

Correspondence,^Master Plans, property acauisition,
general information relating to *
all University of Maryland System
Institutions

JO^
\M

i

7. RECORD SERIES FORMAT(S)

KuETTER SIZE QtMlCROFlLM

ma LEGAL SIZE • COMPUTER TAPE

^ ^ BOUND BOOK • FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

D NUMERICAL

K CHRONOLOGICAL

0 GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME
10 3fc
7

NUMIEH

FILE DRAWER(S)
• MICROFILM REEL(S)
Q COMPUTER TAPE(S)
0 OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)
• MICROFILM REEL(S)

NliUhgH O COMPUTER TAPE(S)
. O QTVirpl gpg-t-tFV^

It . FILE IS USED

0C DAILY a WEEKLY a MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
2vrs a MONTH(S) XB YEAR(S)

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

Elkins Bldg. 3rd Floor
Melph i , MD 20783

14. IS RECORD SERIES DUPLICATED ELSEWHERET
I IF Ve», SPCCIFY /.OEKCY OR OFFICE)

a Y E S <ic N O
IS. ACCESS RESTRICTIONS Q YES £> NO

(IF YES, CITE UA»(») * RKOULJVTION(S)

16. AUDIT REOAJIREMENTS

XH NONE O STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YI8 .KXTUA IN

BRIEFLY AND DESCRIBE ANY HARDBARK./SOFTWARE )

a YES xfl NO

18. RECOMMENDED RETENTION

Keep until no further reference is
required

19. NAME AND TITLE OF PREPARER

Myra Palla

2 0. TELEPHONE NUMBER

853-3685

21. DATE

12/18/91

DCS 5S0-4 (REVISED 2/87)



11JSTRUCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

980-1 )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

'^•DEPARTMENT /AGENCY 2..DIVISION

^UJJUULM
DEFINITION*RECORD SERIES-* OltOUF O F MLATBD RECORDS NORMALLY FILLED AND USED AS A UNIT FOR

RirCRENCK AS BKU. AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE 8. EARLIEST^YEAR/LATEST YEAR

TO fof\jLQaACX'
«. RECORD SERIES DESCRIPTION (BI*'K''Ur DMCRIK THK TYPKS Or INrOmiATION/DOCUMKNTS/rORMS FOUND

IN THE SERIES. INCLUDE TMK PURPOSE OR FUNCTION OP TMI IirtCl]

7. RECORD SERIES FORMAT(S)

Rj-ETTER SIZE • MICROFILM

a LEGAL SIZE • COMPUTER TAPE

^^SOUND BOOK • FLOPPY DISK

a AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

X_ALPHABETICAL

Q NUMERICAL

Q CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

/

NUMBER

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

fa. iNNiui irriiuin ATlrw UU10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
fl/TlU^. ° MICROFILM REEL(S)
KTurenr D COMPUTER TAPE(SJ

D QTHFPIsprriFVl
II . FILE IS USED

O DAILY • WEEKLY X MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
J D MONTH(S) ^YEAR(S)

13. CURRENT LOCATION(S) ( BLDG..FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tir YES, SPECIFY /.OEKCY OR OFFICE)
a YES ^ N O

IS. ACCESS RESTRICTIONS Q YES ^ N O

(IF YES, CITE LAB(S) * RBOULATION(S)

16. AUDIT REQUIREMENTS

tKNCNE 0 STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES.U^LAIN
BRIEFLY AND DESCRIBE ANY HARDIARe/ SOFTWARE ) 18. RECOMMENDED RETENTION

D YES I NO

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 2 I . DATE

(\ JLP08 "°r\4 (REy4sED z / a 7 )



INSTRUCT IONS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

SBO-1 )

DEPARTMENT /AGENCY

I A YhXA

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7Z78 WATERLOO ROAD

P.O. BOX 27B

JESSUP, MARYLAND 20794

..DIVISION

AGENCY RECORDS INVENTORY

3 . UNIT

DEFINITION •RECORD SERIES-* °" O U F O r ""-ATKD RECORDS NORMALLY FII-KD AND UIID AS A UNIT FOR
HirtRgWCI AS WELJ. AS RETENTION AND DISPOSITION PUHFOHEB •

4. RECORD SERIES TITLE 8. EARLIEST YEAR/LATEST YEAR

tf$$ TO 0/
6. RECORD SERIES DESCRIPTION I •"' Ki'l-Y D M C R I K TMJC TYPES Of IN FORMAT I ON/ DOCUMENTS /FORMS FOUND

IN THE SERIES. INCLUDE TMK PURPOSE OH FUNCTION OF THI SERIES)

7. RECORD SERIES FORMAT(S)

P"-£ETTER SIZE • MICROFILM

j^Q LEGAL SIZE D COMPUTER TAPE

^ P BOUND BOOK O FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

D OTHER (SPECIFY)

8. RECORD SERIES SEQUENCE

D"ALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

NUMBER

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

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)

d MICROFILM REEL(S)

NUMbCT ° COMPUTER TAPE(S)
. C3 OTHFPISPTrlFYl

I I t . FILE IS USED

O DAILY CMBEEKLI ° MONTHLY

1 2 . F^LE BECOMES INACTIVE AFTER

jTc'MCNTHtS) ^ ^ A R ( S 1

: 1 3 . CURRENT LOCATION(S) ( BLDC..FLOOR,ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
I IP YES. SPECIFY /.OEKCY OR OFFICE)

a YES P(NO

1 5 . ACCESS RESTRICTIONS O YES j£_NO

( I F n s , C I T S Ljk«(s) & R K O U U A T I O N ( S )

1 6 . AUDIT REOXIIREMENTS

yAjNONE O STATE • FEDERAL ° INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( I F Y K S . U ^ L A I N

BRIEFLY AND DESCRIBE ANY HARDWARE./SOFTWARE )
1 8 . RECOMMENDED RETENTION

Q YES NO

19. NAME AND TITLE OF PREEARER 20. TELEPHONE NUMBER 2 I . DATE

DCS 3 3 0 - 4 (REVISED 2 / 8 7 )



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

880-1 )

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z78 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE OF

•^DEPARTMENT /AGENCY

tins A
2.^DIVISION

'TlL PLnliJfj* .
DEFINITION •RECORD SERIES-A amOU* o r MLATSD MCCORDB NORMALLY FILED AND USKD AS A UNIT FOR
• REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES •

ICORD SERIES TITLE 8. EARLIEST YEAR/LATEST YEAR

nfa TO nnJuuJr
e. ECORD SERIES DESCRIPTION (•ltlKFUT DESCRIBE THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND

IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OF THE SBP1ES]

7. RECORD SERIES FORMAT(S)

Q-<ETTER SIZE • MICROFILM

j^O LEGAL S123E • COMPUTER TAPE

^ P BOUND BOOK • FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O^LPHABET 1CAL

B NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

». VOLUME

NUMBER

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

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
• MICROFILM REEL(S)

NUMfcgT* D COMPUTER TAPE(S)
O effVFR(gprriFy)

i i t •FILE IS USED

Q DAILY G WEEKLY &"MONTHLY

I2# FILE BECOMES INACTIVE AFTER
^ O MONTH(S) D^YEAR(S)

13. CURRENT LOCATION(S) ( BLDC.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES, SPECIFY S.OENCY OR OFFICE)
D YES XJ^NO

15. ACCESS RESTRICTIONS • YES O NO
(IF YEB, CITE LAl(f) A RBOULJVTION(s)

16. AUDIT REQUIREMENTS

'BNONE D STATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED7 [if YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HARDIARC/SOFTWARE )

D YES ^ NO

18. RECOMMENDED RETENTION

h \ V

19. NAME AND TITLE OF pREPARER 20. TELEPHONE NUMBER 2 I . DATE

A _t_.DCS S«0-4 (REVISED 2/87)



1NSTRUCTIQMS•-TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

350-1 )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P . O . BOX 278

JESSUP. MARYLAND 2 0 7 9 4

AGENCY RECORDS INVENTORY

•*bEFARTMENT/AGENCY 2 A DIVISION S¥ UNIT

DEFINITION-RECORD SERIES-* amOUn O F MLATEO RECORDS NOMULLY FIUD AND U»D AS A UNIT FOU
HtltHENCt AS WELJ. AS RETENTI ON AND DISPOSITION PURPOBEB •

4. RECORD SERIES TITLE 8. EARLIEST YEAR/LATEST YEAR

/f)04 TO pnujtodt-
«. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OP

•IN THE SERIES.
INFOmiATION/OOCUMENTB/FOnra POUND

INCLUDE THE PURPOSE OK FUNCTION OP THE SERIES)

7. RECORD SERIES FORMAT(S)

.K-LETTER SIZE Q MICROFILM

j^D LEGAL SIZE O COMFUTER TAPE

^ P BOUND BOOK • FLOPPY DISK

• AUDIO TAPE • VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

» . VOLUME

) j ^ F I L E DRAWER(S)

C— ^ ° M I C R O | r | l - M REEL(S)

g ° COMPUTER TAPE(S)
N U M B E * O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

, ^^.X.FILE DRAWER(S)

STW*^~ D MICROFILM REEL(S]
klAhen Q COMPUTER TAPE(S)

D onrvtrn/ <;prr i c-y ^
l M FILE IS USED

O DAILY Q WEEKLY *t MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

O MONTH(S) ° YEAR(S)
1VHPER

1 3 . CURRENT LOCATION(S) ( BLDG . , FLOOR. ROOM) 1 4 . I S RECORD SERIES DUPLICATED ELSEWHERET
t l P YES, SPECIFY /.OEKCY OR OPPICE)
D YES I? NO

I S . ACCESS RESTRICTIONS O YES ^l^NO

( IF YES, CITE l_A*(s) A RKOULATI ON ( S )
1 6 . AUDIT REQUIREMENTS

STATE D FEDERAL D INDEPENDENT

• « - » w • • n-fc.**f%4 « r u e

yl̂ NONE '^TCTAT

1 7 . I S AN INDEX SYSTEM USED? ( | p VE8.E>YUAIN

BRIKfLY AND DESCRIBE ANY HARDBARe/ SOFTWARE )
18. RECOMMENDED RETENTION

D YES j£ NO

19. NAME AND TITLE OF RREPARER 20. TELEPHONE NUMBER 2 I. DATE

DCS 350-4 (REVISED 2/87)



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

980-1)m.
DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278

JESSUP. MARYLAND 20784

AGENCY RECORDS INVENTORY

DCPARTMENT/ACENCY 7)T S I 0 N ^ S./UN1T. /UNIT

DEFINITION-RECORD SERIES-* °*O U*' O r MLATSO WWROB NORMALLY PILED AND U » D AS A UNIT FOR

RireiKNCI A« WELL AS WrTBNTIQW AND DISPOSITION PURPOSES •

4. RE SERIES TITLE
A A 8. EARLIEST YEAR/LATEST YEAR

H82> TO' phJUesJ:
0. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THK TYPES OF"

•IN THE SERIES.
INFORMAT I ON/ DOCUMENTS/FOItWfl FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THK •KP/1EB)

7. RECORD SERIES FORMAT(S)

CKLETTER SIZE • MICROriLM

V LEGAL SIZE Q COMFUTER TAPE

BOUND BOOK • FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

n OTHER{SPECIFY)

8. RECORD SERIES SEQUENCE

O-'ALPHABET ICAL

D NUMERICAL

D CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

>. VOLUME

B^ILE DRAVER(S)
^ Q MICROFILM REEL(S)
^ D COMPUTER TAPE(S)

NUMBEI1 D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)

Q<V)*—*-^D MICROFILM REEL(S]
kWWCT ° COMPUTER TAPE(S)

O fyrVIFRf ^PFri FY 1
I 11.FILE IS USED

3 DAILY Q WEEKLY -D-MONTHLY

12. Fll

MUMBBH

BECOMES INACTIVE AFTER

D MONTH(S) B^YEAR(S]

13. CURRENT LOCATION! S) ( BLDG.,FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
( I F Y C S , SPECIFY /.OEKCT OR OFFICE)

a Y E S Q){<b

IS . ACCESS RESTRICTIONS • YES %WQ
( I F YES, C I T B L_A*(S) A REOULATION(S)

1 6 . AUDIT REQUIREMENTS

ji^NONE 0 STATE D FEDERAL ° INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( I F YKS.K>^LAIN

BRIEFLY AKD DESCRIBE AMY HARDIARC/ SOFTWARE )
18. RECOMMENDED RETENTION

a YES NO

19. NAME AND TITLE OF pREPARER

V DCS 5JM-4 (REVISES

20. TELEPHONE NUMBER 21. DATE

z/S/fl.
DCS SĴ O-4 (REVISED 2/87)



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

850-1 )

'DEPARTMENT/AGENCY

U ms k

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2.^DIVISION

AGENCY RECORDS INVENTORY

3 .

UswujJj^-,
DEFINITION-RECORD SERIES-* O R O u r O r «LATED RKCORD8 NORMALLY FILED AND UflO Al A UNIT FOR

BirewgWCI AS «EU. AS- BBTKNTIOW AND DISPOSITION PURPOSES •__

4. RECORD SERIES TITLE EARLIEST YEAR/LATEST

/f90 TO

'LATEST YEAR

0. RECORD SERIES DESCRIPTION (

\^JlSlXL4-V^»-tJi p-^*~*~ ^aJk-H.JLo-'

DKSCRIBK TKK TYPK8 Or IN FORMAT I ON/DOCUMENTS/FORMS FOUND
SERIES. INCL.UOK TMK PURPOSE OR FUNCTION OF TM« SKR1ES]

7. RECORD SERIES FORMAT(S)

• LETTER SIZE • MICROFILM

j^n LEGAL SIZE • COMPUTER TAPE

^ P BOUND BOOK • FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

$ ALPHABETICAL

D NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

NUMBER

• * .FILE DRAWER(S)
• MICROFILM REEL(S)
Q COMPUTER TAPE(S)
0 OTHER(SPECIFY]

10. ANNUAL ACCUMULATION
Q FILE DRAWER(S)

Cfov*yS> Q MICROFILM REEL(S)
NuUhgft D COMPUTER TAPE(S )

O OfTHFRl SPFr I FY \

1 1 1 . FILE IS USED

D DAILY O WEEKLY BMQMONTHLY

l2# FILE BECOMES INACTIVE AFTER
I D MONTH(S) J8j YEAR(S)

NUMBER
13. CURRENT LOCATION(S) ( BLDG. , FLOOR. ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF Yt8. SPECIFY /.aEKCY OR OFFICE)
Q YES ^ N O

IS. ACCESS RESTRICTIONS • YES • NO
(IF YES, CITS LAW(S) & RKOUI_ATION(»)

16. AUDIT REQUIREMENTS

D NONE B STATE D FEDERAL D INDEPENDENT

17, IS AN INDEX SYSTEM USED? (|p YKB.UYUIN
BRIBFL.Y AKD ORBCRIBE ANY KARDIARC/ SOFTWARE ) 18. RECOMMENDED RETENTION

D YES
^

NO 3 ^P<tW - GluJuJ /zJ^uu^u^><Jt^J^'
0 0

19. NAME AND TITLE OF PREPARES

Ih/M.t
« DOS " 0 - 4 (REVISED 2 / 8 7 )

2 0 . TELEPHONE NUMBER I . DATE.



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

890-1 )

t. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278

JESSUP. MARYLAND 20784

(Jj^/1t%UyyKt^Cfr

AGENCY RECORDS INVENTORY

%'$^QJUiurfLt\
DEFINITION-RECORD SERIES-* ° " O U P O r "*»-*TED RECORDS NORMALLY PILKD AND UIID A* A UNIT FOR

REFERENCE AS WELL AS RETENTION AMP DISPOSITION >UWPO»E« •

iRD SERIES TITLE

fhijuJ,
%

UJAJL

8. EARLIEST YEAR/LATEST YEAR

m* TO / / S ^ J F
0 . RECORD SERI PTION I •"""$•* DESCRIBE THE TYPES Or INrORMATI ON/DOCUMENTS/FORMS POUND

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

7. RECORD SERIES FORMAT(S)

• J& LETTER SIZE • MICROFILM

l^f LEGAL SIZE • COMPUTER TAPE

^ K BOUND BOOK O FLOPPY DISK

• AUDIO TAPE • VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^ALPHABETICAL

O NUMERICAL

D CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)'

9. VOLUME

''FILE DRAWER(S)
J^ a MICROFILM REEL(S;
ĉ - O COMPUTER TAPE(S)

O OTHER(SPECIFY)

I 0. ANNUAL ACCUMULATION

, O FILE DRAWER(S)

S4%JZ~- O MICROFILM REEL(S)
NuUkgK D COMPUTER TAPE(S)

. D QTHFPl«;PFriFYl
I I I . FILE IS USED

Q DAILY ^WEEKLY D/MONTHLTI

1 2 • FILE BECOMES INACTIVE AFTER

1 3 . CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) I * . IS RECORD SERIES DUPLICATED ELSEWHEREt
t l P V t J y SPECIFY AOEKCY OR OFFICE)

O YES A. NO

1 5 . ACCESS RESTRICTIONS Q YES % NO
{ I F Y E S , C I T S ; L A * ( S ) * RKQUUAT I ON ( s )

1 6 . AUDIT REQUIREMENTS

JNONE O STATE ° FEDERAL Q INDEPENDENT

1 7 . IS AN INDEX SYSTEM USEDT ( I F YK8.U7UAIN
BRIEFLY AND DESCRIBE ANY HARDS ARt/SOFTWARE )

18. RECOMMENDED RETENTION

D YES i NO

/) c I \. 1} Q

TITLE OF PREPARER

XJULU^JU

20. TELEPHONE NUMBER

K3-3 6U
21. DATE

-2>iitlh.
DCS 350-4 (REVISED 2/87}



INSTRUCT I OTIS- - TYPE OR PR I NT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

A s BBO -I )

1. DEPARTMENT/AGENCY

u/mSA

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD

P.O. BOX 278

JESSUP. MARYLAND 20794

2 .^DIVISION

AGENCY RECORDS INVENTORY

SpJUCjjJ) ^i^vJ^
DEFINITION-RECORD SERIES A OROUP OF RELATED RECORDS NORMALLY r i LJCO AND UIID AS A UNIT FOR

H»raWEHCt A» WELL A» RETENTION AND PIBfCglTICrH PUBFOBH

4. RECORD SERIES TITLE

fcftjL<lsyvusvi.
6. RECORD SERIES DESCRIPTION (

*

8. EARLIEST YEAR/LATEST YEAR

fidf TO phJbajAdt-
.BRIEFLY DISCRIII
IN THE SERIES.

THE TYFEB OF I HFORMAT I ON/DOCUMENTS/FORMS FOUND

IMCLUOt THE PURPOSE OR FUNCTION OF THI SEFTIES)

(J^rt^l^L^yyxji^jM^^

J~~2- fo^4-^-~fU<J-*-s

V l0 • ft

7. RECORD SERIES FORMAT(S)

• A LETTER SIZE Q MICROFILM

L^ LEGAL SIZE • COMPUTER TAPE

^Rj BOUND BOOK Q FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

D OTHERI SPECIFY}

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

D NUMERICAL

D CHRONOLOGICAL

O GEOGRAPHICAL

» OTHERlSPECIFY )

» . VOLUME

B^FILE DRAWER(S)
D MICROFILM REEL(S)
n COMPUTER TAPE(S)
° OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION

fc'FILE DRAWER(S)
/ • MICROFILM REEL(S)

NTJBKCTT D COMPUTER TAPE ( S J
0 gyn-ypi sprr i rv <

I I t . FILE IS USED

Q DAILY B WEEKLY kMONTHLY

1 2 • "^LE BECOMES INACTIVE AFTER

, O _ _ _ D MONTH(S) 6 -YEAR(s ;
N.VHBER

! 1 3 . CURRENT LOCATION(S) ( BLDC..FLOOR.ROOM) 1 4 . I S RECORD SERIES DUPLICATED ELSEWHCRET
l « F V t « . BFECtFY /.OEKCY OR OFFICE)
° YES h NO

15. ACCESS RESTRICTIONS ' Q YES K N O

( I F YES, CITE L A I ( I ) a REOULATION(B)
1 6 . AUDIT REQUIREMENTS

j \ N O N E O STATE • FEDERAL D INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( I F YEB.E>7LAIN

BRIEFLY AND DESCRIBE ANY HARDIARe/ BOFTEARE )
1 8 . RECOMMENDED RETENTION

D YES /J NO

ANQ. Tl-1 9 . NAME ANQ. TITLE OF PREPARER 2 0 . TELEPHONE NUMBER

t<S5>~&{eS£
2 1 . DATE

VVT^
r̂,DCS SSO-4 I REVISED 2 / 8 7 )



INSTRUCTI QMS--TYPE OR PR IKT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

9B0-1 )

I . DEPARTMENT /AGENCY

urns A

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

2.^DIVISION

AGENCY RECORDS INVENTORY

3 . UNIT

Lyo^hJZ^
DEFINITION •RECORD S E R I E S - * O R O U P O F "*LATED RECORDS NORMALLY FILID AND CSED AM A UNIT D R

RiFtwewct A« wen. AS RETENTION AND BI«PO»ITICW PURPOSES •__

4. RECORD SERIES TITLE

%

s.
8. EARLIEST YEAR/LATEST YEAR

\Mo TO §>fyuuL*dtr
6. RECORD SERfEB DESCRIPTION (BRIEFLY OKICRIBK

•IN THE SERIES.
TYPM Or INFORMATION/DOCUMCNTa/rORMfl FOUND
INCLUDK TNT FURFOSE ON FUNCTION Of THI lentl]
\

7. RECORD SERIES FORMAT(S)

I ^LETTER SIZE • MICROFILM

^ ^ LEGAL SIZE U COMFUTER TAPE

^ R j BOLND BOOK D FLOPPY DISK

Q AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

Q NUKCRICAL

H CHRONOLOGICAL

n GEOCRAPHICAL

^ OTHER{SPECIFY!

^icMtdf

9 . VOLUME

NUMBEW

C^FILE DRAWER!S)
• MICROFILM REEL(S)
0 COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
JS^FILE DRAWER(S)

/ • MICROFILM REEL(S)
NbUhCT ° COMPUTER TAPE(S )

O cyn-iPRI ^prr I try
I I I . FILE IS USED

D DAILY O WEEKLY X MONTHLY

1 2 . FILE BECOKCS INACTIVE AFTER
/-ol

NUMBER
D MONTH(S) 0>-YEAR(Sl

I S . CURRENT LOCATION(S) ( BLOC . , FLOOR, ROOM)

uX^, O) W ^ . ^-A
1 4 . I S RECORD SERIES DUPLICATED ELSEWHERET

t l F YES SPECIFY /.OEKCY OR OFFICE)
D YES A.NO

I S . ACCESS RESTRICTIONS Q YES ^ NO
I IF YES, CITK L A f ( i ) 4 REOULJVTION(s)

I C . AUDIT REQUIREMENTS

X^NONE O STATE D FEDERAL E INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED! ( | p YES.E>^LAIN
BRIEFLY AND DESCRIBE ANY HARD*ARc/SOFTWARE )

D YES i NO

1 8 . RECOMMENDED RETENTION

I 9 . NAME AND TITLE OF PREPARER 2 0 . TELEPHONE NUMSR 2 I . DATE

J / * / f «JL
DCS 530-4 (REVISED 2/S7)



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

550-1 )-m
DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD

P . O . BOX 278

JESSUP, MARYLAND 2 0 7 9 4

AGENCY RECORDS INVENTORY

PACE S o, 3
I. DEPARTMENT/AGENCY

Urns A
2.^DIVISION

"S^LUU^d c^H/vCC^
DEFINITION-RECORD SERIES-* OI*OU* o r M L A T H O RECORDS NORMALLY Fll-ED AND ut lD AS A UNIT ran

INFERENCE AS HEU. AS RETENTION AHO PIBWHITICiW PUBPO8EB

Cs^c-v^Lc^
0. RECORD SERIES DESCRIPTION (BRIEFLY DKSCRIBK TKK

•IN THE SERIES.
TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDt THE PURPOSE OR FUNCTION OF THE SERIES)

7. RECORD SERIES FORMAT(S)

f[ LETTER SIZE D MICROFILM

j^P LEGAL SIZE • COMPUTER TAPE

^ B BOUND BOOK ° FLOPPY DISK

G AUDIO TAPE • VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^ALPHABETICAL

D NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

>. VOLUME

B^TILE DRAWER(S)
I O MICROFILM REEL(S)
/ , D COMPUTER TAPE(S)

NUMBl:l* D OTHERl SPECIFY)

10. ANNUAL ACCUMULATION

P\FILE DRAWER(S)
/ O MICROFILM REEL(S)

NbUhgR ° COMPUTER TAPE(S )
n <yn-BFR( g p r n g*v \

I 1 1 . FILE IS USED

)( DAILY 9C WEEKLY 0 MONTHLY

1 2 # FILE BECOMES INACTIVE AFTER

«=»< D MONTH(S) A YEAR(S
NUMBER i,

1 3 . CURRENT LOCATION(S) (BLDC.,FLOOR,ROOM) 1 4 . I S RECORD SERIES DUPLICATED ELSEWHERET

t l F W S , SPECIFY /.OEKCT OR OFFICE)
° YES O NO

15. ACCESS RESTRICTIONS • YES • NO
(IF YES, CITE LA*(S) & REOULJVTION(S)

16. AUDIT REQUIREMENTS

NONE D STATE D FEDERAL ° INDEPENDENT

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

O YES NO

1 8 . RECOMMENDED RETENTION

I 9 . NAME AND T1TLE OF PREPARER 2 0 . TELEPHONE NUMBER 2 1 . DATE

DGS 5 5 0 - 4 (REVISED 2 / 8 7 )



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

980-1 )

I^JEF/

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

l^bEFARTMENT/AGENCY A DIVISION 3 .

yiijuL
DEFINITION-RECORD SERIES-A OIIOU* O r «*LATSD RECORDS NORMALLY FILED AND USKO AS A UNIT FOR

REFERENCE AS SELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TJTLE ' /"N 5. EARLIEST YEAR/LATEST YEAR

\Hl TO fJLLUsJt
«. RECORD SERIES DESCRIPTION JBRn"'l-Y DESCRIBE THE TYPES OP" INPORMATI ON/DOCUMENTS/FORMS POUND

IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

h&-V0 -A

7. RECORD SERIES FORMAT(S)

9/UETTER SIZE • MICROFILM

D LEGAL SIZE • COMPUTER TAPE

^^BOUND BOOK • FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

CP^ALPHABETICAL

D NUMERICAL

Q CHRONOLOGICAL.

° GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

1
O*FILE DRAWER(S)
O MICROFILM REEL(S)
Q COMPUTER TAPE(S)

^S^^aoTHERlSPECIFY)

10. ANNUAL ACCUMULATION

KUMSEIT

DEFILE DRAWER(S)
• MICROFILM REEL(S)
Q COMPUTER TAPE(S)
• QTHFRIsprriryl

II . PILE IS USED

Q DAILY Q WEEKLY X MONTHLY

12. FILE BECOMES INACTIVE AFTER

tmWrr a
 MC^TM(S) O YEAR (SI

I 13. CURRENT LOCATION(S) ( BLDG., FLOOR. ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP YES, SPECIFY /.OEKCY OR OFFICE)

a YES if NO
IS. ACCESS RESTRICTIONS • YES ft NO

(IP YES, CITE t-AV(s) * RBQULATI ON ( S )
16. AUDIT REQUIREMENTS

NONE O STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|p Ytl.UVLAIN
BRIBPUY AKD DESCRIBE AMY HARDIARe/ SOPTVARB )

a YES Ps. NO

18. RECOMMENDED RETENTION

U<
MJJJZMLJLJ?

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

t^S-3^^
2 I. DATE

DGS 330-4 (REVISED 2/87)



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

980-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

fTX>EPARTMENT /AGENCY

U
2 vt DIVISIONyt DIVISION

9AAXL-^^^H^JL^
DEFINITION•RECORD SERIES-A anouF or ULATBO MCQRDI NORMALLY PILCO AND USED AS A UNIT ran

REFERENCE AS HSU. AS RETENTION AND DISPOSITION PUWO8E8 •

B. EARLIEST YEAR/LATEST YEAR

/f4/o TO (pruLasLndt
•PLY DESCRIBE THK TYPKS OF INFORMATION/DOCUMENTS/FORMS POUND
THE SERIES. INCLUDE THE PURPOSE OM FUNCTION OP THE SEP/1ESI

lltiWlptW^f C^LjQJC^- ^JuJrJU^Jb^^
V

7. RECORD SERIES FORMAT(S)

X LETTER SIZE • MICROFILM

° LEGAL SIZE • COMFUTER TAPE

'^P BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE n VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

jSLALPHABET ICAL

O NUMERICAL

O CHRONOLOGICAL

a GEOGRAPHICAL

<3 OTHER(SPECIFY)

9. VOLUME

X-FH-E DRAVER(S)
• MICROFILM REEL(S)
O COMPUTER TAPE(S)

N U M B B " a OTHER(SPECIFY)

I 0 A ANNUAL ACCUMULATION

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

RUBBER" a COMPUTER TAPE( S )
• nrurp) seer i P*V \

II . FILE IS USED

&DAILY QOBEEKLY ^»MONTHLY

12. FILE BECOMES INACTIVE AFTER
3 a MONTH(S) A^YEAR(S)

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

fjLb.*> Ist i-e
14. IS RECORD SERIES DUPLICATED ELSEWHERET

I IF YCSy. SPECIFY /.OENCY OR OFFICE)
O YES |ft.NO

IS. ACCESS RESTRICTIONS Q YES )5 NO

(IF YES, CITE I_AB(S) A RBQULATION(S)

16. AUDIT REQUIREMENTS

^NCNE a STATE • FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( |p vss.B>7UtlN

BRIEFLY AKO DESCRIBE ANY HARD*ARC/SOFTWARE)

a YES 9̂  NO

18. RECOMMENDED RETENTION

3CAJU^ (jb^^dLL^ JUJU^^JI

19. NAME AND TITLE OF PREPARER

(A!UL

20. TELEPHONE NUMBER

D C S
kr {Si'&SX

2 I . DATE

./i|V



INSTRUCTIONS--TYPE OR PR I NT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

950-1)m
~Di

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

DEPARTMENT/AGENCY ZA DIVISION

PJUJUL^ 4^A^<-^_
DEFINITION-RECORD SERIES** amou* o r ««-*•"«> RECORDS NOWIALUV FILED AND utlD AS A UNIT FOR

HITCRCNCt AS WELL AS RETENTION AND DISPOSITION PURFOBEB •

4 ..RECORD SERIES TI

JJM.'S
8 . EARLIEST YEAR/LATEST YEAR^LATEST YEA*

VhJLoiUJC

« . RECORD SERIES DESCRIPTION ( • R I " F U Y DESCRIBE THE TYPKB Or INFORMATION/DOCUMENTS/FORMS FOUND
t IN T+E SERIES. INCL.UDK TMK FUKPOBC OR FUNCTION OF THE BBFrtKS)

7 . RECORD SERIES FORMAT(S)

O'LETTER SIZE • MICROFILM

•

P LEGAL SIZE O COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

a AUDIO TAPE • VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

D^ALPHABETICAL

D NUMERICAL

O CHRONOLOGICAL*

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9 . VOLUME

3
"OFILE DRAWER(S)
• MICROFILM REEL(S)
Q COMPUTER TAPE(S)

N U M B e * D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

B^FILE DRAWER(S)

• MICROFILM REEL(S)

O COMPUTER TAPE(S)
O Qfn-IFPI gPTf I FY \

I U . FILE IS USED

^DAILY ^JBEEKLY J^MONTHLTl

1 2 • F I L E BECOMES INACTIVE AFTER

NUwBKH
O MONTH(S) YEAR(S)

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

4£L~ 1a I-<L
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, BF-CCIFY /.OEKCT OR OFFICE)

n YES • NO

15. ACCESS RESTRldYlONS O YES fa NO
(IF YES, CITS LA*(S) A RCOUUATI ON IS )

16. AUDIT REQUIREMENTS

-NONE a STATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|F YIB.U7LAIN
BRIEFLY AND DKBCRIBK ANY HARDBARcV SOFTWARE )

D YES 1^ NO

18. RECOMMENDED RETENTION

Ku>u

19. NAME AND TITLE OF PREPARER

XDGS SSQl-4 (REVISED 2 /87)



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

550-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

ARTMENT/AGENCY

LifnSA
2 . DIVISION

/rtV€i^iwtnJti) fdJZiC,
DEFINITION-RECORD SERIES-* 0ltOU1* O r ««i-ATEO RECORDS NORMALLY FILED AND USED AS A UNIT FOR

HlPTRgWCg AS WELL AS RETENTION AND DISPOSITION PURFOBEa •

4. RECORD SERIES TITLE

>^J I
5. EARLIEST YEAR/LATEST YEAR

.To (LoUAjLut^

SERIES DESCRIPTION (BRIEFLY DESCRIBE
IN THE SERIES.

TYPES OF" INFORMATION/DOCUMENTS/FORKS FOUND
INCLUDE THK PURPOSE OR FUNCTION OF THE SERIES)

oZ-OaM^ O-iLh^^— -^pcx-c^i^o^^^Cp J^^^^-C^Jyfh^-^j fis^^L^ C^^tJL^aJcJtz--

•p̂ — \t

7. RECORD SERIES FORMAT(S)

Q^CETTER SIZE • MICROFILM

^ LEGAL SIZE • COMPUTER TAPE

IBOUND BOOK a FLOPPY DISK

Q AUDIO TAPE ° VIDEO TAPE

° OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O"ALPHABET1CAL

D NUMERICAL

a CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

/
NUMBER

a^FILE DRAWER(S)
Q MICROFILM REEL(S)
O COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

Q FILE DRAWER(S)
° MICROFILM REEL(S)

NUUBEV D COMPUTER TAPE(S)
&&

n fvn-»FP> fiprr i r v <

i 1 1 . FILE IS USED

Q DAILY Q WEEKLY ^MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

—3_. D MONTH(S) >^YEAR(S)

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

ilL^ /^^ 1-0-
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YtB, SPECIFY /.OEKCY OR OFFICE)

a YES B(NO
IS. ACCESS RESTRICTIONS • YES fl^NO

(IF YES, CITE LA*(S) * RBOULATI ON ( S )
16. AUDIT REQUIREMENTS

a STATE • FEDERAL D INDEPENDENT

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

D YES 0^-NO

18. RECOMMENDED RETENTION

i vU

18. NAME AND TITLE O F PREPARER

A
D J

OAM EUIJLA^J\

550-4 (REVISED 2/87)

20. TELEPHONE NUMBER 21. DATE

AWi-



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

5 8 0-1)(DCS 5

TBFDEF,

. Uh

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 2 0 7 9 4

AGENCY RECORDS INVENTORY

PAGE OF il
ARTMENT/AGENCY

rnh/h
2.^DIVISION i . «*<IT

v IULJ^^-
DEFINITION-RECORD SERIES-* amOU* O r " " " O RECORDS NORMALLY FILED AND USED AS, A UNIT FOR

MFCRENCt A« W U . AS HrTINTlOW AND DISPOSITION PUKPOBEg •

4. RECORD SERIES TITLE 1194!-
ijjA^.cJu^f^ m %

8. EARLIEST YEAR/LATEST YEAR

I/1V TO p/bUJL*dt~
9. RECORD SERIES DESCRIPTION lBRIIM'l-Y DESCRIBE THE TYPES Of INFORMATION/DOCUMENTS/FORMS FOUND

•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THI SBR1KS)

7. RECORD SERIES FORMAT(S)

^LETTER SIZE • MICROFILM

D LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

Q AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

P^CHRONOLOGICAL

• GEOGRAPHICAL

G OTHER(SPECIFY)

9. VOLUME

/
NUMBER

DEFILE DRAWER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

pLju^ B^H-E DRAWER(S)
2» D MICROFILM REEL(S)

huMhgK D COMPUTER TARE(S)
D tnVFBISPFriFYl

i t l . FILE IS USED

^P'DAILY O WEEKLY D MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

O MONTH(S) 53 YEAR(S)

13. CURRENT LOCATION(S) ( BLDC..FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES, SPECIFY /.SENCY OR OFFICE)
O YES \̂.NO

15. ACCESS RESTRICTIONS • YES fa, NO

(IF YTB, CITS UA«(S) a REGULATION!s)

16. AUDIT REQUIREMENTS

9̂ -NONE O STATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YES .E>J>I-A IN

BRIEFLY AND DESCRIBE ANY HARDIARC/SOFTWARE)

D YES it NO

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

DCS 33O'-4 (REVISED 2/87)

20. TELEPHONE NUMBER 2 I . DATE

4m ̂



INSTRUCT IQTIS- -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

880 -I )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT D I V I S I O N

7 2 7 B WATERLOO ROAD

P.O. BOX 279
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

DEPARTMENT/AGENCY 2.^DIVISION

j&nhfrUWKJlsJtU £cMJur^^ I
DEFINITION-RECORD S E R I E S - * ° * O U F O r "LATBD RECORDS NORMALLY FIUKD AND UIID AS A UNIT FO*

WirtUCNCI AS WELL A* RETENTION AMD PISPOaiTlOW F-URPOBgS •

4. RECORD SERIES TITLE

6 . RECORD SCRIES DESCRIPTION l " l t ' K r i - Y DESCRIBE THE TYPES Or INPORUATION/DOCUMCNTB/POnn POUND
•IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OP THE t K R I E l )

7. RECORD SERIES FORMAT(S)

^LETTER SIZE Q MICROFILM

P LEGAL SIZE D COMPUTER TAPE

BCHJND BOOK O FLOPPY DJSK

D AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^^ALPHABETICAL

• NUMERICAL

D CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

-dFILE DRAWER(S)
D MICROFILM REEL(S)

_______ O COMPUTER TAPE (S )
STS5SFFQOTHER( SPECIFY)

1 0 . ANNUAL ACCUMULATION

DEFILE DRAWER(S)

SffiJZ^ ° MICROFILM REEL(S)
NbUhglt D COMPUTER TAPE(S)

i l l . FILE IS USED

H DAILY O WEEKLY D MONTHLY

l 2 * FILE BECOMES INACTIVE AFTER
O MONTH(S) D YEAR(S)

13. CURRENT LOCATION(S) ( BLDG., FLOOR, ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
t i r Y E S , j p r c i p y /.OENCY on err I C E )

° YES dSlO

15. ACCESS RESTRICTIONS • YES /D^NO

( I F Y E S , C I T E L A I I I ) A RKOULATION(I)

16. AUDIT REQUIREMENTS

ti^NONE D STATE D FEDERAL D INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( | p Y I B . U ^ L A I N

BRIBFLY AND DESCRIBE ANY HARDWARE./ BOPTIARE )
1 8 . RECOMMENDED RETENTION

E YES NO

1 9 . NAME AND T1TLE Of PREPARER 2 0 . TELEPHONE NUMBER 2 I . DATE

DCS SSO REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
^ p 880-1 )

1 . DEFARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2 .^DIVISION

AGENCY RECORDS INVENTORY

Sr^AAWMJbJui &2<J^^\
DEFINITI ON-RECORD SERIES*A OROUF OF RELATED RECORDS NORMALLY FILED AND Ut tD AS A UNIT FOR

MftKEWCI AS WEU. AS RETENTION AND D18FOBITION HIMPO8H

4.1 RECORD SERIES TITLE ~

0 . RECORD SERIES DESCRIPTION ( • I l l l t | r l - Y DMCHI»I TKI TYFES Of IhrORUATION/DOCUMCNTS/FOmn FOUND
•IN THE SERIES. INCL.UOK TKK FURPOBE OM FUNCTION OF THE I K n E t )

7 . RECORD SERIES FORMAT(S)

VB-^TTER SIZE D MICROFILM

• LECA1. SIZE • COMPUTER TAPE

BOLND BOOK D FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

tt-ALFHAEET ICAL

O NU>CRICAL

D CHRONOLOGICAL.

D GEOGRAPHICAL

D OTHERISPECIFY)

9. VOLUME

NUMBER

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

10. ANNUAL ACCUMULATION

, D FILE DRAWER(S)

SjdJl^- O MICROFILM REEL(S)

kuUhlgft D COMPUTER TAPE(S)
. C OTHFPKprrirvl

i l l . LE IS

•O^DAI

FILE IS USED

DAILY B WEEKLY D MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

1 3 . CURRENT LOCATION(S) ( BLDG..FLOOR,ROOM)

VIUJ /-c_
14. IS RECORD SERIES DUPLICATED ELSEWHERET

I IF YES, SPECIFY /.OEKCT OR OFFICE)
D YES B^NO

I S . ACCESS RESTRICTIONS D YES D^NO
( I F Y I B , C I T I . U I ( I ) a> R E O U L A T I O N ( B )

1 6 . AUDIT REOUIREMENTS

Ef NONE D STATE t3 FEDERAL D INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED! ( I F VEB.KXFLJMN
BRIEFLY AND DESCRIBE ANY HARDWARE./ SOFTWARE )

1 6 . RECOMMENDED RETENTION

D YES NO

1>. NAME AND T1TLE OF PREPARER 20. TELEPHONE NUMBER 2 I . DATE

DGS 33 0 - 4 (REVISED 2 / 8 7 )



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
£^ SSO-I )

I. DEPARTMENT/AGENCY

U to $ A

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

2 ./.DIVISION

AGENCY RECORDS INVENTORY

&TMAM*wJt>J H&AoJ^ry^
DEFINITION-RECORD S E R I E S - * O R O U F o r M L A T F D RECORDS NORMALLY PIUED AND UKD AS A UNIT row

mriBEWCI AS WELL AS KmWTIOH ANO P U P O B I T I M I FURPOBEB •

4. RECORD SERIES TITLE

e. RECORD SERIES DESCRIPTION (•RIEPLY DESCRIBE THE TYPES Of
•IN THE SERIES.

IN FORMAT I ON/DOCUMENTS/FORMS FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

7 . RECORD SERIES FORMAT(S)

Jl^LETTER SIZE O M1CROPILM

Q LEGAL SIZE D COMFUTER TAPE

BOUND BOOK ° FLOPPY DISK

D AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

'CALPHABET ICAL

D NUhCRICAL

• CHRONOLOGICAL

B GEOGRAPHICAL

D OTHER(SPECirY)

•. VOLUME

DEFILE DRAWER(S)
D MICROFILM REEL(S)
D COMPUTER TAPE(S)

B E* Q OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

C T FFILE DRAWER(S)
ft— O MICROFILM REEL(S)

kUihgTt D COMPUTER TAPE(S)
D cffHTHI'iPFriry)

I I I . LE yfS

V DP

F I LE /S USED

DAILY D WEEKLY D MONTHLY

1 2 • FILE BECOKCS INACTIVE AFTER

rn&rw ° » " * " W SKEARCS]

: 1 3 . CURRENT LOCATION(S) ( BLDG.. FLOOR. ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
t l P VBB, SPECIFY /.SEKCT OR O P T I C E )
° YES t3^NO

1 5 . ACCESS RESTRICTIONS D YES O N O
( I P YEB, CITE L A « ( S ) » RKOUUkTION(s)

1 6 . AUDIT REQUIREMENTS

D NONE O STATE D FEDERAL D INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED7 ( | p YI8.K>?L«IN
BRIEFLY AND DESCRIBE ANY KARD1ARE,/ BOFTBARE ) 1 8 . RECOMMENDED RETENTION

D YES . N O

1 » . NAME AND TITLE OF PREPARER 2 0 . TELEPHONE NUMBER

&2 '3 ̂ JL
2 1 . DATE

DGS 3 3 0 - i (REVISED 2 / 8 7 )



INSTRUCT IQMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
A K 580-1 )

I . DEPARTMENT/ACENCY

Li ft> $ A

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 2 0 7 9 4

(£^1l^LUL<YViJl*3t

AGENCY RECORDS INVENTORY

^ ^ w J t i BJLM^uJ\
DEFINITION-RECORD S E R I E S - * ° * O U P O r **LATKD WC.CORD* HOKMALLY1 r i LSD AND UtIO AB A UNIT FOR

BirtHENCI AB WELJ- A* KntNTIOH AMP DIBPOBITION >U»PO»E> •__

4 . RECORD SERIES TITLE• • (fttUKU £>EJ*IES TITLE r\ 8 . EARLIEST TEAR/LATEST YEAR

I Wo TO h%
« . RECORD SCRIES DESCRIPTION ( • l t l K r L ' Y OKSCHIBK THK TYPKB OF" IN FORMAT I ON/DOCUMENTS/FORMB FOUND

•IN THE SERIES. INCLUDK THE FUMOIC Oil FUNCTION OF TNI BBFTtES)

7 . RECORD SERIES FORMAT(S)

CLETTER SIZE Q MICROFILM

O LXttAL SIZE • COMPUTER TAPE

BOUND BOOK D FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^-ALPHABETICAL

D NUMERICAL

'O-CHRONOLOOICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9 . VOLUME

/
NUMBER

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

1 0 . AWUAL ACCUMULATION

. E^FILE DRAWER(S)
S-iHA'^ ° MICROFILM REEL(S]

NbWkCT D COMPUTER TAPE(S)
. O cnrwrBKPrrinn

I II.FILE IS USED

D DAILY « WEEKLY D MONTHLY

1 2 - FILE BECOMES INACTIVE AFTER

NUMBER
D MONTH(S) D YEARIS]

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

Ul l^flr^ I ~ C-
14. IS RECORD SERIES DUPLICATED ELSEWHERET

t IF YtS, BprCIFY /.OCKCY OR OFFICE)
D YES D^NO

I S . ACCESS RESTRICTIONS • YES • NO
( I F YTB , CITK L A « ( s ) * BSOULAT ION ( B )

1 6 . AUDIT REQUIREMENTS

Q^NONE D STATE D FEDERAL D INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED? ( i r VCB,K>7LAIN

BRIBFUY AND DESCRICI ANY HARDIARt/ BOFTWARK )

D YES O NO

1 8 . RECOMMENDED RETENTION

1». NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 2 I . DATE

DCS 5 3 0 - 4 (REVISED 2 / 8 7 )



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

890 -I )

I . DEFARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD

P . O . BOX 27S

JESSUP. MARYLAND 2 0 7 9 4

2./,DlVlSION

AGENCY RECORDS INVENTORY

PACE -2_orii

^nHAMA^jjJtJi I&JLM^L^\

DEFINITION-RECORD SERIES-A amour OP RELATED WCORDI NORMALLY FILED AND UIID AS A UNIT FOR
WlfTREWCI AS HELL A* HET1NTIOW AND DIBHiglTlOW PURPOSES •

4 . RECORD,SERIES TITLE 5 . EARL 11 YEAR/LATEST YEAR

" TO / ? * ?

0 . RECORD SERIES ON { BRIEFLY DESCRIBE THE TYPES Or
•IN THE SERIES.

IN FORMAT I ON/ DOCUMENTS /FORMS FOUND

INCLUDE THE PURPOSE ON FUNCTION OF THE SERIES)

7 . RECORD SERIES FORMAT(S)

Q LETTER SIZE • MICROFILM

^ C LEGAL SIZE • COMPUTER TAPE

V P > BOLND BOOK O FLOPPY DISK

D AUDIO TAPE O VIDEO TAPE/

D OTHERlSPECIFY)

8 . RECORD SERIES SEQUENCE

B'ALPHABETICAL

O NUMERICAL

D^CHRONOLOG ICAL.

O GEOGRAPHICAL

D OTHERlSPECIFY)

9 . VOLUME

J.
2-

B F I L E DRAWER(S)
D MICROFILM REEL(S)
D COMPUTER TAPE(S)

N U M B E I* D OTKER(SPECIFYJ

1 0 . ANNUAL ACCUMULATION
B^FILE DRAWER(S)
D MICROFILM REEL(S)

NUUbgft O COMPUTER TAPE(S)
• nTMTRl^prrirYl

I 11 • FILE IS USED

D DAILY WEEKLY B MONTHLY

l 2 # FILE BECOMES INACTIVE AFTER

D MONTH(S) R Y E A R ( S )

IS. CURRENT LOCATION(S) ( BLDG., FLOOR, ROOM ] 14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YEB, SPECIFY /.OtKCY OR OFFICE)
D YES O NO

1 3 . ACCESS RESTRICTIONS Q YES • NO

( I F YEB, CITE L A * ( s ) * REOULAT I O N ( 8 )

1 6 . AUDIT REQUIREMENTS

D NONE D STATE O FEDERAL D INDEPENDENT

1 7 . IS AN INDEX SYSTEM USEDT ( | p Y t B . U ^ L A I N

BRIEFLY AKD DESCRIBE ANY HARDS ARC./SOFTWARE )

D YES • NO

18. RECOMMENDED RETENTION

l » . NAME AND TITLE OF PREPARER 2 0 . TELEPHONE NUMBER 2 1 . DATE

DGS 3 3 0 - 4 (REVISED 2 / 8 7 )



INSTRUCTIQMS--TYPE OR PR INT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

SBO -1 )

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD

P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

***« JL. or /1,
I . DEFARTMENT /AGENCY 2yjDlVISION

j^n^uu^j^J &JLM^J\y
DEFINITION-RECORD S E R I E S - * O * O U P O F " • I - * * " W W W * NOR»*ALLY r i U I p AND UKD AS A UNIT PON

wrtwewci A* WEU. AS RETENTION AND DISPOSITION PURPOBEB

4. RECORO SERIES TITLE

e. RECORD SERIES DESCRIPTION (.BRIEFLY DESCRIBE THE TYPES OF"
IN THE SERIES.

INrOimATION/DOCUMENTB/rOmra POUND

INCLUDE TKC PURPOSE OR FUNCTION OF THE IBP1EI)

7. RECORD SERIES FORMAT(S)

Q LETTER SIZE O MICROFILM

\^n LEGAL SIZE D COMPUTER TAPE

WE* BOUND BOOK D FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

O OTHER (SPECIFY)

6. RECORD SERIES SEQUENCE

O ALPHAKT1CAL

• NUMERICAL

•BCHRONOLOGI CAL

Q GEOCRAPH1CAL

D. OTHER (SPECIFY)

VOLUME

BĴ FILE DRAVER( S)
^ • MICROFILM REEL(S)

^- D COMPUTER TAPE(S)
* " * " * O OTHER(SPECIFY)

1 0 . AtSNUAL ACCUMULATION

D FILE DRAWER(S)
• MICROFILM REEL(S)

M J U S C T D COMPUTER TAPE(S )

i l l . FILE IS USED

B DAILY WEEKLY^ D MONTHLY

1 2' FILE BECOMES INACTIVE AFTER

NUMBER
D MONTH(S) D YEAR(S)

1 3 . CURRENT LOCATION(S) ( BLDC.. FLOOR. ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
t l F YES, S, sprci

B̂ NO .
rciFY /.acKcr on orrtcEJ

IS. ACCESS RESTRICTIONS O YES CUfio
I IF YEB , CITK L A l ( f ) * REOULJkT ION( B)

1 6 . AUDIT REQUIREMENTS

B^NONE O STATE D FEDERAL D INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED7 ( | p YIB.U7LA1N
BRIKFLY AND DESCRIBE ANY HARDS ARC/ SOFTWARE )

18. RECOMMENDED RETENTION

D YES NO

18. NAME AND T1TLE OF PREPARER

ft 6*c* HfyuMJ^^ Q ^ c ^ ^ l ^
20. TELEPHONE NUMBER 21. DATE

uDCS 350-4 (REVISED 2 / 8 7 )



tMSTRVCTIQHS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

SSO -I )

I . DEPARTMENT/ACENCY

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 20794

2./1DIVISION

AGENCY RECORDS INVENTORY

PAGE °i OF H

&r*HAAWudtdl fcuLJ^r^\
DEFINITION-RECORD S E R I E S - * O l t O U F O r «««-*TSO W W R " ! NORMALLY FILJtO AND UHD AS A UNIT PON

WtFCKEWCt A« WELL. A* WrmWTIQW AND DIBPOBIT1ON >U»rO»M

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

/989 TO /99f

'%. RECORD SERIES DESCRIPTION • • » « « « • » DESCRIBE THE TYfM OF" INFORUAT I ON/DOCUMENTS/FORMB POUND
MA •rtk f̂  V f̂  I P* M

•IN THE SERIES. INCLUDK THE PUHPOSt OM FUNCTION OF THI IKRIEt)

7 . RECORD SERIES FORMAT(S)

£MLETTTER SIZE O MICROFILM

D LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

D AUDIO TAPE Q VIDEO TAPE

Q OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE

D-XLPHABETICAL

D NUMERICAL

D^dHRONOLOGICAL

O GEOGRAPHICAL

D OTHER{SPECIFY)

9. VOLUME

OFILE DRAWER(S)

Q MICROFILM REEL(S)

D COMPUTER TAPE(S)
N U M B E R Q OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

D FILE DRAWER(S)
flyO D MICROFILM REEL(S)
hUlftgW D COMPUTER TAPE(S)

• OTMTBf «;prr i r v \
l t l . FILE IS USED

D DAILY O^WEEKLY Q^MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER '

~~ D MONTH(S) D YEAR(S)
NUMBER

1 3 . CURRENT LOCATION(S) ( BLDG..FLOOR.ROOM) 1 4 . I S RECORD SERIES DUPLICATED ELSEWHERE?
t IF VEB, BPCCIFY /.OtNCY OH OFFICE)
a YES o NO

I S . ACCESS RESTRICTIONS Q YES Q^io

( I F Y K B , C I T S I _ A « ( S ) A R K O U L A T I O N ( B )

1 6 . AUDIT REQUIREMENTS

. D NONE Q STATE D FEDERAL D INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED7 [lF YEB.K>^LAIN
BRIEFLY AND DBBCRIBK ANY KAROIARE./ BOFTWARK )

D YES D ^ N O

1 8 . RECOMMENDED RETENTION

1 9 . NAME AND TITLE OF pREPARER 2 0 . TELEPHONE NUMBER 2 1 . DATE

uDGS 550-4 (REVISED 2/87)



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

890 -1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. BOX 279

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

I. DEPARTMENT/AGENCY Z.nDIVISION

j^nH^n^JuJU £iMA*vc^\
DEF IN IT ION -RECORD S E R I E S - * ° * O U P O F W L * T l t D RECORDB NORMALLY PIUED ANB UHG At A UNIT FOR

HIFtWEWCt AS 1 E U . AB wrawTIOH AHP DIBKHITION PURPOBEB •

9. EARLIEST YEAR/LATEST YEAR

e. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE TKK TY1»EB OP
•IN THE SERIES.

INPOmiATION/COCUMMTI/PORMa POUND
INCLUDE THE PURPOSE OM FUNCTION OF THE BBPIES)

7. RECORD SERIES FORMAT(S)

"a^LETTEH SIZE O MICROFILM

LEGAL S I Z E • COMPUTER TAPE

BDLND BOOK • FLOPPY DISK

D AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

0 . RECORD SERIES SEQUENCE

Q ALPHABETICAL

Q NUMERICAL

iP^CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

VOLUME

• F I L E DRAWER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)

S T 3 S O T O O T H E R ( S P E C I F Y )

1 0 . ANNUAL ACCUMULATION

O FILE DRAWER(S)
U^, B MICROFILM REEL(S)
MAJhgTt D COMPUTER TAPE(S)

C cfrnrp |c ;PFrirY|
111. FILE IS USED

D DAILY • WEEKLY D MONTHLY

12 * FILE BECOMES INACTIVE AFTER

D MONTH(S) D YEAR(S)
NUMBER

13. CURRENT LOCATION(S) ( BLDC.. FLOOR, ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YtB, SPECIFY /.OEKCY OR OFFICE)
D YES D NO

I S . ACCESS RESTRICTIONS • YES • NO
I IP YES , CITE LAB(s ) & REOULATION(l)

1 6 . AUDIT REQUIREMENTS

D NONE O STATE D FEDERAL D INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( I F YES.EXPLAIN

BRIEFLY AKC DESCRIBE ANY HARDBARE./SOFTWARE )

D YES • NO

1 8 . RECOMMENDED RETENTION

I 9 . NAME AND T1TLE OF PREPARER 2 0 . TELEPHONE NUMBER 2 1 . DATE

DCS SSOTK REVISED 2 / 8 7 )



INSTRUCTIONS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SCRIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

580-1 )

I . DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT D I V I S I O N

727B WATERLOO ROAD

P . O . BOX 278

JESSUP. MARYLAND 2 0 7 9 4

2 ./.DIVISION

AGENCY RECORDS INVENTORY

PACE J±_ OF JX

j&nHAAu>KJiJsJ £JLJL^^

DEFINITION-RECORD SERIES A OROUP OP RELATED RECORDS NORMALLY PI LSD AND USED AB A UNIT POR

REFERENCE A« WELL A» RETENTION AMD DISPOSITION fuwroggg

4. RECORD SERIES TITLE

e. RECORD SERIES DESCRIPTION (BRIEFLY DIICRIII THE TYPES OP INI-OIIUATI ON/DOCUMENTS/PORMB POUND

•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THI IEP1CI]

7 . RECORD SERIES FORMAT(S)

^LETTER SIZE O MICROFILM

a LEGAL SIZE • COMPUTER TAPE

BOtND BOOK D FLOPPY DISC

Q AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

D^ALPHAJEETICAL

O NUMERICAL

0"CHRONOLCX;iCAL

D GEOGRAPHICAL

D OTHER(SPECIFYJ

9. VOLUME

B^FILE DRAWER(S)
• MICROFILM REEL(S)
O COMPUTER TAPE(S)

N U M B E * Q OTHERlSPECIFY)

10. ANNUAL ACCUMULATION

D FILE DRAWER(S)

• MICROFILM REEL(S)

MAftgK D COMPUTER TAPE(S)

• OfTWFB[SPfrinr]I u cyrwFB[f;Pi
l 2 < FILE BECOMES INACTIVE AFTER

NTJ&CT- D**™lS) OYEAR(S

t II . FILE IS USED

O DAILY BIMONTHLYCwEEKLY /

13. CURRENT LOCATION(S) ( BLDC.. FLOOR. ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
t l P YEB, BKCIFY /.OEKCY OR OFFICE)
D YES D NO

15. ACCESS RESTRICTIONS Q YES B^sTo

( IP V»B, CITK L A t ( l ) * RKOULATION(B)

16. AUDIT REQUIREMENTS

P^NCNE D STATE D FEDERAL D INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED7 ( | P YKB.K>^LA1N

BRIEFLY AND DESCRIBE ANY HARDBARE./SOFTWARE )

D YES NO

1 8 . RECOMMENDED RETENTION

1 8 . NAME AND TITLE OF PREPARER 2 0 . TELEPHONE NUMBER 2 I . DATE

uDCS 330-4 (REVISED 2 / 8 7 )



INSTRUCT I OTIS- - TYPE OR PR I NT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

BSO-1 )

DEPARTMENT /AGEMCY

l.{ n> $ A

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD

P.O. BOX 278

JESSUP. MARYLAND 20794

2./)DlVISIONi./jDiviaivn .

AGENCY RECORDS INVENTORY

&f)HAMswjbJbJl BJLM-^L^\

DEFINITION'RECORD SERIES- A amour OF RILATKO WtCORDI NORMALLY FILJtD AND UIID AS A UNIT FOR
mrcnEHCi At tri-L AS RETENTION AND DISPOSITION PURPOBEB •__

4 . RECORD SERIES TITLE

he • \IAMWJ~LL liStf .^U^(yrr\
"7

0. RECORD SERIES DESCRIPTION,!
•RIKPL.Y DESCRIBE
•IN THE SERIES.

TKK TVPKB Or INFOMUTION/DOCUMENTB/FOKHB POUND

INCUUDK THE PURPOSE OM FUNCTION OP THE IKPItf )

^ ^ -

7 . RECORD SERIES FORMAT(S)

QXfTTER SIZE • MICROFILM

•

LEGAL SIZE D COMPUTER TAPE

BOUND BOOK 13 FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

Q OTHER(SPECIFY)

0. RECORD SERIES SEQUENCE

P^ALPHAEETICAL

D NUMERICAL

B CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

/

Q^F"ILE DRAVER(S)
D MICROFILM REEL(S)
Q COMPUTER TAPE(S )

NU"8Ei* D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

• FILE DRAWER(S)
• MICROFILM REEL(S)

NbUhgft D COMPUTER TAPE(S)
D OTWFRlSPFriFYl

H^o

i i t . FILE IS USED

O DAILY O WEEKLY B^MaMONTHLY

l 2 - FILE BECOKCS INACTIVE AFTER

D MCNTH(S) a YEAR(S)

1 3 . CURRENT LOCATION(S) ( BLDG., FLOOR. ROOM)

UlKJL^-^
/-<2-~

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
t l P YES, SPECIFY /.OEKCY OR O P P I C E )

O YES EJ'WO

1 5 . ACCESS RESTRICTIONS D YES O^K)
( I F Y E S , C I T E U A W ( S ) a R K Q U I - A T I O N I S )

1 6 . AUDIT REQUIREMENTS

O^fJoNE Q STATE D FEDERAL D INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( | p V I 8 . O 7 L A I N

BRIEPL.Y AND DESCRIBK ANY HARDS ARE/SOFTWARE )

D YES O^NO

1 8 . RECOMMENDED RETENTION

£"\&2jt~*->LMJ — St&*&~<*x^tr*J dfccA^****-xJ

M̂̂

I B . NAME AND TITLE OF PREPARER 2 0 . TELEPHONE NUMBER 2 1 . DATE• W / \ • Km *

DGS 330Ti REVISED 2/B7)



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

5 8 0-1)

I. DEPARTMENT/AGENCY

U n\ <; A

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD

P.O. BOX 278

JESSUP. MARYLAND 207 84

Z./iDlVISlON

AGENCY RECORDS INVENTORY.

l^luuMM^tJl £AAT^ \
DEFINITION-RECORD SERIES-* o * o u * o r WH-ATKO WtCOROi NORMALLY r i LJEO AND UIID AS A UNIT FOR

HtrCRgWCt AB WELL AB RETENTION AMP DISPOSITION PUHPO8E8 •_

*. RECORD SERIES TITLE ' v 8 . EARLIEST YEAR/LATEST YEAR
/98-5T TO <jlLAJLu*CtZ>

e . RECORD SERIES DESCRIPTION (14, .BRIEFLY DESCRIBE TKK TYPES OP
IN THE SERIES.

INPOmiATION/DOCUMENTI/POmn POUND
INCLUDE THE PURPOSE Oil .FUNCTION OP THE SEPTIES)

I ^vrifL^oUj^ &y C/JU j?ot>Out^ ̂ -a^~*£j \Jp£^^Oi> /JJUX-A/AS

7. RECORD SERIES FORMAT(S)

-H U T T E R SIZE O MICROFILM

P LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

Q AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

•

8. RECORD SERIES SEQUENCE

^'ALPHABETICAL

Q NUMERICAL

B CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

/

P-'FILE DRAWER(S)
D MICROFILM REEL(S)
D COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

Q FILE DRAWER(S)

/ C— O MICROFILM REEL(S)

NbWhCT 0 COMPUTER TAPE(S)
• PTVFBISPFriFYI

Sfcsi

in. FILE IS USED

C D A I L Y D WEEKLY D MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

NUMBER
D MONTH(S) D YEAR(S)

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

01KJL^f^^ /

14. IS RECORD SERIES DUPLICATED ELSEWHERET
llP VTB, BprclPY /.OEKCY OR OPflCt)
D YES Q"NO

B^NC1 5 . ACCESS RESTRICTIONS • YES B'NO
I IP YES, CITE UAw(s) & RKOULAT ION ( B )

1 6 . AUDIT REQUIREMENTS

D^NCNE D STATE D FEDERAL ° INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED! ( | p YEB .K>J>UA IN
BRIEFLY AND DESCRIBE ANY HARDWARE./SOFTWARE )

O YES ST NO

IB. RECOMKENDED RETENTION

&MJUM-*U>

,<UJ~&*L-t> a~<-*—

a*L&*

IB. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 2 I . DATE. UA I t . .

2)1 / *>^
UDCS 5 5 0 - 4 (REVISED 2 / 8 7 )



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

890-1 )

•

DEPARTMENT OF - GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 2 0 7 9 4

AGENCY RECORDS INVENTORY

I. DEPARTMENT/AGENCY

It to ̂  A
z./iDivisioNc ./joivisiert .

&T))JA4WJbJfrJ fcMjL+yc^
DEFINITION-RECORD SERIES-* °*OUP O r M L A T B O RECORDS NORMALLY riUD AND UtIO AS A UNIT rON

HtFtRgWCr AS WELL AS UtTgNTION AND DIBMBITIOW PUWPOBgg

4. RECORD SERIES TITLE» . ra.

•Imut/ht^Ki-/>ui--
8. EARLIEST YEAR/LATEST YEAR

S&JtS' TO £iiMj>*£t>

.BRIEFLY DKBCRIBK TKK TYPES OFj# RECORD SERIES DESCRIPTION I """••••••• «•-<-"•—• • "•• 1 »«-»• wr INrOmiATION/DOCUMCMTB/FOnn POUND
•IN THE SERIES. INCLUDE THE PURPOSE OM FUNCTION OP THE IKRIEI)

7. RECORD SERIES FORMAT(S)

Q^LETTER SIZE O MICROFILM

^ ^ LEGAL. SIZE • COMPUTER TAPE

^•B BOUND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

D-*(LPHABET ICAL

O NUMERICAL

O-CHRONOLOGICAL

• CEOCRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

Q-^1LE DRAWER(S)
• MICROFILM REEL(S)

O COMPUTER TAPE(S)
R U = 1 E F D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

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

NWfcTO O COMPUTER TAPE(S)
D cyn-iFRi s p r r 1 r v \

Vu

11. FILE IS USED

O DAILY D WEEKLY D MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

______ D MONTH(S) D YEAR(S]

I 3. CURRENT LOCATION(S) ( BLDG.. FLOOR. ROOM)

m^ vju~ I ~d_
14. IS RECORD SERIES DUPLICATED ELSEWHERET

I IP v c a» SPECIFY /.OEKCY OR OFFICE)
D YES jQ NO

1 5 . ACCESS RESTRICTIONS D YES >*J-NO
( I P YEB, CITE L * l ( s ) * REOULATION(S)

1 6 . AUDIT REQUIREMENTS

/£,NCNE D STATE D FEDERAL D INDEPENDENT

1 7 . IS AN INDEX SYSTEM USEDT ( | p VIB. R>J-I_A IN
BRIEFLY AKD DESCRIBE ANY HARD! ARC/BOFTIAU )

D YES / »

18. RECOMMENDED RETENTION

I S . NAME AND T ITLE OF" PREPARER

ft ̂  &yuMrt*ji dSor^'^ / U ^
DCS 3 3 0 - 4 (REVISED 2 / 6 7 )

2 0 . TELEPHONE NUMBER 2!. DATE



INSTRUCTIONS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

^MTC SBO -1 )

1 . DEFARTMENT/AGENCT

U ft) S A

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278

JESSUP. MARYLAND 20784

Z./iDIVISION

AGENCY RECORDS INVENTORY

PACE / j or / i

^f^luiM^tJ £j*uLr»^\
DEFINITION-RECORD SERIES-

A QROUP Or MLATBD RECORDS NORMAI.1.Y PI LSD AND UtCO AS A UNIT PON

WirtWEKCI AS »EL-I- AS RETENTION AND DUKIglTIOfJ PURPOBgB ; _

4 . RECORD SERIES TITLE ' • ' l
8 . EARLIEST YEAR/LATEST YEAR

/?<?/ TO rMAAistjL

e . RECORD

^ 6 ^

r R I E S DESCRIPTION l " R l K r i - T D K » C R I » K TKI TTPKB OP INPOKMATI ON/ DOCUMENTS /PORMB POUND
•IH THE SERIES. INCLUOK TMK rUKPOIC O« FUNCTION OP THK SBR1ES)

J '

7. RECORD SERIES FORMAT(S)

CD-TIETTER SIZE • MICROFILM

^ ^ LEGAL SIZE • COMPUTER TAPE

^•R BOUND BOOK O FLOPPY DISK

Q AUDIO TAPE • VIDEO TAPE

O OTHER(SPECIFY)

6. RECORD SERIES SEQUENCE

O ALPHABETICAL

QxiChERICAL

• CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFYJ

» . VOLUME

B^FILE DRAWER(S)

D MICROFILM REEL(S)

O COMPUTER TAPE(S)

D OTHER(SPECIFY)

1 0 . ATMUAL ACCUMULATION

Q FILE DRAWER(S)

I O MICROFILM REEL(S)

NUUhCT D COMPUTER TAPE(S)
D BTVFPi«;pfrirYr

lit. FILE IS USED

D DAILY VB^WEIEKLY D MONTHLY

' * • FILE BECOMES INACTIVE AFTER

WoUiT ° MOrTM(S) ^YEAR(S]

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

I~<L^
1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET

t i p V E S , S P E C I F Y /.OEKC'Y ON o r r i c c )

D YES B-^Jo

1 5 . ACCESS RESTRICTIONS D YES C N O

( I P YES, CITE L A l ( a ) & REOUUAT ION ( 8 )

1 6 . AUDIT REQUIREMENTS

•B^NONE D STATE D FEDERAL E INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( ( r Y C S . U V U A I N

BRIErUY AND DK8CRIBE ANY HARDIARc/ SOPTHARK )

D YES O N p /

1 8 . RECOMMENDED RETENTION

Sfc^ui.

1 9 . NAME AND T1TLE OF PREPAREH

It ̂  titYuM*,^ Hii^A. &«4 la 'j ̂ 3 .
u

2 0 . TELEPHONE NUMBER 2 I . DATE• U/ \ IE. t

DCS 350- i (REVISED 2/87)



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

9S0-1 )

!. DCFARTMENT/AGENCY

i{ in <; A

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 20794

2yjDlVISlON

AGENCY RECORDS INVENTORY

PACE \Le OF /^

^fW^KJjJ^J fcJUJ^r^\
DEFINITION-RECORD SERIES A amour OP MLATBD RECORDS NOB«ALLV P I L E D AND U K D A * A UNIT- FOR

WtFtREHCt A* WELL. A« HmtNTICH AND D l g K l g l T I W PURPOBE8

4. RECORD SERIES TITLE ' «

]hl VY\ (M^JswL,
^

lHI 4-1112-
0. RECORD SERIES DESCRIPTION lBIIIItrL'Y DESCRIBE THE TYPES Or I NPOKUAT I ON/ DOCUMENTS /FORM* POUND

•IN THE SERIES. INCLUDE TKE PURPOSE OH FUNCTION OP fHI SBFT1ES)

7. RECORD SERIES FORMAT(S)

k^-ETTER SIZE O MICROFILM

I.FOAL SIZE • COMPUTER TAPE

BOUND BOOK D FLOPPY DISK

Q AUDIO TAPE n VIDEO TAPE

D OTHER(SPECIFY)

•

8. RECORD SERIES SEQUENCE

B ALPHABETICAL

B~NI>CRICAL

•CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

XFILE DRAWER(S)
/ D MICROFILM REEL(S)
/ . O COMPUTER TAPE(S )

****** O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
Q FILE DRAWER(S)

Kyi) ° MICROFILM REEL(S)
RTSTSCT- D COMPUTER TAPE(S)

. • OfrHFBISPFriFV^
I II. FILE IS USED

D DAILY pCjBEEKLY D MONTHLY

1 2 . FILE BECONES INACTIVE AFTER
&* D MONTH(S) '^CVE-KR{\

WUMBKB !____ 1

: 1 3 . CURRENT LOCATION(S) ( BLDG..FLOOR,ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET

t l P Y C S l SPrCIPY /.OtK'CY OR OFFICE)
Q YES )^NO

I S . ACCESS RESTRICTIONS U YES ) ^ . NO
{ I P Y t B , CITE LAW(s) * RIOULATI ON ( 8 )

1 6 . AUDIT REQUIREMENTS

,NONE O STATE D FEDERAL ° INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED7 [ tr Y I B . U 7 U I N
BRIEFLY AKD DESCRIBE ANY HARD*ARC/SOFTWARE )

1 8 . RECOM)<EJiDED RETENTION

D YES Uy_NO
*MJ^-*

Osi-**' £z£>L*e^C*!~itUt-~" C

1 9 . NAME AND TITLE OF pREPARER

/? ̂  i U ^ ) > fcs^<; A • jL4 ^ "3 ̂ ^
2 0 . TELEPHONE NUMBER 2 1 . DATE

^TfZ-

^ iDGS 35 0-iS (REVISED 2 / 8 7 )



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

m 580-1 )

I . DCFARTMENT/AGENCY

U inn .<; A

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7 2 7 J WATERLOO ROAD

P . O . BOX 275

JESSUP, MARYLAND 2 0 7 9 4

2./>DIVIS10N .

AGENCY RECORDS INVENTORY

PACE JJ_ or fa

^nHA^^JL^tU £uLA+u^\
DEFINITION-RECORD SERIES-A CROUP OF MKLATCCD RECORDS NORMALLY PILED AND UttO AS A UNIT FOR

HlFCWEWCt At I t U . AS RETENTION AND DISPOSITION FURPOBgB

4 . RECORD SERIES TITLE

'&St**rvUL<* Jct-*^<u£**£eL*M/

6. RECORD SERIES DESCRIPTION lBIIIKFl-r DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORM* POUND
•IN THE SERIES. INCLUDE THE PURPOSE OM FUNCTION OF TH( SERIES)

7. RECORD SERIES FORMAT(S)

O LETTER SIZE • MICROFILM

J3 LEGAL SIZE • COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

HALPHABETICAL

Q NUMERICAL

D CHRONOLOGICAL ,

• GEOGRAPHICAL

D OTHERISPECIFY)

9. VOLUME

_£.
B^FILE DRA¥ER(S)

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

N U M B E * 0 OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)

A^> D MICROFILM REEL(S)

NUUhCTt D COMPUTER TAPE(S )
• nrvirRI «;pcrirv \

i l l . FILE IS USED

G DAILY <3 WEEKLY . O^MQMONTHLY

l 2 # FILE BECOKES INACTIVE AFTER

"& D MONTH(S) E^YEAR(S)NUMBgH --^>f » ^

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

illKJL^-^ Ppr~ /~<L_
14. IS RECORD SERIES DUPLICATED ELSEWHERET

I IF YEB , SPECIFY /.OEKCY OR OfrlCc)
° YES D NO

15. ACCESS RESTRICTIONS D YES B^NO

( I F Y I B , CITE UA«(S) A RKOULATION(B)
1 6 . AUDIT REQUIREMENTS

O NONE • STATE D FEDERAL D INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED! ( | p YKS.KJ^LAIN

BRIEFLY AKD DESCRIBE ANY HARDWARE./SOFTWARE )
1 8 . RECOMKCNDED RETENTION

D YES O ^

1 9 . NAME AND TITLE OF PREPAREH

ft ^ A ? u ^ / Cuic^^_ l^
2 0 . TELEPHONE NUMBER 2 I . DATE

Z)2 f f^-
UDGS 550-4 (REVISED 2 / 8 7 )



IMSTRUCT I OTIS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISES RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

9B0-1)4E

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 27B

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE l<j OF /<f

DEFARTMENT/ACENCY 2./)DIVISICN(./^DIVISION

^HAMy^JbJtJl BMA^u^\
DEFINITION-RECORD SERIES-* °* O U F o r ""-ATKO RECORDS NORMALLY FIIJCO AND USED AS A UNIT FOR

BKFCRgNCK AS IEU. AS RETENTION AND DUPOBITIOW PURPOBE- •__

4. RECORD SERIES TITLE 8. EARLIEST YEAR/LATEST YEAR

S. RECORD SERIES DESCRIPTION (•RIKFVr DESCRIBE. TKK TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND
•IN THE SERIES.

7. RECORD SERIES FORMAT(S)

O^LETTER SIZE • MICROFILM

D LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

Q AUDIO TAPE • VIDEO TAPE

D OTHERlSPECIFY)

8. RECORD SERIES SEQUENCE

'Q^ALPHABETICAL

O NUMERICAL

D CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

/
NUMBER

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

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)

• MICROFILM REEL(S;

NUMBER D COMPUTER TAPE(S)
• OTHFPI«!PFrirYI

]fU

\ It * FILE ̂ 1S USED

DAILY O WEEKLY D MONTHLY

1 2' FILE BECOMES INACTIVE AFTER

_____ D MONTH(S) O YEAR(S)
NUMBgR

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

jU^ I^/U- /,-CL-
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY /.OEKCY OR OFFICE)
D YES N^NO

15. ACCESS RESTRICTIONS O YES ^ N O

(IF YKS, CITS -A-(S) « REOULATION(S)

16. AUDIT REQUIREMENTS

A^NONE D STATE D FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|p YKB.K>->_AIN

BRIEFLY AND DESCRIBE ANY HARDBARc/ SOFTWARE )

a YES f\Jto

18. RECOMMENDED RETENTION

^Z^C->

I». NAME AND TITLE OF PREPARER

H u^ DiYu^Jj^iu^^. )L_4 fci -3 K^
20. TELEPHONE NUMBER 2 I . DATE. Ut\ IK /

z]i I ft-
DCS 3307T REVISED 2 / 8 7 )



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

980-1)

DEPARTMENT/ACENCY.

[I faSA

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

24 DIVISIONZ4 DIVISION

AGENCY RECORDS INVENTORY

/&T)/euorta^JbJ lujLuU^tU^
DEFINITION-RECORD SERIES A OROUP OF ULATBO

REFERENCE AS IE:
RECORDS NORMALLY Ft LCD AND USED AS A UNIT FOR

H. AS RETENTION AND DIBPOBITION PURPOSES •

4. RECORD SERIES TITLE \J \

9. RECORD SERIES DESCRIPTION (BRIEFLY DKSCRIBK TKK TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES]

& £*^MJU*~J4*>- &&&>' /£JL*^^>

7. RECORD SERIES FORMAT(S)

/(a LETTER SIZE ° MICROFILM

_O LEGAL SIZE O COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

S-'ALPHABET.I CAL

O NUMERICAL

• CHRONOLOGICAL

0 GEOGRAPHICAL

D OTHER(SPECIFY)

». VOLUME

NUMBER

J3^F1LE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
Q OTHER(SPECIFY)

I 0. ANNUAL ACCUMULATION

O FILE DRAWER(S)
• MICROFILM REEL(S]

NuMbCTt D COMPUTER TAPE(S)
]/u

! l!* FILE IS USED

D DAILY WEEKLY O MONTHLY

12. Fl BECOMES INACTIVE AFTER
D MONTH(S) RTYEAR(S]

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

A^a

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES,, SPECIFY /.OEKCY OR'OFFICE)
Q YES f\t*O

15. ACCESS RESTRICTIONS ° YES ^ NO

(IF YES, CITE LAB(S) * RBOULATI ON ( S )
16. AUDIT REQUIREMENTS

NONE O STATE O FEDERAL 0 INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|F YCS.EJ^LAIN

BRIEFLY AND DESCRIBE ANY HARDBARE./ SOFTWARE ) 18. RECOMMENDED RETENTION

D YES NO &l̂̂ U^E-C-4-1

&*C-/»

oc><-<JUJ*ttf-*

\

19. NAME AND TITLE OF PREPARER

DCS 330-4' (REVISED 2/87)

20. TELEPHONE NUMBER 2 I . DATE

2/3/U



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

550-1 )

^ ^ D E I

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. BOX 279

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

DEPARTMENT/AGENCY

itmSA
2 ~ DIVISIONb ~> Wl V I 3 I M 1

DEFINITION-RECORD SERIES-* Oltou* o r MLATEO RECORDS NORMALLY Ftl-KO AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE 8. EARLIEST YEAR/LATEST YEAR

i%o TO TnujuJt
8. RECORD SERIES DESCRIPTION (BRIEFLY DltCIIIM THK TYPES OP

IN THE SERIES.
INPORMATION/DOCUMENTS/PORMS FOUND

INCLUDK THE PURPOSE OR FUNCTION OF THK SERIES)

\0 • / * •

7. RECORD SERIES FORMAT(S]

^LETTER SIZE O MICROFILM

^3 LEGAL SIZE Q COMPUTER TAPE

^PBOUND BOOK a FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

K^ALPHAEET 1CAL

Q NUMERICAL

^CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

1
P FILE DRAWER(S)
B MICROFILM REEL(S)
Q COMPUTER TAPE(S)

N U" B B" D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
E FILE DRAWER!S)
Q MICROFILM REEL(S]

kbUhCT D COMPUTER TAPE(S)
n QTHFPISPFrlFYl

i l l . FILE I S USED

m. DAILY WEEKLY ^MONTHLY

1 2 > FILE BECOMES INACTIVE AFTER

3 D MONTH(S) j)(YEAR(S)

IS. CURRENT LOCATION(S) (BLDG. .FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP Y E S ^ SPECIFY /.aENCY OR OFFICE)

a YES ^\NO

IS. ACCESS RESTRICTIONS Q YES y&^NO

I IF YES, CITE I-A«(s) * RKOUUATI ON ( S )
16. AUDIT REQUIREMENTS

54 NONE Q STATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( I F YES.E>J»LAIN

BRIEFLY AND DESCRIBE ANY HARDWARE./SOFTWARE)

a YES a^ N O

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

DCS 530-4 (REVISED 2/87)

I 20. TELEPHONE NUMBER 21. DATE



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

B50-I )

^^DEl

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 279

JESSVJP. MARYLAND 20794

AGENCY RECORDS INVENTORY

DEFARTMENT/AGENCY 2 . DIVISION

(inWUm^Jr
S o UNIT

|xcP^t> I^JUJZtn^^
DEFINITION-RECORD S E R I E S - A aKOU* O r «"-ATKD WECORDB NOMULLV PILJED AND USIO AS A UNIT FOR

REFERENCE A« 1TELL A« RCTtHTtOW AMD DISPOSITION PURPOSES

4 . RECORD SERIES TITLE•ITLE • ' • . / , &»£

' U^UthS YhjbdjJl^T. )lA&AJL$L>xJh
B. EARL I YEAR/LATEST YEAR

TO ^h^a^jt

S. RECORD SERIES DESCRIPTION (BRIEFLY DKSCRIBK THK TYFK8 OP
IN THE SERIES.

IHPOKMATION/DOCUMENTS/FORMS FOUND

INCLUDE THK PURPOSE OR FUNCTION OF THK BKFTtES)

J ' I)

7. RECORD SERIES FORMAT(S)

/\_UETTER SIZE O MICROFILM

£ LEGAL SIZE • COMFUTER TAPE

'BOUND BOOK a FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^ALPHABETICAL

Q NUMERICAL

^L CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

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

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)
O MICROFILM REEL(S)

NuMhWI a COMPUTER TAPE(S)
• QTT-TFP( gprr I FV \

I II.FILE IS USED

3 DAILY O WEEKLY E MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

OT^CT- D MONTH(S) S-fEARtS)

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YCSJ. SPKCIFY /.OEKCY OR OFFICK)
° YES 9̂  NO

IS. ACCESS RESTRICTIONS O YES A NO

(IF YKB, CITK LA*(S) A RKOUIATI ON ( 8 )
16. AUDIT REQUIREMENTS

j^NONE Q STATE • FEDERAL a INDEPENDENT

17. IS AN INDEX SYSTEM USEDt (|p yKS.WLAiN
BRIKPLY AKD DESCRIBE ANY HARDWARE./ BOPTHAU )

a YES a /VNO

18. RECOMMENDED RETENTION

0

P

19. NAME AND TITLE OF PREPARER

h. UL /Li, M. QLOMMK

20. TELEPHONE NUMBER 21. DATE

J-iM ^
DCS 330-4 (REVISED 2/87)



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

550-1 )

^DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

.^DIVISION

AGENCY RECORDS INVENTORY

PAGE 2_°p$_
3 . UNIT

PjuJJLt- hl^u^L
DEFINITION-RECORD SERIES-* O R O U P o r MtLATRD RECORDB NORMALLY PILED AND USED AS A UNIT FOR

WreHENCt AS WELL AS RETENTION AND DISPOSITION PURPOBEB L_

4. RECORD SERIES TITLE 8. EARLIEST YEAR/LATEST YEAR

fl7f TO HfA
«. RECORD SERIES DESCRIPTION JBIIIBruY DESCRIBE THE TYPES Of INFORMATION/DOCUMENTS/FORMS FOUND

IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE (EPICS)

7. RECORD SERIES FORMAT(S)

t LETTER SIZE • MICROFILM

,£ LEGAL SIZE a COMPUTER TAPE

'BOUND BOOK a FLOPPY DISK

Q AUDIO TAPE a VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

X ALPHABETICAL

Q NUMERICAL

X..CHRONOLOG ICAL

• GEOGRAPHICAL

C3 OTHER (SPECIFY)

S. VOLUME

£
XFILE DRAWER(S)
n MICROFILM REEL(S)
D COMPUTER TAPE(S)

N U M B B ' 1 Q OTHER( SPECIFY)

10. ANNUAL ACCUMULATION

• FILE DRAWER(S)
0 MICROFILM REEL(S)

NUUBEH D COMPUTER TAPE(S)
• QTHFP(SPFriFV<

I II. FILE IS USED

O DAILY WEEKLY D MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

ffilL °"CNTH(S) frYEAR(S)

1 3 . CURRENT LOCATION(S) ( BLDG.,FLOOR,ROOM)

{JLUu, lsi
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES. SPECIFY A8EKCT OR OFFICE)
• YES jX.NO

15. ACCESS RESTRICTIONS • YES A j W

(IF YES, CITS I_AS(S) A RKOULATION(S)
16. AUDIT REQUIREMENTS

NONE D STATE O FEDERAL a INDEPENDENT*>

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN
BRIEFLY AKO DESCRIBC ANY HARDWARE/ SOFTWARE) IB. RECOMMENDED RETENTION

Q YES NO

19. NAME AND TITLE OF PREPARER

h. a
0-4

20. TELEPHONE NUMBER 21. DATE

liih.
DCS 550-4 (REVISED 2/87)



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

8S0-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727H WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

^DEPARTMENT/AGENCY

ll m <; h
2. DIVISION

IXJUitAUJ^rK^^Jt
3. UNIT

PuJAU^Jkiufv^.
DEFINITION-RECORD SERIES-A OIIOUF O r »*E-ATBD RECORDS NORMALLY Ft USD AND USED AS A UNIT FOR

REFERENCE AS KEU. AS RETENTION AND DISPOSITION PUm»O«g»

4. RECORD SERIES TITLE

1̂ lyî  (p/bui^i< fc'QS +-fcflg- 6/QS
8. EARLIEST YEAR/LATEST YEAR

fifk roQhZuuT
0. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES Or

IN THE SERIES.
INFORMATION/DOCUMKNTS/FORMB FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES 1

/ I \i 0f\ S SLlLouu^ <(VL^J<^. L^^tMJ^i^ ®hL*uJUJ$s j^-<Uo

7. RECORD SERIES FORMAT(S)

2^-LETTER SIZE ° MICROFILM

^a LEGAL SIZE • COMFUTER TAPE

^ P B O U N D BOOK a FLOPPY DISK

a AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

^ALPHABETICAL

B NUMERICAL

j^CHRONOLOG ICAL.

O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

4
NUMBER

2*^FILE DRAWER(S)
Q MICROFILM REEL(S]
D COMPUTER TAPE(S)
D OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION

<4LFILE DRAWER(S)

• MICROFILM R E E L ( S )
RTJSnmr ° COMPUTER T A P E ( S J

n enmFBl gptrr i FY \

-4
11 . FILE IS USED

a DAILY 0 WEEKLY D MONTHLY

1 2 * FILE BECOMES INACTIVE AFTER

______ D MONTH(S) Q YEAR(S)

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

UlM^.
14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY /.OEKCY OR OFFICE)

a YES a NO

IS. ACCESS RESTRICTIONS • YES pCfiO
(IF YES, CITE LAV(S) * RBOULATI ON ( S )

16. AUDIT REQUIREMENTS

$ NONE a STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLJMN
BRIEFLY AND DESCRIBE ANY H A R D M R E / SOFTWARE )

D YES ̂ C NO

18. RECOMMENDED RETENTION

^t^
19. NAME AND TITLE OF PREPARER

DCS 530I4 (REVISED 2/87)

20. TELEPHONE NUMBER 21. DATE

a/4/1^



INSTRUCT I OTIS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

8B0-I )

I. DEFARTMENT/AGENCY

UlKSA

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

2. DIVISION

(JUJU/iX^UJyvr^^T

AGENCY RECORDS INVENTORY

PACE -SI-Sl
I. UNIT

DEFINITION-RECORD SERIES-* O l t O U r O r M1-*"**0 « « « " « NORMALLY PILED AND UtID A* A UNIT POM
RtrCRENCE AS tELL AS Hn«NTIOW AND DISPOSITION PURPOBEB _

, RECORD SERIES-TITLE

I (I • • i » « i *r r%m<». RECORD SERIES DESCRIPTION l"ll'Kri-Y OI1CRIK TK1 TYPES or INPORUATION/DOCUMENTS/PORM POUND
•IN THE SERIES. INCLUDE. THE PURPOSE OH FUNCTION OP THI SBK1ES)

F

•

7. RECORD SERIES FORMAT(S)

Q LETTER SIZE • MICROFILM

• LEGAL SI2E Q COMPUTER TAPE

BOUND BOOK D FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

D NUKCRICAL

O CHRONOLOGICAL

D GEOGRAPHICAL

D OTHERISPECIFY)

fl. VOLUME

I
Q^FILE DRAWER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)

N U M 8 E * D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
D FILE DRAWER(S)
D MICROFILM REEL(S)

NuUfcEK 0 COMPUTER TAPE(S)
D QTHTRKPrriryl

I It .FILE IS USED

B DAILY Q WEEKLY D MONTHLY

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

•IVMBKR,
IS. CURRENT LOCATION(S) ( BLDG., FLOOR. ROOM)

flA^ jrt^~
/ ^

t 4 . IS RECORD SERIES DUPLICATED ELSEWHERET

( l P TCa, SPECIFY /.OENCY OR O P P I C E )
O YES J\NO

IS. ACCESS RESTRICTIONS • YES h NO
(IF YES, CITE LAV(S) A REGULATION!B)

16. AUDIT REQUIREMENTS

9^NONE O STATE D FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YEB.E^^UAIN
bRIEPUY AKD DESCRIBE ANY HARD* ARC./SOPTB ARE )

Q YES ^ O

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

/ U A ^ \CMMAATU ULd. Wh&Xuuek

20. TELEPHONE NUMBER

?^-3 6,ra
2 1 . DATE

DCS 350-4 (REVISED 2/87)



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

BBO-I )

«

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE1--4-
ARTMENT/AGENCY. DEPARTMENT/.!

UmS A
. ^DIVISION

3£LT. jjr^^fi^J^
DEFINITION-RECORD SERIES-* OIIOUP O r ""LATED WCOHDI NORMALLY PILED AND USKO AM A UNIT FOR

mrcwaiCT AS WBLJ- AS wrntNTitm AND DISPOSITION PU»FO«E« •

4 . R E C O R D S E R I E S T I T L E * ' . » • i f ) ^r B. EARLIEST YEAR/LATEST YEAR

(110 TO JtfdLdLjt

0. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OP
IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

7. RECORD SERIES FORMAT(S)

Q LETTER SIZE O MICROFILM

D̂ LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

Q NUMERICAL

^CHRONOLOGICAL

G GEOGRAPHICAL

° OTHER(SPECIFY)

9. VOLUME

9-
NUMBER

• FILE DRAWER(S)
Q MICROFILM REEL(S)
O COMPUTER TAPE(S)
(IT OTHERJiSPECIFY)
Y^GJyirHUs

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
a MICROFILM REEL(S)
Q COMPUTER TAPE(S)
gf OTHFRfc;prriFYI

/

i l l . FILE IS USED

O DAILY PJBEIEKLY D MONTHLY

-1** FILE BECOMES INACTIVE AFTER

D MONTH(S) a YEAR(S)

; 13. CURRENT LOCATION(S) (BLDC. ,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlP YES. SPECIFY AOENCY OR OFFICE)
O YES &J<O

13. ACCESS RESTRICTIONS D YES A**IO
I IF YES, CITE UAW(s) * RKOULAT ION ( S )

16. AUDIT REQUIREMENTS

D NONE ft STATE • FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED1 (IF YES tEXPLA IN
BRIEFUY AND DKSCRIBC ANY HARDBAKE./ SOFTWARE )

Q YES K NO
\

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

DCS 330-4 (REVISED 2/87)

20. TELEPHONE NUMBER 2 I . DATE

z/ifiX



—I
INST.njCTlCTIS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

^•TH RECORDS RETENTION SCHEDULE
^ ^ S S 580-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 27S

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE or . 7

1. DEPARTMENT/AGENCY

U. of Md. System Administration
Z. DIVISION

Budget
3. UNIT

CEFINITION•RECORD SERIES' OF RXLATBD KCOROI NORMALLY PILED AND UtID AS A UNIT FOR
nMCI AS WKUL. AS WlTKWTtOX AHO OUPeHITIMI PUBPQge«

4. RECORD SERIES TITLE
MHEC

5. EARLIEST YEAR/LATEST YEAR

iqfift TO iqq?

8. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE
IN THE SERIES.

All correspondence pertaining to budget.

TKK TYPES OF" INFORMATION/DOCUMENTS/FORM* FOUND
IHCLUDI THE PURPOSE OM FUNCTION OF TUB SERIES)

j$^~ >

I 7. RECORD SERIES FORMAT(S)

^^CX LETTER SIZE O MICROFILM

^sFO LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

Q AUDIO TAPE Q VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

^NUMERICAL

a CHRONOLOGICAL

° GEOGRAPHICAL

Q OTHER(SPECIFY)

9. VOLUME

S FILE DRABEH(S)
• MICROFILM REEL(S)
a COMPUTER TAPE(S)

""**••* Q OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
& FILE DRAWER(S)

1 • MICROFILM REEL(S)
RCBnr ° COMPUTER TAPE( S )

11 . FILE IS USED

& DAILY Q WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER
<3 MONTH(S) a YEAR(S)

1 3 . CURRENT LOCATION(S) ( BLJDG. .FLOOR,ROOM)

El kins Building, 3rd Floor

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlP Ytt, SPECIFY /.flCNCY OR OFFICE)
a YES 9 NO

IS. ACCESS RESTRICTIONS • YES ^ NO
(IF YES, CITE LAE(S) a RSOULATION(s)

16. AUDIT REQUIREMENTS

X X N O N E C3 STATE D FEDERAL Q INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YKS.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARDSARE/SOFTW/

° YES CX NO

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

Shirley P. Hanes

20. TELEPHONE NUMBER

853-3634

21. DATE

12/12/91

ri*=« •>(!..* IBCV1SCB 2787 1



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
^fe-l RECORDS RETENTION SCHEDULE
^ R s SBO -I )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 279

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE _± Or 1

1. DEPARTMENT/AGENCY

Univ. of Md. System Admin.
2. DIVISION

Budget.

3. UNIT

DEFINITION-RECORD SERIES-A QmOU* OW "««-*TKD RECORDS NORMALLY PILKD AMD USED AS A UHIT FOR
MFMKXOt AS n u . AS RETENTION ANB DISPOSITION PURPOaga

4. RECORD SERIES TITLE
DFS

5. EARLIEST YEAR/LATEST YEAR

1982 TO 1992

«. RECORD SERIES DESCRIPTION (•"IKruT DMCHlit THE TYPES OF" INPORHATI ON / DOCUWHTB / ro»« FOUND
IN THE SERIES. INCLUDE THI PURPOSE OR FUNCTION OF TMI SEP/1ES)

All budget correspondence

}ft^%
i

| 7. RECORD SERIES FORMAT(S)

^Jf LETTER SIZE • MICROFILM

^ P I EGAL SIZE • COMPUTER TAPE

Q BOUND BOOK a FLOPPY DISK

a AUDIO TAPE Q VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

a ALPHABETICAL

A NUMERICAL

O CHRONOLOGICAL

a GEOGRAPHICAL

a OTHER(SPECimr)

9. VOLUME

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

/ O COMPUTER TAPE(S)
HXMMn Q OTHER( SPECIFY)

10. ANNUAL ACCUMULATION

^ FILE DRAWER(S)

hbUllH
O MICROFILM REEL(S;
O COMPUTER TAPE(S)
O OTVFPI gprr i FV \

11 . FILE IS USED

Jl^ DAILY O WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER
• MONTH)S) a YEAR(S)

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

El kins Building, 3rd Floor

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP VCS, SPECIFY /.OEKCY OR OFFICE)
O YES J^NO

19. ACCESS RESTRICTIONS • YES p( NO
( IP YTS, CITK L-A«(s) A RKOULATION(S)

16. AUDIT REQUIREMENTS

J^ NONE • STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YII.KXTLAIN

BRIEFLY AKO DKfCRIM ANY HARDIARc/ SO FT WARS ) 18. RECOMMENDED RETENTION

YES Jf NO

19. NAME AND TITLE OF PREPARER

Shirley P. Hanes

20. TELEPHONE NUMBER

853-3634

2 1. DATE

12/12/91

n<M Mn.i iprvign >/«7)



1NSTRUCT1QMS•-TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
A h RECORDS RETENTION SCHEDULE
^ R s SSO-I)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE OF

I . DEPARTMENT/AGENCY

Univ. of Md. System Admin.
2. DIVISION

Budget

3. UNIT

DEFINITION-RECORD SERIES-A anOV* o r «LATKD R*CORD« NOMWLLY FILJKO AMO U » D Af A UNIT FOR
REFERENCE AS K U . AS RETENTION AMD DISPOSITION PUWFIl«gi

4. RECORD SERIES TITLE

DBFP
B. EARLIEST YEAR/LATEST YEAR

1Qg?_iTO9 iqq?

« . RECORD SERIES DESCRIPTION ( •RIBFLY D I I C I I I U
IN THE SERIES.

All correspondence pertaining to budget

THK TYPEB OF- INFORMATION/DOCUMENTS/FORM* FOUND
INCLUDI THK PURPOSE ON FUNCTION OF THK SEPTIES)

>

| 7. RECORD SERIES FORMAT(S)

l^[f LETTER SIZE • MICROFILM

^ R LEGAL SIZE Q COMPUTER TAPE

Q BOUND BOOK ° FLOPPY DISK

a AUDIO TAPE a VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

0 ALPHABETICAL

jf NUMERICAL

a CHRONOLOGICAL

Q GEOGRAPHICAL

a OTHER(SPECIFY)

; 'l' F1LE IS USED

% DAILY • WEEKLY Q MONTHLY

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

El kins Building, 3rd Floor

13. ACCESS RESTRICTIONS • YES M**°
(IF YES, c m __*•(•) * RKSUI_ATION(S)

17. IS AN INDEX SYSTEM USED! (|F YBS,K>_P1_A IN
BRIBFL.Y AKO DIICIIIU ANY HARDWARE/SOFTWARE)

D YES ff NO

ft
19. NAME AND TITLE OF PREPARER

Shirley P. Hanes

9. VOLUhOE
M FILE DRAWER(S)

. a MICROFILM REEL(S)
/ a COMPUTER TAPCISl

NUMBEM Q OTHER, SPEC, ̂ j

10. ANNUAL ACCUMULATION
^FILE DRAWER(S)

J a MICROFILM REEL(S)
RTjSmr D COMPUTER TAPEl S )

l2' FILE BECOMES INACTIVE AFTER
_____ D MCNTH(S) Q YEAR(S)

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlP YM, SPECIFY /.OKNCY OR OFFICE)

a YES ̂ N O

1C. AUDIT REQUIREMENTS

J^NONE Q STATE O FEDERAL ° INDEPENDENT

18. RECOMMENDED RETENTION

20. TELEPHONE NUMBER

853-3634

21. DATE

12/12/91

2/87 I



INSTRUCTIQflS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
^fc™ RECORDS RETENTION SCHEDULE
^^GS SBO -I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. BOX Z7B

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE or

1. DEPARTMENT/AGENCY

Univ. of Md. .Svstpn anmi.

2 . DIVISION

Budget

3 . UNIT

DEFINITION •RECORD S E R I E S - * O I I O t m O r ™»-ATED RECORDS NORMALLY PILED AND USKO AS A UNIT FOR
K t r t W m C I AS K U . AM RETENTION AND DISPOSITION rinn»a«g« •

i . RECORD SERIES TITLE

CPS Budget
S. EARLIEST YEAR/LATEST YEAR

FT91 T O FY<n

5. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE T>OC TYPES OF"
IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS FOUND
INCLUOK THE PURPOSE OR FUNCTION OF TMK IKREt)

All correspondence regarding CPS Budget

Budget Reference Books and supporting documentation 1967-present - Hardcopy . >

Budget Requests and Files 1967-1989 - Microfilm. ^ "

| 7. RECORD SERIES FORMAT(S)

^ _ a LETTER SIZE ft MICROFILM

^•P^ LEGAL SIZE • COMPUTER TAPE

Q BOUND BOOK ° FLOPPY DISK

a AUDIO TAPE ° VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

X NUMERICAL

0 CHRONOLOGICAL

Q GEOGRAPHICAL

0 OTHER(SPECIFY)

1 ''' FILE IS USED

% DAILY a WEEKLY • MONTHLY

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

El kins Building - 3rd Floor

IS. ACCESS RESTRICTIONS • YES % NO
(IF YES, CITE LAI(I) a REOULATIONIS)

17. IS AN INDEX SYSTEM USEDT (|F YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY KAROVARE/SOFTWARE i

Q YES ĵ  NO

ft
19. NAME AND TITLE OF PREPARER

Shirley P. Hanes

9. VOLUME
)i FILE DRAWER(S)

/ • MICROFILM REEL(S)
7 a COMPUTER TAPCfSl

NUMBER a OTHER,speclrf,

10. ANNUAL ACCUMULATION
M FILE DRAWER(S)

y a MICROFILM REEL(S)
RTJBRir0 COMPUTER TAPE(S)

Q nruFBiCDTPirvt

>*• FILE BECOMES INACTIVE AFTER

.____ Q MONTH(S) Q YEAR(S)
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YCS, SPECIFY /.aeNCY OR OFFICE)
a YES /P'NO

16. AUDIT REQUIREMENTS

^ NONE a STATE ° FEDERAL ° INDEPENDENT

18. RECOMMENDED RETENTION

20. TELEPHONE NUMBER

853-3634

21. DATE

12/12/91

• «n.A IKV1SEO 2787)



INSTRUCT1QMS'•TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

'ISED RECORD SERIES. FORWARD
RECORDS RETENTION SCHEDULE
B80-I )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 279

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 5 OF 7

I. DEPARTMENT/AGENCY

Univ. of Md. System Admin.
2. DIVISION

Budget

3. UNIT

DEFINITION-RECORD SERIES-A °*OU* O|r "LATSD RECORDS NORMALLY PILED AND USKO AS A UNIT FOR
REFERENCE AS H L L AS RETENTION AND DISPOSITION PUWMiei

4. RECORD SERIES TITLE

. Budget Amendments
B. EARLIEST YEAR/LATEST YEAR

FY 87 TO FY q?

«. RECORD SERIES DESCRIPTION (••t"trUY DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS POUND
IN THE SERIES. INCLUDE THK PURPOSE OR FUNCTION OP TMK BBR1ES )

All Budget Amendments

h~%

7. RECORD SERIES FORMAT(S)

LETTER SIZE ° MICROFILM

LEGAL SIZE • COMPUTER TAPE

Q BOUND BOOK ° FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SE

a ALPHABETICAL

/ti NUMERICAL

a CHRONOLOGICAL

Q GEOGRAPHICAL

0 OTHER(SPECIFY)

» . VOLUME

/

% FILE DRAWER(S)
Q MICROFILM REEL(S)
Q COMPUTER TAPE(S)

HVMBKn Q OTHERJSPECIFY)

1 0 . ANNUAL ACCUVAJLATION

^ FILE DRAWER(S)
/ ° MICROFILM REEL(S)

TOBWr D COMPUTER TAPE( S )
D OfTViFBlfiBrrirYt

It . FILE IS USED

<3 DAILY Q WEEKLY X MONTHLY

12. FILE BECOMES INACTIVE AFTER

° MONTH(S) a YEAR(S)

13. CURRENT LOCATION(S) ( BLDC. .FLOOR. ROOM)

El kins Building, 3rd Floor

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlP YCI, SPKCIPY /.arKCT OR OFFICE)

a YES f̂ NO

IS. ACCESS RESTRICTIONS O YES / ^ NO

(IP YK8, CITS LAV(s) * KIOULAT I ON ( S )
te. AUDIT REQUIREMENTS

^ T N O N E a STATE B FEDERAL D INDEPENDENT

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

BRIEFLY AKD DESCRIBE ANY NARDIARS/ SOFTWARE )
18. RECOMMENDED RETENTION

a YES NO

19. NAME AND TITLE °F PREPARER

Shirley P. Hanes

20. TELEPHONE NUMBER

853-3634

2 1. DATE

12/12/8:



1 NSTRUCT I QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

MSEC RECORD SERIES. FORWARD

RECORDS RETENTION SCHEDULE
880-1 )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE 6 OF

I. DEPARTMENT/AGENCY

Univ. of Md. System Admin.
2. DIVISION

Budgpt

3. UNIT

DEFINITION-RECORD SER1ES-A ° " m m o r «*LATHO RECORDS NORMALLY PILED AND UIKO AS A UNIT FOR
REFERENCE AS BELL AS RETENTION AND DISPOSITION PUOOggg •

4. RECORD SERIES TITLE

UMSA
8. EARLIEST YEAR/LATEST YEAR

1592 TO 1993

S. RECORD SERIES DESCRIPTION (

General Correspondence

BRIEFLY DESCRIBE
IN THE SERIES.

THK TYPES Or INPORMATI ON/DOCUMENTS/PORMS FOUND
INCLUDE TMK PURPOSE OR FUNCTION OP THE •SKIES)

I *7. RECORD SERIES FORMAT(S)

LETTER SIZE O MICROriLM

LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK • FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES I

Q ALPHABETICAL

NUMERICAL

O CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTHER(SPECIFY)

9 . VOLUME

ft FILE DRAWER(S)
• MICROFILM REEL(S)
a COMPUTER TAPE(S)
Q OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION
& FILE DRAWER(S)

/ a MICROFILM REEL(S)
RTiHltira COMPUTER TAPE(S)

• QTVIFPI g» rripy)

It . PILE IS USED

DAILY Q WEEKLY Q MONTHLY

IZ* FILE BECOMES INACTIVE AFTER

• MONTH(S) a YEAR(S)

IS. CURRENT LOCAT1ON(S) (BLDG. .FLOOR.ROOM)

El kins Building, 3rd Floor

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlP YES, SPECIFY /.ttENCY OR OFFICE)

a YES ^ NO

IS. ACCESS RESTRICTIONS O YES )$ NO

( IP YES, CITE t-As(s) «i RiaULAT I ON ( S )
16. AUDIT REQUIREMENTS

j*NCNE a STATE O FEDERAL a INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|p YEa.E>VLAIN

BRIEFLY AND DESCRIBE AMY MAROSARC/ SOFTWARE)
18. RECOMMENDED RETENTION

Q YES I NO

19. NAME AND TITLE OF PREPARER

Shirley P. Hanes
2 0 . TELEPHONE NUMBER

853-3634

2 1 . DATE

12/12/91



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

ISED RECORD SERIES. FORWARD
RECORDS RETENTION SCHEDU_E
580-1 )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 7 OF 7

1 . DEPARTMENT/AGENCY

Univ. o f Md. System Admin.

2. DIVISION

Rii/-)qp+

3 . UNIT

CEFINITION-RECORD SERIES-* QmOU* o r W-ATKO RECORDS NORMALLY FILED AND UtID AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AHO DISPOSITION >U»MI«M

4. RECORD SERIES TITLE

Joint Chairmen's Report
S. EARLIEST YEAR/LATEST YEAR

1987 TO 1QQ1

9. RECORD SERIES DESCRIPTION (BIII*F1-T DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUOI THE PURPOSE OR FUNCTION OF THE SERIES J

Joint Chairmen's Books

7. RECORD SERIES FORMAT(S)

J^f LETTER SIZE ° MICROFILM

^ P b LEGAL SIZE • COMPUTER TAPE

0 BOUND BOOK • FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

fef NUMERICAL

Q CHRONOLOGICAL

O GEOGRAPHICAL

° OTHER(SPECIFY)

1 !l ' FILE IS U5ED

Q DAILY a WEEKLY ^MONTHLY

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

El kins Building,3rd Floor

IS. ACCESS RESTRICTIONS a YES /^*NO
(IF YTB, CITK UAS(S) a RKOUUATION( s)

17. IS AN INDEX SYSTEM USED! (IF YES.KXTt-A 1 N
BRIEFLY AND DESCRIBE- ANY HARDBARK/ SOFTWARE )

Q YES U NO

t». NAME AND TITLE OF PREPARER

Shirley P. Hanes

9. VOLUME
y$ FILE DRAWER(S)

, • MICROFILM REEL(S)
' Q COMPUTER TAPE(S>

NUMBER Q oTHEpjspEcfY,

10. ANNUAL ACCUMULATION
^FILE DRAWER(S)

A • MICROFILM REEL(S)
Kunnnr ° COMPUTER TAPE( S )

0 rmrwFor socrirvi
I2* FILE BECOMES INACTIVE AFTER

_____ Q MONTH(S) <3 YEAR(S)
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
iir Y*«y SPECIFY AOEKCY OR OFFICE)
Q YES /^NO

16. AUDIT REQUIREMENTS

Joj NONE • STATE • FEDERAL ° INDEPENDENT

18. RECOMMENDED RETENTION

20. TELEPHONE NUMBER

853-3634

21. DATE

12/12/91



1M3TRUCT! QMS --TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

^ » H RECORDS RETENTION SCHEDULE

1 . DEPARTMENT/AGENCY

University of Maryland

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

2. DIVISION

Svstem Administration

AGENCY RECORDS INVENTORY

PACE _±_ OF //

S. UNIT

Vice Chancellor "Ar.adprmY Affair
DEFINITION-RECORD SERIES-* ° " O U * O r ™LATBD KCORDI NOMMLLV W1UKO AND USED AS A UNIT fOR

mrewmcK AS SELL AS RETENTION AND DISPOSITION wmwie«

4. RECORD SERIES TITLE

Academic Programs
8. EARLIEST YEAR/LATEST YEAR

1 Q7Q TO 1991

«. RECORD SERIES DESCRIPTION (•""tFUr DESCRIBE THE TYPES Or INPCMMTION/DOCUMENTS/PORMS POUND
IN THE SERIES. INCLUOI TMt PURPOSE OH FUNCTION OP THE IBKlCf1

fromai979Vto l ^ 9 ^ ^ * n d g r a d u a t e P ^ ™ 5 f ° r t h e o l d U n ^ e r s i t y of Maryland System
rrom 1979 to 1988. Those of the new system from 1988 to present. All programs p r i o r t o
1979 are stored in the Center of Adult Education to the best of my knowledge P

^ '

•

RECORD SERIES FORMAT(S)

LETTER SIZE $ MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

AUDIO TAPE a VIDEO TAPE

OTHER (SPECIFY)

a. RECORD SERIES SEQUENCE

B ALPHABETICAL

Q NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

& OTHER{SPECIFY)

Campus order

S. VOLUME

1 XX FILE DRAWER(S)
4 )0 MICROFILM REEL(S

Q COMPUTER TAPE(S)
NUMBER O OTHER(SPECIFY]

10. ANNUAL ACCUMULATION

less than * FILE DRAWER(S)
\ D MICROFILM REEL(S)

EOTStTT O COMPUTER TAPE(S )

ill FILE IS USED

O DAILY WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER
5 D MONTH(S) GtYEAR(S)

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

El kins Building, 2A

14. IS RECORD SERIES DUPLICATED ELSEWHERET

t i r vcs , spccipY /.aeKCT OR OPPICK)
a YES a NO Possiblyyat campus level

IS. ACCESS RESTRICTIONS • YES ti NO
( IT VKS, CITE LA*(s) * RBOUUATI ON ( S )

16. AUDIT REQUIREMENTS

& NONE D STATE O FEDERAL ° INDEPENDENT

17 , IS AN INDEX SYSTEM USEDT (IF vtf.EXPUtiN
BRIEFLY AND DKSCRI •• ANY HARDIARe/ SOFTWARE )

a YES cK NO

18. RECOMMENDED RETENTION

Permanently on microfilm after approval.

19. NAME AND TITLE OF pREPARER

Julia E. Foster
Executive Admin. Aide II

20. TELEPHONE NUMBER

301-853-3692

21. DATE

December 20, 1991

DGS 330-4 (REVISED 2/87)



IN3TRUCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
J^H RECORDS RETENTION SCHEDULE
^ ^ S 5S0-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT 0IV IS ION

727B WATERLOO ROAD
P.O. BOX 279

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE or It
I. DEPARTMENT/AGENCY

University of Maryland
2. DIVISION

System Administration

3. UNIT |
(

Vice Chancellor Academic Affair
DEFINITION-RECORD SER1ES-A QttOU* o r ™«-AT*D WBCOKDS NORMALLY FIUEO AMD USKD AS A UNIT FOW

nmnnsucK AS n u AM HITTHTIOW AND pupesiTiew punwuei •

4. RECORD SERIES TITLE

Advisory Council (Academic Affairs)
5. EARLIEST YEAR/LATEST YEAR

1988 TO 1991

RECORD SERIES DESCRIPTION (•"IKFtr « • « • « T*** TYF-KS or INPORMATION/BOCUMKNTS/POMII FOUND
IN THE SERIES. INCLUOI TMK PURPOU O* FUNCTION OF TUB SERIES |

in^lsST m e e t i n 9 S o f t h e A c a d e m i c Affairs Advisory Council established after the merger

3 ^ \
7. RECORD SERIES FORMAT(S)

$ LETTER SIZE O MICROFILM

^ B LEGAL SIZE • COMPUTER TAPE

a BOUND BOOK • FLOPPY DISK

Q AUDIO TAPE Q VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

Q NUMERICAL

& CHRONOLOGICAL

0 GEOGRAPHICAL

O OTHER(SPECIFY)

11 * FILE IS USED

° DAILY O WEEKLY tt MONTHLY

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

Elkins Building, 2A

IS. ACCESS RESTRICTIONS a YES & NO
1 IF Y18, CITE LA*(s) * RKOUI.AT I ON ( S )

17. IS AN INDEX SYSTEM USED1 (IF Vlfl.EXPLAIN
BRIEFLY AND DIBCRIM ANY HARDIARc/ BOFTWARK)

° YES X3 NO

•

I». NAfcff AND TITLE OF PREPARER

Julia E. Foster
Exec. Admin. Aide II

9. VOLUME
•̂  F1LE DRAWER( S )
° MICROFILM REEL(S)

1 0 COMPUTER TAPE) SI
NUMBKH n OTHER(spec,rY)

10. ANNUAL ACCUMULATION

less than tt FILE DRAWER)S)

1 0 MICROFILM REEL(S)
RUBSKW a COMPUTER TAPE(S)

l2# FILE BECOMES INACTIVE AFTER
^ 0 MONTH(S) # YEAR(S)

NUMflmr
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlP YCS, SPECIFY /.OEKCY OK OFFICE)

a YES & NO

16. AUDIT REQUIREMENTS

IX NONE Q STATE ° FEDERAL ° INDEPENDENT

18. RECOMMENDED RETENTION

On microfilm after 3 years.

20. TELEPHONE NUMBER

301-853-3692

2 I . DATE

December 20, 1991

DCS 330-4 (REVISED 2/67)



I NSTRUCT 1 QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
W^H RECORDS RETENTION SCHEDULE.
A s 980-1 )

1 DEPARTMENT/AGENCY

University of Maryland

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 279

JESSUP, MARYLAND 20794

2. DIVISION

System Administration

AGENCY RECORDS INVENTORY

3 . UNIT

Vice Chancellor Academic Affail
DEFINITION-RECORD SERIES-* O I I O U P o p MLATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR

REFERENCE AS I B U AS RETENTION AND DISPOSITION PUUPQagg •

4. RECORD SERIES TITLE

Appointments, Promotions, Tenure files for faculty
8. EARLIEST YEAR/LATEST YEAR

TC)7Q TO l&8ff

S. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF"
IN THE SERIES.

INFORMATION/DOCUMENTS/FORMS FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

All appointment, promotions and tenure faculty fi les for the old University of Maryland
insti tutions. Most of these have been microfilmed, but there are s t i l l some to be done.

P&~ <i

7 .

fa
RECORD SERIES FORMAT(S)

LETTER SIZE tf MICROFILM

LEGAL SI2E • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE a VIDEO TAPE

OThERI SPEC IFY J

FILE tS USED v e r y s e l d o m

Q DAILY • WEEKLY

8. RECORD SERIES SEQUENCE

a ALPHABETICAL

Q NUMERICAL

Q CHRONOLOGICAL

a GEOGRAPHICAL

JP OTHER (SPECIFY)

T a r U^^^^^^^^^^^^^^^v

9 . VOLUME

2 8 FILE DRAWER(S)
75 « MICROFILM REEL(S]

Q COMPUTER TAPE(S)
N U M B E * a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)

None D MICROFILM REEL(S]

NuUhn D COMPUTER TAPE( S )

11

O MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

m | 3 m r DMONTHtS) PYEAR(S)

1 3 . CURRENT LOCATION(S) (BLDG. .FLOOR.ROOM)

Elkins Building, 2A

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

ttP YES, SPECIFY A9ENCY OR OFFICE)
YES • NO Campus level

IS. ACCESS RESTRICTIONS • YES $ NO

(IF YE8, CITE UAS(S) & REOULATI ON ( S )
16. AUDIT REQUIREMENTS

& NONE B STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDY (IF YES.BXPLJUN

BRIEFLY AKD DESCRIBE ANY HARDBARc/ SOFTWARE )

G YES & NO

18. RECOMMENDED RETENTION

Permanently on microfilm.

19. NAME AND TITLE O F PREPARER

Julia E. Foster
Executive Admin. Aide II

20. TELEPHONE NUMBER

301-853-3692
2 I . DATE

December 20, 1991

DCS 390-4 (REVISED 2/87)



I f STRUCT IQMS - -TYPC OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
J^H RECORDS RETENTION SCHEDULE
^ B s 880-1 )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX Z7S

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

1. DEPARTMENT/AGENCY

University of Maryland
2. DIVISION

System Administration
3 . UNIT

Vice Chancellor AradpmiV flffa-i'
DEFINITION •RECORD SERIES-* a n O u m o p MLATKD MCCORDf NORMALLY PILED AMD U U D AS A UNIT POR

mrewaici AS HELL AS RUWTIOH AND DISPOSITION PURPOSE

4. RECORD SERIES TITLE

Contracts and Grants

». RECORD SERIES DESCRIPTION (•IIIKFUT DBS-CRIBB THK TYPES Or INFORMATION/DOCUMENTS/FORMS POUND
IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OP THE SEP/tES)

l= lnnn f fMe JS n° lo n9e r involved in signing contracts or grants. Each campus is
responsible for this activity. No fi les exist.

iJG^- '

7.

•

RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

P NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

° OTHER(SPECIFY)

9. VOLUME

NUMBER

Q FILE DRAWER(S)
Q MICROFILM REEL(S)
Q COMPUTER TAPE(S)
D OTHER{SPECIFY)

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
Q MICROFILM REEL(S)

NTJBBKIT a COMPUTER TAPE(S)
. a

u FILE IS USED

Q DAILY ° WEEKLY 0 MONTHLY

12. FILE BECOMES INACTIVE AFTER
3 MONTH(S) a YEAR(S)

13. CURRENT LOCATION(S) ( BLDG. ,FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
t l P V t i , SPKCIPV /.OEKCT OR OPFICE)

O YES D NO

IS. ACCESS RESTRICTIONS • YES Q NO
( IP Y1B, CITt UA«(S) A RUULATION(s)

16. AUDIT REQUIREMENTS

Q NONE O STATE • FEDERAL a INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p VKS.EXPLAIN
BRIEFLY AKD DKSCRI BK ANY KAROIARC/ SOFTWARE )

D YES a NO

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

Julia E. Foster
Fxpr. Arlmin /HHo JT

20. TELEPHONE NUMBER

301-853^3692.

21. DATE

December 20, 1991

DCS 350-4 (REVISED 2/87)



r
1 NSTRDCT 1 QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
J ^ H RECORDS RETENTION SCHEDULE
^ B S 580-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1. DEPARTMENT/AGENCY

University of Maryland
2. DIVISION

System Administration
S. UNIT

Vice Chancellor Acadpmir Affaire
DEFINITION-RECORD SERIES-* O l t O U F O F WLATED WCORDf NORMALLY Ft LCD AND UI ID AS A UNIT FOR

REFERENCE AS WELL AS RWINTIOH AND DISPOSITION PURPOSES

4 . RECORD SERIES TITLE

Enhancement Planning Documents

C. RECORD SERIES DESCRIPTION #BIII*Pl-Y DESCRIBE THE TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OF THE SERIES)

No f i les exist on this subject..™ this office.

zc^ 0 Q>

7. RECORD SERIES FORMAT(S)

O LETTER SIZE • MICROFILM

j^B LEGAL SIZE O COMPUTER TAPE

1 Q BOUND BOOK • FLOPPY DISK

O AUDIO TAPE a VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

a ALPHABETICAL

O NUMERICAL

Q CHRONOLOGICAL

a GEOGRAPHICAL

° OTHER(SPECIFY)

1 M • FILE IS USED

° DAILY Q WEEKLY D MONTHLY

! 13. CURRENT LOCATICN(S) ( BLDG..FLOOR.ROOM)

IS. ACCESS RESTRICTIONS 0 YES O NO

(IF YES, CITE LAE(S) * RBOULATION(S)

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

a YES • NO

»

l». NAME AND TITLE OF PREPARER

Julia E. Foster
Exec. Admin. Aide II

9. VOLUME
• FILE DRAWER(S)
Q MICROFILM REEL(S)
0 COMPUTER TAPE! Si

NUMBER a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
D FILE DRAWER(S)
0 MICROFILM REEL(S)

NTJBBEIT D COMPUTER TAPE(S )

G OTWITBI qprri FVI
IZ* FILE BECOMES INACTIVE AFTER

_____ B MCNTH(S) 0 YEAR(S)
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERET
I IF YtS, SPECIFY S.aENCY OR OFFICE)
a YES a NO

16. AUDIT REQUIREMENTS

Q NONE • STATE ° FEDERAL ° INDEPENDENT

18. RECOMMENDED RETENTION

20. TELEPHONE NUMBER

301-853-3692
21. DATE

- December 20, 1991

DCS 330-4 (REVISED 2/87)



INSTRUCT1QMS••TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WTTH RECORDS RETENTION SCHEDULE

B S 590-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z78 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1. DEPARTMENT/ACENCY

University of Maryland

2. DIVISION 3. UNIT

Vice Chancellor Academic Affair
DEFINITION •RECORD SERIES-A amOV* O r RELATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR

REFERENCE AS SELL AS RETENTION AND DISPOSITION »imwne«

4. RECORD SERIES TITLE

Master Plans (Academic Related)

«. RECORD iRIES DESCRIPTION ( •RIKPLY DESCRIBE
•IN THE SERIES.

THE TYPES or INFORMATION/DOCUMENTS/FORMS FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

No files maintained on this subject in this office.

A— 10 G>

7 .

«

RECORD SERIES FORMAT(S)

LETTER SIZE ° MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK a FLOPPY DISK

AUDIO TAPE a VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

° ALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTHER(SPECIFY)

». VOLUME

a FILE DRAWER(S)
O MICROFILM REEL(S|
, Q COMPUTER TAPE(S )

N U M B K " ° OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
Q FILE DRAWER(S)
• MICROFILM REEL(S)

KTJBSWr a COMPUTER TAPE( S )
Q fyrmrm gpFr I F Y \

II FILE IS USED

° DAILY a WEEKLY Q MONTHLY

IZ* FILE BECOMES INACTIVE AFTER

• MONTH(S) a YEAR(S]

13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM] 14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP VCB, SPECIFY /.9EKCY OR OFFICE)
Q YES • NO

IS. ACCESS RESTRICTIONS • YES O NO
(IF YES, CITE UAV(S) * REOULATION(S)

16. AUDIT REQUIREMENTS

• NONE O STATE O FEDERAL ° INDEPENDENT

17, IS AN INDEX SYSTEM USEDt (IF YKS.EXPLAIN
BRIBFI.Y AKD DESCRIBE ANY H A R D S A R E / SOFTWARE)

18. RECOMMENDED RETENTION

D YES NO

19. NAME AND TITLE OF PREPARER

Julia E. Foster
Exec. Admin. Aide II

20. TELEPHONE NUMBER

301-853-3692

2 I. DATE

!) December 20, 1991

DCS 330-4 (REVISED 2/87)



1NSTRUCTIQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
J^TH RECORDS RETENTION SCHEDULE
A s 580-1 )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7Z7S WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE OF

1. DEPARTMENT/AGENCY

University of Maryland
2. DIVISION

System Administration

J. UNIT

Vice Chancellor Acadpmir Affaire!
DEFINITION-RECORD SERIES- A amOU* O F "*LATSO RECORDS NORMALLY F l l « AND USED Af A UNIT FOR

REFERENCE AS WELL AS RETENTION AND PiaPOaiTICN PUWreBEl • •

4. RECORD SERIES TITLE

Middle States
5. EARLIEST YEAR/LATEST YEAR

1981-ro 1QQ1

«. RECORD SERIES DESCRIPTION JBlllltri-r DESCRIBE THE TYPES Or IN FORMAT I ON /DOCUMENTS /FORMS POUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

s4";:su?^rtR°ern:wasysLr1schocou:1ew reports f o r the o id BOR schoois-and « - ^ ° d t <

^ ~ *

7. RECORD SERIES FORMAT(S)

& LETTER SIZE O MICROFILM

tt| LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

a AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

B ALPHABETICAL

Q NUMERICAL

a CHRONOLOGICAL

H GEOGRAPHICAL

& OTHER(SPECIFY)

Campus order

11• FILE is USED seldom

O DAILY • WEEKLY • MONTHLY

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

El kins Building, 2A

IS. ACCESS RESTRICTIONS • YES ^ NO

(IF YES, CITE LAS(S) A REOULATION(S)

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HARDBAREVSOFTWARE)

a YES ft NO

ft
18. NAME AND TITLE OF PREPARER

Julia E. Foster
Exec. Admin. Aide II

9. VOLUME
^ FILE DRAWER(S)
° MICROFILM REEL(S)

l a COMPUTER TAPE(S1
NUMBER Q OTHERJSPECFY j

10. ANNUAL ACCUMULATION
-. . , R FILE DRAWER(S)
l e S S t h a"a MICROFILM REEL(S)

fftfiSHTT a COMPUTER TAPE(S)
• ivrurnmprrirvl

1 2 • FILE BECOMES INACTIVE AFTER

mrvnr*- ° « « H ( . | 16 YEAR(S)

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF YES, SPECIFY /.OKK'CY OR OFFICE)
a YES a NO possibly at Middle States &

16. AUDIT REQUIREMENTS

OXNONE • STATE O FEDERAL ° INDEPENDENT

18. RECOMMENDED RETENTION

Microfilm after 5 years.

20. TELEPHONE NUMBER

301-853-3692

2 I. DATE

rwamhor 20, 1991
DGS 530-4 (REVISED 2/87)



INSTRUCT!QMS- -TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
J^TH RECORDS RETENTION SCHEDULE
K BBO-I )

t . DEPARTMENT/AGENCY

University of Maryland

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 279

JESSUP, MARYLAND 20794

2. DIVISION

System Administration

AGENCY RECORDS INVENTORY ;

PAGE 8 OF / J

3. UNIT

Vice Chanc. Academic Affairs
DEFINITION •RECORD SERIES-A OltOUr O r MLATED RECORDS NORMALLY FILED AND USCD Al A UNIT FOR

REFERENCE AS H L L AS RETENTION AND DISPOSITION WWPOM1

4. RECORD SERIES TITLE

MHEC - Formerly SBHE)
8. EARLIEST YEAR/LATEST YEAR

|QR« TO 1QQ1

«. RECORD SERIES DESCRIPTION lBIIIIr|r|-Y DESCRIBE THE TYPES or INFORMATION/DOCUMENTS/FORMS POUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION Or THE SERIES I

/ • '

General subject files plus commission meetings and committee meeting folders.

jJj^T-
(6

7. RECORD SERIES FORMAT(S)

£ LETTER SIZE • MICROFILM

A p LEGAL SIZE • COMPUTER TAPE

' O BOUND BOOK D FLOPPY DISK

• AUDIO TAPE n VIDEO TAPE

° OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

<X ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL

Q GEOGRAPHICAL

Q OTHER(SPECIFY)

1 '* * F1LE IS USED

O DAILY h WEEKLY • MONTHLY

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

Elkins Building, 2A

15. ACCESS RESTRICTIONS • YES # NO

( If YIS, CITE LAf(i) A RIOULATION(s)

17. IS AN INDEX SYSTEM USEDt (IF YES.EXFLJUN
BRIEFLY AKD DESCRIBE ANY HARDWARE./ SOFTWARE )

Q YES # NO

1
19. NAME AND TITLE OF PREPARER

Julia E. Foster
Exec. Admin. Aide II

9. VOLUME
3 FILE DRAWER(S)
a MICROFILM REEL(S)

3 • COMPUTER TAPE/Si
NUMBER n OTHER, SPEC l F Y)

10. ANNUAL ACCUMULATION

& FILE DRAWER(S)
'ess tharfc MICROFILM REEL(S)
NTJUIEIT Q COMPUTER TAPE(S)

O OTHTB(<;PCrlFVI
I 2 > FILE BECOMES INACTIVE AFTER

m £ | m r a MONTH(S) XKYEAR(S)

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY /.OEKCY OR OFFICE)

> & Y E S • N O possible at MHEC

16. AUDIT REQUIREMENTS

X° NONE • STATE • FEDERAL O INDEPENDENT

18. RECOMMENDED RETENTION

3 years

20. TELEPHONE NUMBER

301-853-3692

21. DATE

Dfir.pmhpr ?n, 1QQ1

DCS 3S0-4 (REVISED 2/87)



INSTRUCT IONS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

Ĵ TVI RECORDS RETENTION SCHEDULE

^ B * S 980-1 )

DEPARTMENT OF GENERAL. SERVICES

RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD

P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

t . DEPARTMENT/AGENCY

University of Maryland
2. DIVISION

System Administration
3. UNIT

Vice Chanc. Academic Affairs
DEF IN IT I ON •RECORD SERIES-* anOV* o r WM-ATKO WCOBDt NORMALLY PILED AND UIID AS A UNIT FOR

MWEIIEHCI AS VEU. AS RETENTION AND DIBPO8ITIQN PUUPQggg •

4. RECORD SERIES TITLE

Mission Statements
5 . EARLIEST YEAR/LATEST YEAR

1988 TO 1991

«. RECORD SERIES DESCRIPTION (BIIIKri"T DIICRIM THE TTTfM OF" INPORWATION/DOCUMBNTS/FOMtl FOUND
•IN THE SERIES. INCLUDE THK PURPOSE OR rUNCTION OP THE SERIES)

Only those mission statements approved by MHEC are retained in a 3-ring binder in the '
vice chancellor's office for each campus of the University of Maryland system. Material
is also contained on a floppy disk.

j J ^ -
10-6

7.

•

RECORD SERIES FORMAT(S)

LETTER SIZE ° MICROriLM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK B FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

a ALPHABETICAL

B NUMERICAL

B CHRONOLOGICAL

B GEOGRAPHICAL

ft OTHER(SPECIFY)

CflmniK nrrlpr

9. VOLUME

• FILE DRAWER(S)
N/A a MICROFILM REEL(S)

B COMPUTER TAPE(S)
B OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)

N/A a MICROFILM REEL(S)

huHhBH a COMPUTER TAPE(S )

II FILE IS USED

a DAILY
Seldom
a WEEKLY Q MONTHLY

l 2 > FILE BECOMES INACTIVE AFTER

>R Q MONTH(S) <3)(YEAR(S)

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

Elkins BUilding, 2A

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlP Yt«, SPECIFY /.OEKCT OR OFFICE)

a YES n NO Campus level

IS . ACCESS RESTRICTIONS • YES ^ NO

( I F Y E S , C I T E L A E ( S ) A RBOULATION(S)
16. AUDIT REQUIREMENTS

K1 NONE B STATE B FEDERAL B INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( | p Y I S . U J > L A I N

BRIBFI.Y AND DESCRIBE ANY HARDIARC/ SOFTWARE )

B YES J9 NO

18. RECOMMENDED RETENTION

19. NAME AND T1TLE O F PREPARER

Julia E. Foster
Exec. Admin. Aide II

20. TELEPHONE NUMBER

301-853-3692

21. DATE

December 20. 1991
DGS 3S0-4 (REVISED 2/87)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
W ^ H RECORDS RETENTION SCHEDULE
^tts 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

1. DEPARTMENT/AGENCY

University of Maryland

2 . DIVISION

^yctom Arlministration

S. UNIT

Vice Chancellor Aradpmir Affair
DEFINITION-RECORD SERIES-* ammj+ °* R«LATKD MCORDI NORMALLY PILXD AND U»O AS A UNIT FOR

MFtRgHCI AS «KU. AS RKTKNTtON AND DISPOSITION >U»M»e« •

i. RECORD SERIES tlTLE

Peer INstitutions Planning Documents

«. RECORD SERIES DESCRIPTION (BRIEFLY DKSCRIBK TKK TYPKS OF" INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUOK TMK PURPOSE OR FUNCTION OP THK URieS)

This office does not have any files on this subject.

7. RECORD SERIES FORMAT(S)

• LETTER SIZE • MICROFILM

^ k LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

• AUDIO TAPE • VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

Q NUMERICAL

O CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

1 *' F1LE IS USED

° DAILY Q WEEKLY a MONTHLY

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

IS. ACCESS RESTRICTIONS Q YES O N O
I IF Y«B, CITE LA«(«) * REGULATION!s)

17. IS AN INDEX SYSTEM USEDT (IF YM.SXPUIN
BRIKPLY AND DKSCRIBK ANY HAROBARC/ 8OFTWARK )

o YES a NO

»

19. NAME AND TITLE d7 PREPARER

Julia E. Foster
Exec. Admin. Aide II

9. VOLUME
• FILE DRAWER(S)
0 MICROFILM REEL(S)
Q COMPUTER TAPE!SI

NUMBER Q OTHER,spec l F Y )

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

KOTKKTT D COMPUTER TAPE(S )

12 • FILE BECOMES INACTIVE AFTER

.„____ D MONTH(S) 0 YEAR(S)
NUMBER

14. IS RECORD SERIES DUPLICATED ELSE WERE T
tlP YCS, SPKCIPY /.OENCT OR OFFICE)
• YES • NO

16. AUDIT REQUIREMENTS

O NONE 0 STATE ° FEDERAL ° INDEPENDENT

18. RECOMMENDED RETENTION

20. TELEPHONE NUMBER

301-853-3692

2 I. DATE

December 20, 1991

DCS S30-4 (REVISED 2/87)



I^STRUCT IQMS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
l^TH RECORDS RETENTION SCHEDULE
^ B s 350-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY i

1. DEPARTMENT/AGENCY

University of Maryland
2. DIVISION

System Administration
3. UNIT

Vice Chanc. Ar.adpmir Affaire:
DEFINITION •RECORD SERIES-* OIIOUI> o r m " T B O nCOROI NORMALLY PI LSD AND UfID AS A UNIT FOR

WFtWWCt AS WEU. AM RETENTION AND PIBPOBITION PUHPOHgB •__

4 . RECORD SERIES TITLE

Search Committee

« . RECORD SERIES DESCRIPTION i B * l * * r i - r DESCRIBE THE TYPES OF" INFORMATION/DOCUftRENTS/FORMS FOUND
" W ffiKPsiireTOrm < , „ > « SERIES. .NCLUD. THE PU.Po.e OR FUNCTION OF m SEPTIES,

Only those searches this office staffed or chaired were maintained. They are in storaqe
in hard copy inthe UMSA Archives. M

JA/-—
\0--?

7.

•

RECORD SERIES FORMAT(S)

LETTER SIZE Q MICROFILM

LEGAL SIZE Q COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

D NUMERICAL

a CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

D FILE DRAWER(S)
n MICROFILM REEL(S)
Q COMPUTER TAPE(S)

N U M B E " a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

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

RGREZr ° COMPUTER TAPE(S )
O om-igp< S P T P i rv \

11 FILE IS USED

° DAILY O WEEKLY Q MONTHLY

12> FILE BECOMES INACTIVE AFTER

O MONTH(S) O YEAR(S)

13. CURRENT LOCATION!S) ( BLDG.,FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHEREt
I IF YES, 8F-KCIFY /.OEKCY OR OFFICE)

Q YES D NO

IS. ACCESS RESTRICTIONS • YES ° NO

I IF YES, CITE LA«(s) A RKOULATI ON ( S )
16. AUDIT REQUIREMENTS

Q NONE • STATE O FEDERAL Q INDEPENDENT

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

a YES a NO

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

Julia E. Foster
Exec. Admin. Aide Ii

DGS 550-4 (REVISED 2/87)

20. TELEPHONE NUMBER

301-853-3692

21. DATE

December 20, 1991



INSTRUCT1 QMS --TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
^LXH RECORDS RETENTION SCHEDULE
^ ^ 5 590-1 )

1 . DEPARTMENT/ AGENCY

University of Maryland

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278

JESSUP. MARYLAND 20794

2. DIVISION

System Administration

AGENCY RECORDS INVENTORY

PA«£_Or at
3. UNIT

Vice Chanc. Academic Affairs '
DEFINITION •RECORD SERIES-* O I I O U F O r ""LATED RECORDS NORMALLY FILED AMD U I U A* A UNIT FOR

REFERENCE AS R U . AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

State correspondence
8. EARLIEST YEAR/LATEST YEAR

1988 TO 199JL

8. RECORD SERIES DESCRIPTION lBllIIIruY DESCRIBE THE TYPES OP* INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THK SERIES)

Varied subjects of interest to this office.

10-A

7. RECORD SERIES FORMAT(S)

ft LETTER SIZE • MICROFILM

^ ^ LEGAL SIZE • COMPUTER TAPE

Q BOUND BOOK <=> FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^ ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

a OTHER(SPECIFY)

11 • FILE is USED seldom

D DAILY a WEEKLY D MONTHLY

13. CURRENT LOCATION(S) (BLDG. .FLOOR.ROOM)
Elkins building
2-a

IS. ACCESS RESTRICTIONS • YES fc NO

(IF YE8, CITK LAl(l| * RKOULAT 1 ON ( S )

17. IS AN INDEX SYSTEM USED7 (|p YKS.KXFLAIN

BRIKFLY AKD OBICRIH ANY HAROSARE/ SOFTWARE)

a YES î  NO

»

19. NAME AND TITLE OF PREPARER

Julia E. Foster
Exec. Admin. Aide II

9. VOLUME
)P FILE DRAWER(S)
O MICROFILM REEL(S)

1 O COMPUTER TAPE(S)
NUMBER Q OTHER ( spec PY)

10. ANNUAL ACCUMULATION

Q FILE DRAWER(S)

Q MICROFILM REEL(S)

KTOTWT Q COMPUTER TAPE(S)
n (YTWFBIRPPrlFYI

1 2 • FILE BECOMES INACTIVE AFTER

ftTJttW ° ***""<*> KYEAR(S,

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY AOENCY OR OFFICE)

a YES CXNO

16. AUDIT REQUIREMENTS

^ NONE O STATE O FEDERAL ° INDEPENDENT

IS. RECOMMENDED RETENTION

three years

20. TELEPHONE NUMBER

301-853-3692

2 I. DATE

December 2nr 1QQ1

DCS S30-4 (REVISED 2/87)



INSTRUCTIONS- -TYPC OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

JUTH RECORDS RETENTION SCHEDULE
^ H S S BBO-I )

1 . DEPARTMENT/AGENCY

University of Maryland

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX Z78

JESSUP, MARYLAND 20794

2 . DIVISION

System Admini<;frating

AGENCY RECORDS INVENTORY ;

PA« JLoriif
3 . UNIT

Vice Chancellor Academic Af fa i r
DEFINITION-RECORD S E R I E S - * ° " O U F o r **LATBD RECORDS NOmULLY PILED AND UfID AS A UNIT FOR

WWWWCI AS WEU. AS HKTINTIOW AND D t BPOB IT t ON fUWPQggg •

4 . RECORD SERIES TITLE

UMSA Correspondence
8. EARLIEST YEAR/LATEST YEAR

inooTo Present

«. RECORD SERIES DESCRIPTION (•"I"ri-Y DESCRIBE THE TYPES Or INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

Current materials relating to operation of UMS.

JJO^-
\ 0 "A-

RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE Q COMFUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

•p ALPHABETICAL

O NUMERICAL

0 CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

NUMBER

& FILE DRAVER(S)
B MICROFILM REEL(S)
Q COMPUTER TAPE(S)
a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

1 ,, P FILE DRAWER(S)

less thatj, MICHOFILM R E E K S )
RTJl8ftSr ° COMPUTER TAPE( S )

n mvTBl Barr i rv \
II FILE IS USED

& DAILY a WEEKLY ° MONTHLY

12. FILE BECOMES INACTIVE AFTER

-JL— O MONTH(S) ^YEAR(S)

13. CURRENT LCCATION(S) (BLDO.,FLOOR.ROOM)

Elkins Building, 2A

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlP V M , SPECIFY /.OEKCY OR OFFICE)

a YES a NO

IS. ACCESS RESTRICTIONS O YES f? NO

I IF YES, CITE UAw(s) & RCOULATI ON ( S )
16. AUDIT REQUIREMENTS

$ NONE Q STATE ° FEDERAL ° INDEPENDENT

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

D YES & NO

18. RECOMMENDED RETENTION

5 years or until subject becomes inacti\

19. NAME AND TITLE OF PREPARER

Julia E. Foster
Exec. Admin. Aide II

20. TELEPHONE NUMBER

301-853-3692

2 I. DATE

December 2 0. 1991
DCS 530-4 (REVISED 2/87)



INSTRUCT 1 QMS --TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
J^TH RECORDS RETENTION SCHEDULE
^ B S 380-1 )

1. DEPARTMENT/AGENCY

University of Maryland

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

System Administration

AGENCY RECORDS INVENTORY

PAGE Ji_or //

3. UNIT

Vice Chancellor Academic Affair
DEFINITION •RECORD SERIES** amOU* O r MLATED RKCOROa NOMUU.V Ft USD AND USKO AS A UNIT FOR

RBF1EREHCE AS BEU. AM HCTNTIOH AND DISPOSITION PU»>B«e« •

4 . RECORD SERIES TITLE

Telecommunications

«. RECORD SERIES DESCRIPTION (BRIKPLY DESCRIBE
•IN THE SERIES.

TKS TYPES OW INFORMATION/DOCUMENTS/FORMS FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THK SERIES)

This office has no responsibility for telecommunications..

7. RECORD SERIES FORMAT(S)

O LETTER SIZE • MICROFILM

A p LEGAL SIZE • COMPUTER TAPE

' • BOUND BOOK • FLOPPY DISK

a AUDIO TAPE Q VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

O NUMERICAL

Q CHRONOLOGICAL

• GEOGRAPHICAL

Q OTHER(SPECIFY)

1 M " FILE IS USED

a DAILY a WEEKLY • MONTHLY

13. CURRENT LOCATION(S) ( BLDC.. FLOOR. ROOM)

IS. ACCESS RESTRICTIONS • YES • NO
(IF YKB, CITS LAS(S) & RBQULATION(S)

17. IS AN INDEX SYSTEM USED! (|p YKB.KXPUAIN
BRIKFI.Y AND DESCRIBE ANY HARDSARE/SOFTWARE)

° YES a NO

i
19. NAME AND TITLE OF PREPARER

Julia E. Foster
Exec. Admin. Aide II

9. VOLUME
• FILE DRAWER(S)
° MICROFILM REEL(S)
• COMPUTER TAPE|S)

NUMBER o O T K E R ( S P E C l F Yj

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

RCBSCIT D COMPUTER TAPE(S )
• QTWTBI <;orr r rv I

1 2 • FILE BECOMES INACTIVE AFTER

_____ D MONTH(S) a YEAR(S)

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

a YES a NO

16. AUDIT REQUIREMENTS

Q NONE a STATE • FEDERAL Q INDEPENDENT

18. RECOMMENDED RETENTION

20. TELEPHONE NUMBER

301-853-3692

21. DATE

December 20, 1991

DGS S90-4 (REVISED 2/87)



•••• ^T'-X-C.T iQT.S.- - TYT>E OR PR 1 NT A

SCPAAATE FORM FOR EACH NEW OR

RCV1SCO RECORD S C R I E S . FORWARD

WITH RECORDS RETENTION S O C D C U

9 8 0 - 1 )

wtPA-nTVUNT CF iii_--XRAi. iUrT, ICES

RECORDS MANAGEMENT DIVISION

7 2 7* WATERLOO ROAD

P . O . BOX 2 7 3

JESSUP. MARYLAND 2 0 7 9 4

'•OCIV.

, ^ " -

PAGE / or/^

. DEPARTMENT/AGENCYuns 2. DIVISION

SYSTEM OFFICE
J . LIMIT

IP,ES. & FEDERAL RELATIONS
DEFINITION-RECORD SERIES- amour- OF MLATED M W R O I NOBULLT n u : ANC v i se AS A UNIT POM>.

KFTMCXCK A» «g!U. A« WrnWTIQW AMD DUPOIITIOW r u n r a i n

4 . RECORD SERIES TITLE

INDIRECT COSTS
S. EARLIEST YEAR/LATEST YEAR

/ / °ll TO ̂ AtSCOT

( . RECORD SERIES DESCRIPTION ; " " I K F I - T «»"CIII«« TKI -nr*M o r INTOIMATI ON /DOCUMENTS / I
IN THE SERIES. INCLUDI T « PVJKPOSE ON FUNCTI ON- Or^ T M I C l i n Ct '

APPLICATION OF INDIRECT COST RATES
VARIOUS 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,

po^-
\0 A*

7 . RECORD SERIES FORMAT(S)

t^ LETTER SIZE Q MICROFILM

^k LESAL SIZE O COMPUTER TAPE

Q BOLND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

C O H O | SPECIFY)

8 . RECORD SERIES SEQUENCE

Q ALPHABETICAL

• NUKCRICAL

O CHRONOLOCICAL.

D GEOGRAPHICAL

O OTHER(SPECIFY)

9 . VOLUME / ' ' '
C&TWJt. DRAWER(S)

• MieHQF>lbM«REEC(.S).
/ D COMPUmttTATEISI

» « " • « • a OTHER(SPECIFY)

1 0 . ANNUAL. ACJXMUUAIUCN* •
^ d F I L E DRAVER(S)

/ 0 MICROFILM REEL(S)
ViUUIgH C COMPUTER TAPEi S )

11 . FILE IS USED

3 DAILY .ft WEEKLY C MONTHLY

1 2 .

PERL
FILE 8ECOKCS INACTIVE AFTER

T C MONTH(S) C YEAR(S) "

1 3 . C3JRRE>fr LOCATION(S) ( BLDC. . FLOORS ROOM |

ELKINS BLDG. 1ST FLR. ALSO D.C.

14. IS RECORD SERIES DUPL I GATED. ELSEWHERE T'"

t IF YX« , IKCIPV AOEKCT OH OFFICE)
a YES $( NO

1 5 . ACCESS RESTRICTIONS 3 YES 2 NO

1 IF YCS , CITE LAS(S) & RKOULJkT ION ( • )
NO

16. AUDIT REQUIREMENTS

Q NONE MSTATE ^.FEDERAL C INDEPENDENT

17. IS AN INDEX SYSTEM USEDT [IF TTl.K^UdH

BriEFl_Y AND CEICDIII AMY KAROBARE., 8CFTWAKK j

y YES a NO PiUs- A-2 +-

1 B . RECOK9«NDED RETENT 1 ON

POLICIES ARE PERMANENT
ALL OTHERS ^3YEARS

19. NAME AND TITLE OF PREPARER

DOREEN BOWSER
EXEC. ADMIN. AIDE

2 0. TELEPHONE NUMBER

301 353-3700
2(1? sa^-7355

21 . DATE

3 lo l 7>-



• f.ST-VCT 1QT-S - - TTFX. OR PRINT A
SEPARATE FOfB4 FOR EACH NEW OR
RCVISCS RECORD S C R I E S . FORWARD
WITH RECORDS RETENTION S O C D U U

DCS 350 - 1 )

CEFARTMH.VT CF CENTRAL SERVICES
RECCRES MANAGEMENT DIVISION

7271 WATERLOO ROAD
P . O . BOX 279

JESSUF. MARYLAND 2 0 7 9 4

A o t ; i C v - > . c : - U - j i . « v c 1 i . r . :

PACE * 2 - o r •D

1 . DJCFARTMENT/ACCNCY

UHS
2. DIVISION

SYSTFM HcFTrF

1 . UNIT

RES, & FED. RELATIONS
CEFIN IT ION -RECORD SERIES-

A a M U r OF RJII-ATED UCORDI NORMALLY r i L I B AND UI IC AS A UNIT FOR

WreWgWCC A» WKLJ. A» HmWTIQW AMD DIIPOIIT1CW >UWn«t l

« . RECORD SERIES TITLE

FEDERAL CORRESPONDENCE
3 . EARL IIEST Tt

I hi
YEAR/LATEST YEAR

TO PceSEHT-

RECORD SERIES DESCRIPTION {
•RIEFV.Y OIlCRttf TMK
IN THE SERIES.

T-rPKB OP- INFOftMATIOM/DOCUMtMTS/V
INCLUOI TM1 PURPOSE OH FUNCTION OF THI S E P * 1 E S

INCLUDES CORRESPONDENCE, REPORTS, REQUESTS FROM SENATORS AND REPRESENTATIVES
ALSO FROM GOVERNOR S OFFICE, PURPOSE IS TO ESTABLISH AND MAINTAIN A WORKING
RELATIONSHIP WITH THE CONGRESSIONAL DELEGATION FOR THE BENEFIT OF THE QMS.

>O TO KEEP CURRENT ON EXECUTIVE AND LEGISLATION AFFAIRS AFFECTING THE
io •

7 . RECORD SERIES FORMAT(S)

N^LETTER SIZE O MICROFILM

Q LEGAL SIZE ° COMPUTER TAPE

O BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

C OTVCR(SPECIFY)

8 . RECORD SERIES SEQUENCE

^ALPHABETICAL

• NUKCRICAL

• CHRONOLOGICAL

a GEOGRAPHICAL

C OTHER(SPECIFY)

». VOLUfcC
tP^FILC DRAWER(S)
• MICROFILM REEL(S)

J ? / 0 COMPUTER TAPC(S)
******* 0 OTHER( SPECIFY) ^ f c

10. ANNUAL ACCUMULATION

0 FILE DRA*ER(S)
3 ^ ° MICROFILM REEL(S)

iStJBWT D COMPUTER TAPE( S )

11 . riLE IS USED

O DAILY ^4
1 2

WEEKLY O MONTHLY

FILE BECONCS INACTIVE AFTER
O MONTH(S) C YEAR(S)

1 3 . CURRENT LOCATION(S) (BLDG. .FLOOR.ROOM )

LST. FLR. ELKINS BLDG,

14 . IS RECORD SERIES DUPLICATED ELSEVHEf
t IF Y«»^. SF-KCIFV AOEK^T OR OfFICe)
Q YES %. NO1

IS . ACCESS RESTRICTIONS C YES 2 NO

(IF W S , CITE l_A«(s) * RCauUTIOfl(l)

GENERALLY, NO

16. AUDIT REQUIREMENTS

O NONE a STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( I F VW*.K^^I-AIN

I D I f L Y AND DESCRIBE AMY HARDSARE/ SOFTWARE I

C YES
^

NO

1 8 . RECOMMENDED RETENTION

3 YEARS

It. NAME AND TITLE OF pREPARER

DOREEN H. BOWSER
EXEC, AIin A

2 0 . TELEPHONE NUMBER

301 853-3700
202 SU^-yftnEJ

2 J . DATE

FEBRUARY 11, 1992

A^e
DGS S 3 0 - 4 (REVISED 2 / 8 7 )



;f.3TFVC7 ICTiS' • TYPt OR PR I NT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SCRIES. FORWARD

VITH RECORDS RETENTION SOCOULC

» I O - 1 )

CEF-A^TMUVT CF CX.NXF.Ai- SCrfV I CES

RECORDS MANAGEMENT DIVISION
7 2 71 WATERLOO ROAD

P.O. BOX 278
JESSUP. MARYLAND 207B4

•* J C ' -•

PACE C3 or 'Z>

\. DEPARTMENT/AGENCY

uns
2. DIVISION J . UNIT

SYSTEM OFFICE RFS. ft FFD. RELATIows-
CEFINITION-RECORD SER1ES-

A aHOUP Or MLATIO WCONDf NORMAU.Y FILID AMD UIIC AS A LUir Ft:*

RIRMDtCt A« »KUL A» HITIKTIOW AMP PllfCllTICW F-UMPO«g«

4 . RECORD SERIES TITLE

PROPOSALS

5 . EARLIEST YEAR/LATEST YEAR

I 111 TO A?eiCNT-

». RECORD SERIES DESCRIPTION ( • " ' * F I - T ° « » " » M TKK TYMi or INPOKUATION /OOCUHCNTf/fOPM rOUMB

C--^,, . . . " « T * * SERIES. INCLUOI T W PURPOSE OJt rUNCTION OF TNI IKP1CI
HEDERAL AND FEDERALLY ASSISTED PROGRAMS
GRANTS
GRANT ADMINISTRATION PROCEDURES
J^ROPOSAL PROCESSING PROCEDURES

ACCEPTED PROPOSALS^ ̂ ^ ̂ F° L L° W G U I D E L I N E S IN ADMINISTERING GRANTS/

7. RECORD SERIES FORMAT(S)

H LETTER SIZE O MICROTILM

LCSAJL SIZE • COMPUTER TAPE

• BOUND BOOK O FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

0 OTVCR( SPECIFY)

I. RECORD SERIES E

X Q ALPHABETICAL

D NLfrCRICAL

D CHRONOLOGICAL

O GEOGRAPHICAL

0 OTHER(SPECIFY)

t. VOLUME

NUMBER

errtLE DRAVER(S)
D MICROFILM REEL(S)
• COMPUTER TAPE(S)
O OTKER(SPECIFY]

10. ANNUAL ACCUMULATION

- C F I L E DRAWER(S)
• MICROFILM REEL(S)

qTJUWir c COMPUTER TAPE( S )
C orrvnro« «sp*-r i rv '

/

1 I .
FILE IS USED

O DAILY VEEKLY C MONTHLY

1 2 . FILE BECONCS INACTIVE AFTER

C MONTH(S) C YEAR(S)

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

ELKINS BLDG, 1ST FLOOR

14. IS RECORD SERIES DUPLICATED ELSEVHERET

lir YTI, ipicirv /.aeNCY OK OFFICE;

a YES a NO POSSIBLY WITHIN DEPTS

15. ACCESS RESTRICTIONS 3 YES " NO

. ._l<^ •«». C I T I LA«(a) » RiauiATioNltl
NO

1C. AUDIT REQUIREMENTS

O NONE ITSTATE }& FEDERAL c INDEPENDCNT

17. IS AN 1NEEX SYSTEM USEDT (|F Y«S.t>^LjttN
• M I ' L Y AND DMCHIIC AMY HAPCIARC. t C m A U J

! 1 8 . RECOMNC?<DED RETENT I ON

YES O NO VARIES TWO YEARS TO SEVEN

I*. NAME AND TITLE OF pRCPARER

DOREEN H. BOWSER, EXEC.
ADMIN. AIDE

20. TELEPHONE NUMBER

301 853-3700
202 5^-73^

2 1. DATE

FEBRUARY 11, 1991
DCS 38 0-4 (REVISED 2/S7)



T Y T t OR PS I NT A

SEPARATE FORM FOR EACH NEW OR

REVISES RECORD S C R I E S . FORWARD

WITH RECORDS RETENTION SCHEDULE.

(DCS 3 8 0 - 1 )

CEFAfiTMENT CF &£JNERAL SERVICES

RECORDS MANAGEMENT DIVISION
7271 WATERLOO ROAD

P.O. BOX !7S
JESSUP. MARYLAND 20714 PACE 3-*M 2>

i . oerAirrvE^rr / AGEMCTT

MS
. . DIVISION

SYSTEM OFFICE
J . LIMIT

RES. & FED. RELATIONS
CEF IN I T ION-RECORD S E R I E S - * ° " O U * O r ««->•««» "MCOUDS NOR»«ALJ.Y H U D AMD UMC AS A OH I T ron

WKPT.MEHCK AS WB1-I. AS WCTXTIOW AMD O f POSITt&M H J > P O » M

4. RECORD SCRIES T1TUE

FUSION
8. EARLIEST YEAR/LATEST YEAR

'90 TO P<?£S£MT

•RIIPLT DKSCRISK TKX VTPKB

IN THE SCRIES.

OF- I NFOKMAT I ON/DOCUMENTS/rORM* POUNP
INCUUOK TMt PUMOIC ON rUNCTION OW THI IBntl'

RECORD SERIES DESCRIPTION (

ENERGY FILES
ENVIRONMENTAL FILES

FUNCTION: CONSIDERED BY DOE AS A POSSIBLE LONG-RANGE ENVIRONMENTALLY BENIGN
AND AFFORDABLE SOURCE OF ENERGY.

7 . RECORD SERIES FORMAT(S)

oBETTER SIZE • MICROFILM

O LEGAL SIZE ° COMPUTER TAPE

Q BOUND BOOK O FLOPPY DISK

O AUDIO TAPE a VIDEO TAPE

0 OTHER(SPECIFT)

t . RECORD SERIES SEQUENCE

9< ALPHABETICAL

Q MUCRICAL

Q OfiONOLOGICAI.

0 GEOGRAPHICAL

C OTHER(SPECIFY)

» . VOLUC ^ ^ _ -
A^FMLE DRAWER(S)

^ ^ , O MICROFILM REEL(S)
/ x 2 ^ 0 COMPUTER TAPEISJ

^UM«* a OTHER;SPEC.rr0

1 0 . ANNUAL ACCUMULATION
C FILE DRAWER(S)

J&ZZ 0 MICROFILM REEL(S)
RTJITBW c COMPUTER TAPE( S )

C crrviFBi « « r r J r v )
11 . " L E IS LSED

- DAILY

1 2 .

- WEEKLY C MONTHLY

F I L E BECOMES INACTIVE AFTER

C MONTH(S) ~ Y E A R I S .

1 3 . CURREKT LOCATION(S) ( BLOC., FLOOR. ROOM )

ELKINS BLDG. 1ST FLR.
D.C.

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tir YES, iPfciPY /.aeKCY ox orrice)
Q YES QXNO

I S . ACCESS RESTRICTIONS C YES O NO
( IT T I B , CITK UA«(s] & RKaULATION(f)

NONE

1«. AUDIT REQUIREMENTS

NONE Q STATE C FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT [ |p r««.EJlPLJk IN
B r i K F U Y AKC D I I C X K t ANY KAROIARC/BOrTTAKI j

KYES Q NO

AtpK* p,U-

I 8. RECOMMENDED RETENTI ON

FIVE YEARS

«». NAME AND TITLE OF PREPARER

DOREEN BOWSER
EXEC. ADMIN. AIFIF

20. TELEPHONE NUMBER

301 853-3700
2Q-2 &5-78B5

2 1. DATE

FFB. 11, lQQ?
DCS SSO-4 (REVISED 2/«7)



r • •? T:-VC T 1 CT S •.- TVPt. OH PR I NT A

SEPARATE FORM FOR EACH NEW OR

REVISES RECORD SCRIES. FORWARD

• ITH RECORCS RETENTION SCHEDULE

S SO - I j

OEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7Z7I WATERLOO ROAD

P.O. BOX 27>

JESSUP. MARYLAND 2 0 7 9 4 i
PAGE OF / ^

I . DEPARTMENT/AGENCY

UMS
1 . DIVISION

SYSTFM OFFICE

3 . LNIT

& FFTIFRAI RELATims-
CCFIN ITION-RECORD SERIES-

A OROUP Or RKLATKD ftKCORDB NOMMAU.Y F t I_*D AMC UI IC AS A UNIT FOR

mrtwnic t A« w«u. A» WKTKNTIOH ANB pi ipei iTicw PUHPOIH

4. RECORD SERIES TITLE

INDIRECT COSTS INTELLECTUAL PROPERTY
EARLIEST YEAR/LATEST YEAR

Air sr i- T~

RECORD SERIES'DESCRIPTION j " " I K F l " r OBSCWIK TMK TTFKa OF" INPORHAT I ON / DOCUMD4TI / POMK FOUND
IN THE SERIES. INCLUDI TMK PUMOtC ON FUNCTION OW TMB l i n t l

COPYRIGHTS, LICENSING AND ROYALTIES, TRADEMARKS, PROPRIETARY DATA, TRADE
SECRETS, EXPORT CONTROLS AND PATENT POLICIES.

FUNCTION: POLICIES RE OWNERSHIP, USE OF INTELLECTUAL PROPERTY

7 . RECORD SERIES FORMAT(S)

a LETTER SIZE Q MICROFILM

^^LEGAL SIZE • COMPUTER TAPE

•^BOLND BOOK O FLOPPY DISK

0 AUDIO TAPE • VIDEO TAPE

Q OTHER(SPECIFY)

• . RECORD SERIES SEQUEMCE

\P ALPHABETICAL

Q MUMCRICAL

O CHRONOLOGICAL

° CEOCRAPHICAL

D OTHER(SPECIFY)

1 ' - FILE IS USED i.

° DAILY a^EEKLY O MONTHLY

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

ELKINS BLDG. , 1ST FLOOR

15. ACCESS RESTRICTIONS C YES N^ NO

( I F Y f l , CITK LAa(s) & RBOUUAT1ON(S)

17. IS AN INDEX SYSTEM USED? ( I F VK>. E>:FUA IN

• riKFL.Y AKD B l t C H I U AMY HARDIARC/IOPTIARI )

^ Y E S O NO •

l i . NAME AND TITLE OF PREPARER

DOREEN M, BOWSER
EXEC. ADMIN. A IDE

t . VOLUME ^ -

P^FILE DRAWER(S)

> O y a MICROFILM REEL(S)

O*-^ 0 COMPUTER TAPEI S 1

NUMBER Q O T H E R | S p E C , r Y j

10. ANNUAL ACCUMULATION

^ ^ - C FILE DRAWER(S)

S%^J ° M1CSOF 1LM REEL ( S )

RTJnWlT C COMPUTER TAPE( S )
£ ffTWFonacrirvi

1 2 - FILE BECOMES INACTIVE AFTER

PERMANENT D MONTH(S, C YEAR(S,
MIIMIEH

14. IS RECORD SERIES DUPLICATED ELSEWHEREt

( I F v r » , i K c i r v /.acKCT om o r r t c e l

O YES feSNO

I f . AUDIT REQUIREMENTS

B NOME ° STATE Q FEDERAL C INDEPENDCNT

I t . RECOMMENDED RETENTION

POLICIES ARE PERMANENT F ILES UNLESS
REPLACED BY A NEW POLICY OR CHANGED.
3LD ONES WILL BE DISCARDED.

2 0 . TELEPHONE NUMBER

301 353-3700
202 543-7865

21 . DATE

FEBRUARY 11 , 1992

DCS 380-4 (REVISED 2/«7)



••• ^ T - V C T ICT.S - - T Y P E OR P R I N T A

SEPARATE FORM FOR EACH NEW OR

REV 1 SEX) RECORD S E R I E S . FORWARD

WITH RECORDS RETENTION SO-CDULE

! CXiS 5 5 0 - 1 j

EEFAKTMENT CF &£.NTfiAL EEFCV 1 CES

RECORDS MANAGEMENT D I V I S I O N

7 Z 7 I WATERLOO ROAD

P . O . BOX 2 7 3

J E S S U P . MARYLAND 2 07 94 PACE or

I . DEPARTMENT/A6CNCY

uns
2 . DIVISION

SYSTEM OFFICE

1 . !LN IT

RES. & FED. RELATIONS'

CEFIN IT ION-RECORD SERIES- aitoup or W L A T I B RKCORDB NORMALLY F I L I S ANC UKKO AS A UNIT FOR

irCMWCK A» BELL AM WmtNTICW *WO O1BE»Q8 1T1ON P U H M K I

4 . RECORD SERIES TITLE

RFSFARCH SUBJECTS

I
». EARLIEST YEAR/LATEST YEAR

i hi TO SKEstsr
i. RECORD SERIES DESCRIPTION I • * • K f r |-T OMCHIK THK T Y « I OF" IMPONMATI OM/DOCtAKNTS/rO*

IN THE SERIES. INCUUOI THX PUft^OSC M FUNCTION OF TMI l E P I C I

ANIMAL CARE
WELFARE
HUMAN SUBJECTS

P T 0°UCY S 0 U N B VR A 0^¥CTI0N OF RESEARCH SUBJECTS, WJ€tOPr-l.-- r.uir-ELINK;

RESEARCH RISKS.

i 7 . RECORD SERIES FORMAT(S)

ft LETTER SIZE • MICROFILM

Q LEGAL SIZE O COMPUTER TAPE

• BOCrm BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OTVCR(SPECIFY)

• . RECORD SERIES SEQUENCE

^ALPHABETICAL

O NOCRICAL

O CHRONOLOCICAL

O GEOGRAPHICAL

C OTHER(SPECIFY)

VOLUME

_£• w£ DRAWER(S)
,Js^.U MICROFILM REEL(S)

/ ' a COMPUTER TAPE(S )
HUMm*n O OTHER( SPEC I F Y A

10. ANNUAL ACCUMULATION

/ O FILE DRAWER(S)
<£^ a MICROFILM REELJS;

KTOTEWT = COMPUTER TAPE ; S )
firwTBi iprr t rv i

I I .FILE IS USED

£ DAILY BJ WEEKLY C MONTHLY

12. FILE LCOMES INACTIVE AfTER
PFRMANFNT = MONTH(S) = YEARIS;

1 3 . CURRENT LOCATION(S) (BLDC. ,FLOOR.ROOM }

ELKINS BLDG., 1ST FLOOR

14. IS RECORD SERIES DUPLICATED ELSEWHERET

I IF Tti* , IFCCIPT /.OEKCY Of OFFICei

a YES R NO

15. ACCESS RESTRICTIONS C YES = NO

I IF YIB, CITK UA*(«) » RtOULAT I ON I • )

NONE

; 1«. AUDIT REQUIREMENTS
t

NONE O STATE C FEDERAL C INDEPENDENT

17. IS AN INDEX SYSTEM USEDT [IF V I I . U ^ L « I N

K-
• RIKFI.Y AND C t l C R I I C ANY HARDWARE/ BOPTIAU I 1 8 RECOMKCNDED RETENTION

YES O N O
PERMANENT

1 1 . NAME AND

DOREEN n.
1TLE OF PREPARER

OWSER
EXEC. ADMIN. AIDE

2 1 . DATE

FEBRUARY 11 , 1392

DCS 5 3 0 - 4 (REVISED 2 / S 7 )



Ifi'jTRLfCT ICTIST - TYPE OR PR I NT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

SSO -1 )

DEFAfiTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27S

JESSUP. MARYLAND 20794 PACE

1 . DEPARTMENT/ACENCY

uns
2. DIVISION

SYSTEM OFFICE

, 3 . LHI7

IRES. & FEDERAL RELATIONS

DEFINITION-RECORD SERIES-A ° " O U F o r "*«->T«D MCO*D« NOIMAUr PILCD AND UIIO AS A UMIT PON
IWKMXC1 A« WELi. A» WKTWNTION AND DI t^CI IT I CM PUMO8M

4 . RECORD SERIES TITLE

RESEARCH FUNDING SYSTEMS
5 . EARLIEST YEAR/LATEST YEAR

/111 TO H^Ei&^T

%. RECORD SERIES DESCRIPTION ( " > I I K F t - T DMCKIBK TMK TYME« Or IN FORMAT I OH/ DOCUMENTS / rOMMS POUND
•IN THE SERIES. INCUUOI TMK FUMOIC OJt FUNCTION OP TMB l E P I C I

REGULATORY SYSTEMS (FED., STATE AND UNIVERISTYO

POLICIES RE SCIENTIFIC INTEGRITY, CONFLICT OF INTEREST, MISCONDINCT

7. RECORD SERIES FORMAT(S)

DVETTER SIZE O MICROFILM

LECAL SIZE O COMPUTER T

A BOCMD BOOK • FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

O OTV0EJl( SPECIFY)

a . RECORD SERIES C

]O ALPHABETICAL

0 NJUCRICML

D CHRONOLOCICAL.

0 CCOCRAPHICAL

C OTHER(SPECIFY)

t . VOLUtC

/
NUMIEW

,P-"FILE DRAWER(S]

0 MICROFILM REEL(S)

a COMPUTER TAPE(S)

n OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER)S)

a MICROFILM REEL;S;
KTsmnhr Q COMPUTER TAPE I S J

' C rrrwrp) <Brn rv 1

> ^

I I . FILE IS USED

° DAILY OC«EEK1.Y 0 MONTHLY

1 2 ' FILE BECONCS INACTIVE AFTER

D MONTH(S) O YEAR(S)

J3. CURRENT LOCATION(S) (BLDC..FLOOR.ROOM)

ELKINS BLDG.

14. IS RECORD SERIES DUPLICATED ELSXWHERET
itr •«•»» m c i r Y / .OEKCY OK o r r i c c )
a YES N O

15. ACCESS RESTRICTIONS O YES D NO

( IP YKS , CITE UAB(a) & RKOUUATI ON( • )

NONE

1«. AUDIT REQUIREMENTS

O NONE O STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED! ( I F vwa.EO^L>IN
• RIKFI.Y AND D E I C K I H ANY HARDIARCJ 8OPT«ARE I

XYES O NO

A--Z-

I S . RECOMMENDED RETENTION

GOVERNMENT REGS, AND STATUTES
(REVIABLE) TWO YEARS CURRENT

I*. NAME AND TITLE OF PREPARER

DOREEN BOWSER
EXEC. ADMIN. AIDE

2 0 . TELEPHONE NUMECR

P01 853-3700
2 1 . DATE

EB. 11, 1932

_DCS_S_S_o_-4 (REVISED 2 / « 7 )



INSTRUCT lOflS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS BBO-I )

I . DEPARTMENT/AGENCY

UMS

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX Z7S

JESSUP, MARYLAND 20794

2 . DIVISION

SYSTEM OFFICE.

AGENCY RECORDS' INVENTORY-

PACE Y OF y j

3. UNIT ^ 9

RES. & FEDERAL RELATIONS

DEFINITION'RECORD SERIES-A anOV* O r WII-*'reD **CORD« NORMALLY PtLKO AND USKB AS A UNIT FOR
RKFCREMCK AM WgUU A« RETENTION AMD OIBPO»1TION >U»FBggl •

4. RECORD SERIES TITLE

TECHNOLOGY TRANSFFR
B. EARLIEST YEAR/LA'

192Q TO
YEAR

• . RECORD' SERIES DESCRIPTION I " " l l t | r U r D M C " I B K TMKTYPM OF INFORMATION/OOCUMENTS/FORMS FOUND
IN THE SERIES. INCL.UDK TMK PURPOSE ON FUNCTION OF" THK SBRtES J

FILES INVOLVING TRANSFERRING UNIVERSITY KNOWLEDGE INTO COMMERCE, INCLUDES
POLICIES, SUPPORTING BACKGROUND INFORMATION AND CORRESPONDENCE

FUNCTION IS TO CREATE A WORKING RELATIONSHIP BETWEEN BUSINESS, INDUSTRY

AND GOVERNMENT.

7. RECORD SERIES FORMAT(S)

<X LETTER SIZE D MICROFILM

O LEGAL. SIZE O COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

° AUDIO TAPE O VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD*SERIES SE

X$ ALPHABETICAL

Q NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

Q OTHER(SPECIFY)

t. VOLI

cXrn

NUMBER

FILE ORAVER(S)
• MICROFILM REEL(S)
.D COMPUTER.TAPE(!
Q OTKER(SPECIFY)'

10. ANNUAL ACCUMULATION

^1FILE DRAWER(S)
y/ D MICROFILM REEL(S)

K C B W r D COMPUTER TAPE(S)
O min. FILE IS USED

Q DAILY t̂ • MONTHLY

1 2 • FJLE BECOMES INACTIVE AFTER

• MONTH(S) a YEAR(S)

13. CURRENT LOCATION(S) ( BLDC. .FLOORVROOM)

ELKINS BLDG., LST FLOOR, FILES IN D.C.
1 4 . IS RECORD. SERIES DUPLICATED ELSEWHERET

t l F V » , 8 K C I P Y /.OEKCY OR OFFICS)
a YES Q NO 9

IS. ACCESS RESTRICTIONS • YES Q NO
(IF YKS, CITK LA«(S) « RKOULATION(S)

NONF

1C. AUDIT REQUIREMENTS

• NONE 0 STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ()P VKB.KXFLAIN
•RIKPLY AKD DUCRIII ANY HAROIARC/ 8OFTWARK)

It. RECOMMENDED RETENTION

?<••.YES a NO QUESTIONABLE AT THE PRESENT TIME.

A-
19. NAME AND TITLE OF PREPARER

DOREEN M. BOWSER
txEc. ADMIN. AIDE

20. TELEPHONE NUMBER

301 853-3700
?H? 543-7865

2 1 . DATE

DOS 5 S 0 - 4 (REVISED 2 / 8 7 )



IMSTRTJCT.IONS'-TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
( 4 ^ 9 S 0 - I )

1 . DEPARTMENT/AGENCY

UMS

DEFARTMENT OF CCNERAL SERVICES
RECORDS MANAGEMENT DIV IS ION

7271 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

2 . DIVISION

SYSTEM O F F I C E

AGENCY RECORDS INVENTORY

PAGE J OF / ^

3. UNIT

RES. & FED. RELATIONS
C£F IN IT ION-RECORD S E R I E S - * O W O U F O F "«LAT«D RECORDS NORMALLY PILED AND Ut tD AS A UNIT FOR

REFERENCE AS WEU. AS RETENTION AMD DUPOtlTICW PUBFQgM •

4 . RECORD SERIES TITLE

PUBLICATIONS
B. EARLIEST YEAR/LATEST YEAR

ONE YEAR ™ 1991
RECORD SERIES DESCRIPTION /•" I K r U T DESCRIBE THE TYPES or INFORMATION/DOCUMENTS/FORMS FOUND

FEDERAL REGISTER I M ^ ^ SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE » m c i )
CONGRESSIONAL QUARTERLY
NIH GUIDE
SCIENCE & GOVERNMENT REPORT
CONGRESSIONAL YELLOW BOOK
FEDERAL YELLOW BOOK
CONGRESSIONAL MONITOR

TUNCTION: INFORMATION RELATED TO
CURRENT HEARINGS, BILLS, SENATORS AND
REPRESENTATIVES AND FEDERAL AGENCIES.

LATEST SCIENCE REPORTS

GRANT POSSIBILITIES

PUBLICATIONS HAVE ONE YEAR SHELF LIFE

7. RECORD SERIES FORMAT(S)

• LETTER SIZE • MICROFILM

:GAL SIZE C COMPUTER TAPE

BOUND BOOK CD FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

° OTHER(SPECIFY)

a BOL

8 . RECORD SERIES SEQUENCE

B ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

Q OTHER(SPECIFY)

». VOLl

^ • FILE DRAWER(S)

6 O MICROFILM REEL(S)

rtn/)Accj>(^i COMPUTER TAPE(S)
NU**BE" 0 OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

0 FILE DRAWER(S)

<S^ O MICROFILM REEL(S)

"fiTSTBFr a COMPUTER TAPE( S )
O rrirvl

II . FILE IS USED

^XpAILY X D WEEKLY Q MONTHLY

1 2' FILE BECOMES INACTIVE AFTER

Q MONTH(S) 1 a YEAR(S)

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

ELKINS BLDG, n.r. nPFirp

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YX», SFKC1FY /.OENCT OR OFFICE)

a YES B) NO

IS. ACCESS RESTRICTIONS • YES ° N O

YES, CITE LAW(s) * REOUt-*T I ON ( B )
NOWE

1«. AUDIT REQUIREMENTS

^t-NONE ° STATE D FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( I F V t l . U T U I N

BRIEFL.Y AND DESCRIBE ANY HAROIARC/SOFTWARE)

^
YES O NO

1«. RECOMMENDED RETENTION

ONE YEAR ONLY

A'

19. NAME AND TITLE OF PREPARER

DOREEN M. BOWSER
EXEC. ADMIN, AIDE

DCS 530-4 (REVISED 2/87)

20. TELEPHONE NUMBER

301 853-3700
202 543-7365

2 1 . DATE

:EBRUARY 11. 199?



i f.STRKTICTiS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISES RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 5 8 0 - I )

OCFAfiTMEXT CF CCNERAi. SERVICES
RECORDS MANACO4ENT DIVISION

7 271 WATERLOO ROAD
P . O . BOX 278

JESSUP. MARYLAND 2 0794
PAGE / / or / S>

t . DEPARTMENT/AGENCY

UMS
J . UNIT

RES. AND FED. RELATIONS

cerIN IT1ON-RECORD SERIES-A OROUP or « u n o KCOKOI NOMMALLY FILCD AMC UKKC AS A UNIT ro*

M R M W C C A« n g A« urnNTiow AMP OIIPOIITIOW puwpoaea

4 . RECORD SERIES TITLE

COMMITTEE FILES
9 . EARL•RLFEST YEAR/LATEST YEAR

mm TO /*Vi^e/-r

» . RECORD SERIES DESCRIPTION ( •RIIPLT DKBCRIBK-TMX TYPKS OP
IN THE SERIES.

INrOmUTION/OOCUMD4Tl |l/OMIl POUMB

SPONSORED RESEARCH ADMINISTRATORS GROUP
ACADEMIC AFFAIRS COMMITTEE
IINANCIAL AID DIRECTORS GROUP
IEDERAL RELATIONS COUNCIL
FEDERAL RELATIONS OFFICERS GROUP
INTELLECTUAL PROPERTY GROUP
YMI.GUS.ZAD. HQ£.-GROUPS -
MEETING INFO, INCLUDING MINUTES, AGENDAS.

INCLUOK THE PUMOIC ON FUNCTION- Or THI I I P I C I

7. RECORD SERIES FORMAT(S)

a BETTER SIZE a MICROFILM

Q LEQAL SIZE O COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE- Q VIDEO TAPE

O OTHER(SPECIFY)

•. RECORD SERIES SEQUENCE

H ALPHABETICAL.

0 KLfrERICAL,

Q CHRONOLOCICAL

Q GEOCRAPHICAL

C OTHER(SPECIFY)

• . VOLUkC ^ /
^flriLE DRA«ER(6)

^o /~ Q M1CROF.IU4»REEL(S)
-^-2^'a COMPUTER TAPE(S)

10. ANNUAL. ACCJXULATION-
-^FILE DRAWER(S)

/ O MICROFILM REEL(S)
WUJ»IH C COMPUTER TAPE(S)

11 FILE IS USED

O DAILY
BI WEEKLY
Q WEEKLY

1 2 . FILE BECOMES INACTIVE AFTER

-.sawTHvr a MONTH(S) C YEAR(S)

I S . CURRENT LOCATION(S) ( BLDG.. FLOOR. ROOM)

ELKINS BL.DG.1ST FLR.
14. IS RECORD SERIES DUPLICATED ELSEWHERET

If ^MytPBCIFT /.aCKCT OK OPFICt)
Q YES Ô NO

M

15. ACCESS RESTRICTIONS C YES C NO

( I F Y V S , C I T K L A B ( « ) * RBOULATION(B)

NO

K . AUDIT REQUIREMENTS

• NONE Q STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED7 (IP n i . U Y U I N
Ut~.IKWl.-r AND D I 1 C R I I I ANY HARBIARC/ SOrTVARK <

^ f E S Q NO

I t . RECOMMENDED RETENTION

TWO YEARS

4"

I t - NAME AND TITLE OF
DOREEN n. BOWSER
EXEC. ADMIN. AIDE

2 0. TELEPHONE NUMBER

301 853-3700
202 543-7865

21. DATE

FEB. 11, 1992
DCS SSO-4 'REVISES Z/S7)



• -j T FVC ~ ' QT • 5 - - TYPE OR PR 1 NT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BBO -I )

Her

RECORDS MANAGEMENT DIVISION
72 71 WATERLOO ROAD

P.O. BOX 275
JESSUP. MARYLAND 20794 PACE

ARTMENT / AGENCY 2. DIVISION

SYSTEM OFFICE
J . UNIT

IriES. & FEDERAL RELATIONS
DEFINITION-RECORD SERIES-* a " o u * o r M L * T B O « « " < = • NOWALLT FII.*:: AXC L I I C AS A UNIT row
" KITCMWCI A* WgUi. A» wmWTIOH AMD OI»PO»ITIOW ruKPOItl

4 . RECORD SERIES TITLE

INDIRECT COSTS

RECORD SCRIES DESCRIPTION ' " " ' K F I - Y D " C R I B S : TMK TY^EB o r tMTOKUATION/OOCUMeNTI/POMIt FOUND

•K TME SERIES. INCUUC3K THE PUKPOSC OW FUNCTION OF TK( • H m t B

APPLICATION OF INDIRECT COST RATES
VARIOUS 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.

7. RECORD SERIES FORMAT(S)

(^LETTER SIZE O MICROFILM

.P LEGAL SIZE O COMPUTER TAPE

BOUND BOOK • FLOPPY DISC

O AUDIO TAPE a VIDEO TAPE

C OTVCR(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

D NUMERICAL

O CHRONOLOGICAL

O GEOCRAPHICAL

0 OTHER(SPECIFY)

VOLUME y

C&TWX. DRAWER(S)
O MICROFILM REEL(S)

/ D COMPUTER TAPE(S)
N U M B " O OTKER( SPECIFY)

10. ANNUAL ACCUMULATION

-^JFILE DR

l<UUbElt

FILE DRAWER(S)

D MICROFILM REEL(S)

C COMPUTER TAPE(S )

C rmffpi c;grr i rv \

11 . FILE IS USED

2 DAILY X3
WEEKLY C MONTHLY

! 1 2 - FILE BECOMES INACTIVE AFTER

' PERT T C MONTH(S) C YEAR(S)

1 3 . CURRENT LOCATION(S) (BLDC..FLOOR. ROOM )

E L K I N S B L D G . 1 S T F L R . A L S O D . C .

14 . IS RECORD SERIES DUPLICATED ELSEWHERE?

t i r r e « , S P E C I F Y /.oeKCY OR O F F I C E )

Q YES ft NO

15. ACCESS RESTRICTIONS = YES 2 NO

(IF ns, CITE !_*•(•) & RIOULATIONI •)
NO

16. AUDIT REQUIREMENTS

NONE D STATE 0 FEDERAL C INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF nf.U^UttN ?
° I 1 8 . RECOMVENDEX5 RETENTION

»rlEFI_Y AKD DESCRIBE AX Y HARQIARC/ SOFTWARE iij

G YES O NO
POLICIES ARE PERMANENT
ALL OTHERS ̂ 3YEARS O

I>. NAME AND TITLE OF PREPARER

DOREEN BOWSER
EXEC. ADMIN. AIDE

20. TELEPHONE NUMBER

301 853-3700
2Q2 W-7865

2 i . DATE

DCS S 3 0 - 4 (REVISED 2 / i 7 )



1NSTKVCT 1Cr:£ - TYTt OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISES RECORD SCRIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

{DCS 3 8 0 - I )

CEFARTMENT CF GENERAL SERVICES

RECCRES MANAGEMENT DIVISION

7271 WATERLOO ROAD

P.O. BOX 27B

JESSUP. MARYLAND 20794
PACE

I . QCFARTMENT/AGENCY 2. DIVISION

&VQTFM riFPTPF

J . UNIT

RES, & FED. RELATIONS
CEFINIT ION-RECORD SERIES-

A SROUF OF ULATED MCORDI NORMALLY FILID AMD UI IB AS A UNIT FOR

KIFCKENCI AS tEL AS wrriNTiow AND DISPOSITION >uM»o«ei

4. RECORD SERIES TITLE

FEDERAL CORRESPONDENCE

RECORD
- , , . . - T - . - . - , -„ . . ^ . , ~ . . . M l i ' l - T OIICRIH THE TYPES OF" 1NPORMAT ION/DOCUMENTS/FONMS FOUND
: R l u DuCRlPT lun (

IN THE SERIES. INCLUDI THE PURPOSE ON FUNCTION OF TMI SBFTleS)
INCLUDES CORRESPONDENCE, REPORTS, REQUESTS FROM SENATORS AND REPRESENTATIVES
ALSO FROM GOVERNOR S OFFICE. PURPOSE IS TO ESTABLISH AND MAINTAIN A WORKING
RELATIONSHIP WITH THE CONGRESSIONAL DELEGATION FOR THE BENEFIT OF THE QMS.

JO TO KEEP CURRENT ON EXECUTIVE AND LEGISLATION AFFAIRS AFFECTING THE

7 . RECORD SERIES FORMAT(S)

N^LETTER SIZE O MICROFILM

O LEGAL SIZE O COMPUTER TAPE

• BOUND BOOK O FLOPPY DISK

D AUDIO TAPE C VIDEO TAPE

Q OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

ALPHABETICAL

O NUMERICAL

D CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

VOLl*C

• C R

iP^FILE DRAWER(S)

• MICROFILM REEL(S]

• COMPUTER TAPE(S)

O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

D FILE DRAWER(S)

3 ^ a MICROFILM REEL(S)

H^WIT D COMPUTER TAPE( S )

C rrrvirmgpgrtrr)

11 . FILE IS USED

• DAILY WEEKLY O MONTHLY

12 . FILE BECOKCS INACTIVE AFTER f

G MONTH(S) C YEAR(S) °

1 3 . CURRENT LOCATION(S) ( BLDG..FLOOR. ROOM )

LST. FLR. ELKINS BLDG.

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET

i l F Y t l j SPECIFY /.aEKCJT OK OFFICE)
• YES UNO

1 5 . ACCESS RESTRICTIONS ° YES D NO

( I F YES, CITE LAW(S) A KIOULATION(I)

GENERALLY, NO

IS. AUDIT REQUIREMENTS

f NONE ° STATE O FEDERAL ° INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED? ( | F YCS. KXFI-A IN

• r i l F L T AKO b l l C K I I f AMY HARDSARC/ SOFTWARE i

C YES NO

I B . RECOMMENDED RETENTION

3 YEARS

19. NA*E AND TITLE OF PREPAFER

DOREEN il BOWSER

EXEC. AnwN. AIDE

2 0 . TELEPHONE NUMffiR

301 853-3700
?D7 SAi^-7^q

2 1 . DATE

FEBRUARY 1 1 , 1992

-BE
DGS S30-4 (REVISED Z/«7)



if. STRUCT )Cr:S • -TYPE OR -PRINT A

SEPARATE FORM FOR EACH N E * OR

REVISED RECORD S C R I E S . FORWARD

WITH RECORDS RETENTION SCHEDULE

(DCS 1 9 0 - 1 )

CEFAftTMENT CF CULNX RAi. SERVICES

RECORDS MANAGEMENT D I V I S I O N

7 2 71 WATERLOO ROAD

P.O. BOX 27B
JESSUP. MARYLAND 20794 PACE

ARTMENT/AGENCY j Z . DIVISION

•SYSTEM OFFICE
3 . iJSIT

RFS. ft FFD. RELATIWS-
CCFIN ITION-RECORD SERIES-* ° " o u p o r W W T l 0 WtcORDB MOMULLY F I L I B AMC US*C AS A UW I T t »

mrtnp«e i A« «KI-L A» HITINTIOH AND DISPOSITION runpoag«

4. RECORD SERIES TITLE

PROPOSALS

S RECORD SERIES DESCRIPTION ( * " l l t r i - Y O«»CRI«« TMK TYP«S OF" IHrOmATtON/OOCUHeMTI/POWl fOUNO
r-- . . , , ,..„ _„ I N T H E SERIES. IHCLUOt TMK ru»l>O«E O« HJNCTION Or THI I t P i t l

HEDERAL AND FEDERALLY ASSISTED PROGRAMS
GRANTS
GRANT ADMINISTRATION PROCEDURES
PROPOSAL PROCESSING PROCEDURES
ACCEPTED PROPOSALS? ̂ ^ ̂  F° L L° W G U I D E L I N E S IN ADMINISTERING GRANTS/

7 . RECORD SERIES FORMAT(S)

H LETTER SIZE O MICROFILM

^ LEGAL SIZE • COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

O OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

X ° ALPHA^TICAL

O NUMERICAL

O CHRONOLOGICAU

D GEOGRAPHICAL

O OTHER(SPECIFY)

•. VOLUME

FILE DRAVER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)
O OTHER(SPECIFY]

I 0 . ANNUAL ACC1AL ACCUMULAT I

< r ^ F l L E DRA«

ION

DRAWER(S)
/ Q MICROFILM REEL(S]

mjUfcgl c COMPUTER TAPE(S)
C orviFPiJiPFrirY1

1 I . riLE IS USED

C DAILY WEEKLY C MONTHLY

1 2 . FILE iCONCS INACTIVE AFTER f

C MONTH(S) C YEAR(S) -tf

1 3 . CURRENT LOCATION(S) ( BLDG . , FLOOR . ROOM ]

ELKINS BLDG. 1ST FLOOR

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
t ir res, SPECIFY /.OIKCT OF crrtcsi

a YES o NO POSSIBLY WITHIN DEPTS,

1 5 . ACCESS RESTRICTIONS 2 YES C NO

., ( I F YTB , CITK LA«(S) & RIOULATION(S)

NO

>«. AUDIT REQUIREMENTS

Q NONE 0 STATE C FEDERAL C INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( | r Y i : s . t > ^ L A I N

• niKPLY AND DIICRIII AMY KARCIARC.• SOFTWARI )

?O YES NO

18. RECOMMENDED RETENTION

VARIES TWO YEARS TO SEVEN

19. NAME AND TITLE OF PREPARER

COREEN H. BOWSER, EXEC.
ADMIN. AIDE

20. TELEPHONE NUMBER

301 853-3700
202 5^-78?*

2 I . DATE

FEBRUARY 11, 1991
DGS 5 3 0 - 4 (REVISED 2 / 8 7 )



SEPARATE FORM
•TYPE OR

FOR EACH

REVISED RECORD S C R I E S .

WITH RECORDS RETENTION

(DCS SSO -1 )

PR INT A
NEW OR

FORWARD

SCHEDULE

OEFARTMOVT CF Cf^iERAL SERVICES
RECORDS MANAGEMENT D I V I S I O N

7271

P

JESSUP

WATERLOO ROAD

O. BOX 278

MARYLAND 2 0 7 9 4

AGE

PACE

^ u '- O "\ ̂ / C

I . DCTARTMEKT/AGENCY

UMS
2 . DIVISION

SYSTEM OFFICE
2 . UNIT

RES, & FED, RELATIONS ̂  '

CEFIN IT ION-RECORD SERIES-
A GROUP OF UU>TID MCOKDI NORMALLY F t LID AMO UtIC AS A UNIT FOR

HIFTWgWCI AS »KUL A« RETENTION AND DEPOSITION PUHWIgl

4. RECORD SERIES TITLE

FUSION

5. EARLIEST YEAR/LATEST YEAR

'90 TO
BRIEFLY DESCRIBE TMK TYPES Cf INPORMAT I ON/DOCUMENTS/FORM* FOUND
IN THE SERIES. INCLUOI TKK PURPOSE OR FUNCTION OP TKI U n t i l

«. RECORD SERIES DESCRIPTION (

ENERGY FILES
ENVIRONMENTAL FILES

FUNCTION: CONSIDERED BY DOE AS A POSSIBLE LONG-RANGE ENVIRONMENTALLY BENIGN
AND AFFORDABLE SOURCE OF ENERGY.

7 . RECORD SERIES

a&XTTER SIZE O

O LEGAL SIZE •

0 BOUND BOOK O

D AUDIO TAPE O

Q OTHER(SPECIFY]

FOflMAT(S)

MICROFILM

COMPUTER TAPE

FLOPPY DISK

VIDEO TAPE

8. RECORD SERIES SEQUENCE

^ALPHABETICAL

• KUfcCRlCAL

D CHRONOLOGICAL

0 GEOGRAPHICAL

0 OTHER(SPECIFY)

t . VOLIAC ^ ^ _ -

JD^FTLE DRAWER(S)

IJ^J D MICROFILM REEL(S)

J s ^ ° COMPUTER TAPE ( S )
N U I * " E * C OTHER(SPECtFY) ^ ^

10. ANNUAL ACCUMULATION

0 FILE DRAWER(S)

^ < • MICROFILM REEL(S)

ntjihrU c COMPUTER TAPE ( S )
C nrrviFR(c;pcciFY:j _

11 . »1LE IS USED

^ DAILY

12 .

Si WEEKLY C MONTHLY
F I ^

COKCS INACTIVE AFTER J

C MONTH(S] = YEAR{Si

1 3 . OJRREJTT L O C A T I C N ( S ) ( B L O C . , FLOOR. ROOM )

ELKINS BLDG, 1ST FLR.
D.C.

14. IS RECORD SERIES DUPLICATED ELSEVHERET

(IF res, SPECIFY /.aeKCY OR OFFICE)

• YES aXNO

IS. ACCESS RESTRICTIONS C YES O NO

( I F YES, CITE L A I ( I ) & RKOUI_ATION( S)

NONE

1C. AUDIT REQUIREMENTS ?
o

D NONE O STATE D FEDERAL O INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( I F V I I . U ^ L A I N

BTIKPLY AND D I S C R I I I AMY HARD* ARC/SOFTWARE i

a YES NO f
6

\ 1 8 . RECOMMENDED RETENTI ON

FIVE YEARS

I » . NAME AND TITLE OF PREPARER

DOREEN BOWSER
EXEC. ADMIN. AinF

2 0 . TELEPHONE NUMBER

301 853-3700
2Q.o 543-78RS

2 I . DATE

F E B . 1 1 , 1QQ2
DGS 330-4 (REVISED 2 / 8 7 )



. f.'aTr-yCT VCr;£ - - TYPE OR PR I NT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIE£. FORWARD
• ITH RECOfUS RETENTION SCHEDULE

S SO - I J

ARTMENT/AGENCY

DEFARTMEHT OF CCNERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27S

JCSSUP. MARYLAND 2 0 7 9 4

AGENCY ^E: :=^3 ::<vEM.r.

PACE or / #

X. DIVISION

SvqTFM PFPTPP

; 3 . UNIT

RES. & FFnFRAi RELATIONS

CEFIN IT ION-RECORD SERIES-A SROUP OF RJtLATEO RECORDS NORMALLY F1 LID AMD UIIC AS A UNIT FOR
RKFCRgMCK AS WBLJ- AS RKTENTIOW AMO DHW1ITIOW PUUfBBH

4 . RECORD SERIES TITLE

INDIRECT COSTS INTELLECTUAL PROPERTY

RECORD SERIES DESCRIPTION (• RIKFL.Y DKfCRIII TKK TYPKS OF INFORMATI ON /DOCUMENTS/ FORM FOOMO
IN THE SERIES. INCLUOt TNI PURFOSE OR FUNCTION OF TMI fintl

COPYRIGHTS, LICENSING AND ROYALTIES, TRADEMARKS, PROPRIETARY DATA, TRADE
SECRETS, EXPORT CONTROLS AND PATENT POLICIES.

FUNCTION: POLICIES RE OWNERSHIP, USE OF INTELLECTUAL PROPERTY

\&^
)6 ~/\

7 . !RECORD SERIES FORMAT(S)

(9 LETTER SIZE O MICROFILM

^ ^ X C A L SIZE A COMFUTER TAPE

^PBOLND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

^F ALPHABETICAL

a NUMERICAL

D CHRONOLOGICAL

• CEOCRAPHICAL

D OTHER(SPECIFY)

1 l • r ILE IS USED j.

O DAILY ^WEEKLY D MONTHLY

I S . CURRENT LOCATION!S) ( BLDC..FLOOR. ROOM)

ELKINS BLDG., 1ST FLOOR

15. ACCESS RESTRICTIONS 0 YES N^ NO
( l F YTB, C I T I L A l ( f ) * RiauUATION(l)

17. IS AN INDEX SYSTEM USEPT ( |F Y I I . b ^ L A I N

• r i l F L Y AND BKSCRIBK ANY HAROIARc/ SOFTWARK )

D YES D NO (

•

is . NAME: AND T I T L E OF PREPARER
DOREEN M. BOWSER
EXEC. ADMIN. AIDE

• . VOLUME ^~
P^f lLE DRAWER(S)

^ yQ MICROFILM REEL(S)
O^-^ O COMPUTER TAPEIS)

NUMBER Q oTHEpispEcrY)

10. ANNUAL ACCUMULATION

^ ^ - 0 FILE DRAWER(S)
S^4 ° MICROFILM REEL(S)

RTJBsW C COMPUTER TAPE ( S )
Z frmFRISPFClFY!

1 2 • FILE BECOhfZS INACTIVE AFTER
PERMANENT o MOKTH(S) C Y E A R ( S )

NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERET
( I F Y t f , SFKC1FY /.aCKCT OR OFF < CE )
a YES ^ £ N O

16. AUDIT REQUIREMENTS

B NONE a STATE • FEDERAL O INDEPENDENT

I S . RECOMMENDED RETENTION

^OLICIES ARE PERMANENT FILES UNLESS
REPLACED BY A NEW POLICY OR CHANGED.
)LD ONES WILL BE DISCARDED.

2 0 . TELEPHONE NUMBER

301 353-3700
202 543-7865

2 1 . DATE

FEBRUARY 11, 1992

DCS 3S0-4 (REVISED 2/*7)



r.ST^-VCT ICT.S • -TYPE OR P R I N T A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD S C R I E S . FORWARD

« I T H RECORDS RETENTION SCHEDULE

(DCS 8 9 0 - 1 ]

DEFAKTMEXT OF CCNXRAi. SERVICES

RECORDS MANAGEMENT D I V I S I O N

7271 ttATERLOO ROAD

P . O . BOX Z7S

JESSUP.. MARYLAND 2 07 94

A G E . i C V M . - / - ^ - . ̂ - '•.-"_

PACE or Z ^

1 . DEPARTMENT/AGENCY

uns
Z. DIVISION

SYSTEM OFFICE

3 . UNIT

RES. & FED. RELATIONP
DEFINITION-RECORD SER1ES-

A OROUF OP ULATSD WCORDt NOntALLT F IL IS AMD UfIC AS A UNIT FOP.

M r t W K C I A» WgLJL A» KITlWTiew AMO B I I W I I T I O H PUHPOItl

4 . RECORD SERIES TITLE

RFSFARP.H SUBJECTS
«. RECORD SERIES DESCRIPTION (

•RIKFLY D t t C R t l t TKK TYVKB OF~ INPORMATI0H /DOCUHENTI/ PORM FOUND
IN THE SERIES. IHCkUOl TKK PURPOSE OM FUNCTION OP THE I t n i l l

ANIMAL CARE
WELFARE
HUMAN SUBJECTS
TOXIC SUBSTANCES „ „,, oim lcrTC ,wr,imr,rPOLICY ON PROTECTION OF RESEARCH SUBJECTS, i-Nctum•••,-
RESEARCH RISKS.

^i.Jir-ELIME-S;

7. RECORD SERIES FORMAT(S)

^ LETTER SIZE C MICROFILM

• LEGAL. SIZE • COMPUTER TAPE

• BDCUD BOOK • FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

D OTVCR( SPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHAJETICAL

O NUMERICAL

O CHRONOLOOICAL

n CEOCRAPHICAL

0 OTHER(SPECIFY)

VOLUME

FILE DRA«ER(S)

D MICROFILM REEL(S)

O COMPUTER TAPE(S)
H U * * B E * o OTHER;SPECIFY)

10. ANNUAL ACCUMULATION

C FILE DRAWER(S)

s£^y D MICROFILM REELiS,

IGUfcCT C COMPUTER TAPE;S )

~ rrrvirp(c;PFCiFY)

I 1 . FILE IS USED

C DAILY BJ WEEKLY C MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

C MONTHIS] YEARIS]

1 3 . CURRENT L O C A T I O N ( S ) (BLDC. .FLOOR. ROOM )

ELKINS BLDG.V 1ST FLOOR

14. IS RECORE SERIES DUPLICATED ELSEWHERE?

t I F Y M , sp-ectpv / .OKKCY OP O F F I C E ;
a YES % NO

I S . ACCESS RESTRICTIONS C YES 2 NO

( I F Y IB , CITK L A l i f ] & MOULATION(l)

NONE

I
i 16. AUDIT RETIREMENTS P

O NONE D STATE D FEDERAL C INDEPET^DENT

17 . IS AN INDEX SYSTEM USEDT (IF Ylf.U^UIN

BTIKFLY AKD CIICKIIE ANY KARBI ARt/ 8OPTIAU I
1 8 . RECOMMENDED RETENTION

O YES NO ?
0

PERMANENT

IJ. NAME AND TITLE OF PREPARER

DOREEN n. BOWSEREXEC. ADMIN. AIDE 202 543-7365

2 I . DATE

FEBRUARY 11^. -1392

DCS 330-4 (REVISED 2 / 8 7 )



INSTRUCT I CfiS • -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

R E V I S E S RECORD S E R I E S . FORWARD

WITH RECORDS RETENTION SCHEDULE

(QfiS 5 3 0 - t

OEFARTMEJvTT OF GENERAL, SERVICES

RECORDS MANAGEMENT D I V I S I O N

7 2 7 1 WATERLOO ROAD

P . O . BOX 2 7 5

J E S S U P . MARYLAND 2 0 7 9 4

AGENCY

PACE ^ c r ^

ARTMENT /' AGENCY 2. DIVISION

oYSTEM OFFICE

, J . UNIT

IRES. & FEDERAL RELATIONS
DEFINITION •RECORD SERIES-* a * O U F O r " * * - * T 1 t D « « * » » NOWALLY FILKD AHC UtID AS A WHIT POX

WrtWgWCI AB Wgl-t. AB WKTKNTION AND DIBPO8 1TION ruBFB8E«

4 . RECORD SERIES TITLE

RESEARCH FUNDING SYSTEMS
• . RECORD SERIES DESCRIPTION i B I I I K r u T M I M I I I TMK TYF«B OF INPOMUTI ON / DOCU¥eNTI / FORM FOUND

IN THE SERIES. INCLUDE TKK PURPOSE OK FUNCTION Or TH( I I P 1 C I

REGULATORY SYSTEMS (FED., STATE AND UNIVERISTYO

POLICIES RE SCIENTIFIC INTEGRITY, CONFLICT OF INTEREST, MISCOND.INCT

^
-A

7. RECORD SERIES FORMAT(S)

O\XTTER SIZE D MICROFILM

*

LEGAL SIZE • COMPUTER TAPE

BOCND BOOK O FLOPPY DISK

O AUDIO TAPE G VIDEO TAPE

Q OTVER(SPECIFY)

e. RECORD SERIES SEQUENCE

1° ALPHABETICAL

0 NUMERICAL

C CHRONOLOGICAL.

Q GEOGRAPHICAL

C OTHER(SPECIFY)

VOLUME

/
NUMBER

jyyiLZ DRA»ER(S)
Q MICROFILM REEL(S)
• COMPUTER TAPE(S )
Q OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION

^ D FILE DRAWER!S)
^ Y O MICROFILM REEL(S

fiTJHSpT ° COMPUTER TAPE ( S )
C nrviFPl ̂ srr i rv \

I I . FILE IS USED

° DAILY aQiEEKLY D MONTHLY

1 2 . FILE BECOVES INACTIVE AFTER
O MONTH(S) O YEAR(S)

U . CURRENT LOCATION(S) ( BLDC.. FLOOR. ROOM )

ELKINS BLDG,

14. IS RECORD SERIES DUPLICATED ELSEWHERE T

(lF YCBy IPCCIPV /.OtKCT ON OFFICE)
• YES « NO

1 5 . ACCESS RESTRICTIONS a YES o NO
( I F YKB, CITE L A * ( s ) * NKOUUATION(B

NONE

01 6 . AUDIT REQUIREMENTS

Q NONE D STATE D FEDERAL 0 INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( I F V C I . U ^ L A I N

• RIKFLY AKD DIICHIK ANY HAROlARe/SOFTIAU i

Q YES NO ?
0

I 8 . RECOMKENDED RETENTION >

GOVERNMENT REGS, AND STATUTES
(REVIABLE) TWO YEARS CURRENT

A^r /A/ 3/er/as4jef

It. NAME AND TITLE OF PREPARER

DOREEN-BOWSER •
EXEC."ADMIN. AinF

2 0 . TELEPHONE NUMBER

501 853-3700
2 I . DATE

EB. 11 , 1932

DOS 5S0-4 (REVISED Z/S7)



INSTRUCTIONS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DGS 8B0-1)

DEPARTMENT OF CCNERAL SERVICES

RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD

P.O. BOX Z78

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY-

I. DEPARTMENT/AGENCY

UMS
2 . DIVISION

SYSTEM OFFICE
3 . UNIT

RES. & FEDERAL RELATIONS"
DEFINITION-RECORD SERIES-* ° * O U F O r »«I-ATKD RECORDS NORMALLY FILED AND UIID AS A UNIT FOR

m p t w a c i A9 HELL AS nrriNTiow AND D I S P O S I T I O N PURPOBEB

4. RECORD SERIES TITLE

TECHNOLOGY TRANSFFR
«. RECORD SERIES DESCRIPTION {BRIEFLY DESCRIBE THK TVPKB OP I NPOniAT I ON / DOCUMENTS/ POIWS POUNO

IN THE SERIES. INCLUDE THE PURPOSE OK FUNCTION OP THK IKPtei]

I FILES INVOLVING TRANSFERRING UNIVERSITY KNOWLEDGE INTO COMMERCE, INCLUDES
POLICIES, SUPPORTING BACKGROUND INFORMATION AND CORRESPONDENCE

FUNCTION IS TO CREATE A WORKING RELATIONSHIP BETWEEN BUSINESS, INDUSTRY

AND GOVERNMENT,

7. RECORD SERIES FORMAT(S)

IX LETTER SIZE O MICROFILM

Q LEGAL SIZE O COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

a OTHER(SPECIFY)

6. RECORD SERIES SEQUENCE

X# ALPHABETICAL

• NUMERICAL

D CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9 . VOLUME ,

o ^ F I L E DRAWER(S)
y , ° MICROFILM REEL(S|
^ . ° COMPUTER TAPE ( S f

M U M B K " Q OTHER(SPECIFY)

I 0 . ANNUAL ACCUMULATION

/ H FILE DRAWER(S)
y j O MICROFILM REEL(S)

NU&EII D COMPUTER TAPE(S)
O

I I I . FILE IS USED

° DAILY t^ WEEKLY D MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

NUMBER
a MONTH(S) D YEAR(S)

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

ELKINS BLDG., LST FLOOR, FILES IN D.C.
14. IS RECORD SERIES DUPLICATED ELSEWHERET

t l P V t S , SPECIFY /.OCKCT OR O P P I C K )
D YES O NO ?

IS. ACCESS RESTRICTIONS Q YES D NO

I IF Y«B, CITK LAW(S) * RKOULAT ION( S)

NOMF •

16. AUDIT REQUIREMENTS ?
D NONE n STATE CI FEDERAL ' • INDEPENDCNT

1 7 . I S AN INDEX SYSTEM USEDY ( I F Y K B . U Y L A I N

BRIKFLY AKD DIICRIU ANY HARDIARC/ SOFTWARE )
18. RECOMMENDED RETENTION

<=> YES a NO ? QUESTIONABLE AT THE PRESENT TIME.

?

19. NAME AND TITLE OF PREPARER

)OREEN M. BOWSER
:XEC. ADMIN. AIDE

20. TELEPHONE NUMBER

301 853-3700
?0? S45-78G5

2 1 . DATE

DCS 350-4 (REVISED 2/87)

__



INSTRUCT! OTIS- ' TYPE OR PR I NT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(Bflfi B80-I)

ARTMENT/AGENCY

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

SYSTEM O F F I C E

AGENCY RECORDS INVENTORY

3. UNIT

RES, & FED. RELATIONS
DEFINITION-RECORD SERIES A OROUF OP RELATED RK

REPCRENCC AS WELL. AS

CORDS NORMALLY FII_EO AND UtID AS A UNIT FOR

RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

PUBLICATIONS
5. EARLIEST YEAR/LATEST YEAR

ONE YEAR TO 1991

«. {RECORD SERIES DESCRIPTION

FEDERAL REGISTER
CONGRESSIONAL QUARTERLY
NIH GUIDE
SCIENCE & GOVERNMENT REPORT
CONGRESSIONAL YELLOW BOOK
FEDERAL YELLOW BOOK
CONGRESSIONAL MONITOR

•RIKPLY DESCRIBE
•IN THE SERIES.

PUBLICATIONS HAVE ONE

THE TYPES or INPORUATI ON/DOCUMENTS/PORMS POUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SBP1ES)

FUNCTION: INFORMATION RELATED TO
CURRENT HEARINGS,-BILLS, SENATORS AND'
REPRESENTATIVES AND FEDERAL AGENCIES.

LATEST SCIENCE REPORTS

GRANT POSSIBILITIES

YEAR SHELF LIFE
p5^

[0-/*

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

^^LEGAL SIZE • COMPUTER TAPE

^•PBOUND BOOK D FLOPPY DISK

• AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

G GEOGRAPHICAL

D OTHER(SPECIFY)

9 . VOLUME

^ O FILE DRAWER(S)
~6 . O MICROFILM REEL(S)

/p/i/)Ac£Jt-2g COMPUTER TAPE(S)
N U M B " D OTHER( SPECIFY)

10. ANNUAL ACCUMULATION

D FILE DRAWER(S)

j ^ " " ^ O MICROFILM REEL(S]

RTJ»¥ET O COMPUTER TAPE(S)
• OTMFPI^PTriFYl

I I I . FILE IS USED

BypAlLY X Q WEEKLY O MONTHLY

I Z * FILE BECOMES INACTIVE AFTER £ ?

n MONTH(S) 1 D YEAR(S) &
NUMBER

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

ELKINS BLDG. P.P.. flFFTTF

14. IS RECORD SERIES DUPLICATED ELSEWHERET
I IP YES, SPECIFY /.OENCT OR OFFICE)
Q YES H NO

13. ACCESS RESTRICTIONS • YES • NO

YES, CITE LAW(s) & REOULAT ION( S )N0ffE
16. AUDIT REQUIREMENTS f

O NONE G STATE ° FEDERAL 0 INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p VKS.E37LA1N

BRIEFLY AND DESCRIBE ANY KARDIARC/SOFTWARE )
18. RECOMMENDED RETENTION • X

Q YES • NO '? ONE YEAR ONLY

1 9 . NAME AND TITLE OF "'pREPARER
DOREEN M. BOWSER
hXEc... ADMIN,, AIDE

20. TELEPHONE NUMBER

301 853-3700
202 543-7365

2 I . DATE

:EBRUARY 11, 1992
DCS SSO-4 (REVISED 2/87)



I f< STRUCT ICT;S • -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SEft IES. FORWARD
WITH RECORDS RETENTION SCHEDULE

(Dos flso-i;

DEPAfi.TME.NT CF <i£LNT HAL SERVICES

RECORDS MANAGEMENT D I V I S I O N

7271 WATERLOO ROAD

P.O. BOX Z7S

JLSa.JP. MARYLAND 2 07 94

"Ji.lv. i ta — w' ' * - -

PACE / V OF /~O

\ . DCFARTMENT/ACCHCY

UMS
2. DIVISION

SYSTEM nPFirF

3. LMIT

RES, AND FED, RELATIONS'

CEFINITION-RECORD SERIES-
A aiieur or RMLJITKD RICORDI NomuLLr fiLio AMC utic A« A UNIT FO»

mrewnci A» wen, A* wrnwTicw AMO OIBPOBITION yuwpoaga

RECORD SERIES TITLE

COMMITTEE FILES
, tR IIPLT Dt lCRI I I THK TYPES Or INPOmtATION/OOCUMCNTIlfOnif POUND

I . RECORD SERIES DESCRIPTION ( ' **
IN THE SERIES. • INCLUDE THE ruRCOIC OH FUNCTION OF THI •KPTIEtl

SPONSORED RESEARCH ADMINISTRATORS GROUP
ACADEMIC AFFAIRS COMMITTEE
-INANCIAL AID DIRECTORS GROUP
-EDERAL RELATIONS COUNCIL
-EDERAL RELATIONS OFFICERS GROUP
INTELLECTUAL PROPERTY GROUP
YMI.GQ& £AD. HGG.-.G.RQ.UP.S ,... S
NEETING INFO. INCLUDING MINUTES, AGENDAS.

7. RECORD SERIES FORMAT(S)

a LETTER SIZE ° MICROFILM

Q LEGAL SIZE • COMPUTER TAPE

• BOLND BOOK O FLOPPY DISK

• AUDIO TAPE & VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SE

H ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

D GEOGRAPHICAL

C OTHERI SPECIFY)

t. VOLUME

FILE DRAWER(S)
yy A a MICROFILM REEL(S)

-^>J2^U COMPUTER TAPE(S)
N U M B C I 1 C OTHER! SPECIFY)

10 . ANNUALAL ACCJJrfULAT

^^CFILE DR#

RuBRf

LTION

DRAWER;s)

• MICROFILM REEL(S]
C COMPUTER TAPE(S)
C nnffB(«;PFriFY)

I 1 . FILE IS USED

O DAILY
BI WEEKLY
Q WEEKLY

! I 2 * FILE BECOKCS INACTIVE AFTER

O MONTHLY O MONTH(S] C YEAR(S)

13. CURRENT LOCATION(S) (BLDC. .FLOOR.ROOM )

ELKINS BL.DG.1ST FLR.

1 4 . I S RECORD SERIES DUPLICATED ELSEWHERET
t IP Y t i ^ l P f C l F T /.OEKCT OB OFFICE)

a YES O^NO

13. ACCESS RESTRICTIONS C YES C NO
(ir rts, CITE LA*(•) * KIOULATIONII!

NO

1 «., AUDIT REqu I REMENTS ?
Q NONE E STATE O FEDERAL D INDEPENDeNT

17 . IS AN INDEX SYSTEM USEDT ( |p Y¥• . RXPl_A IN

• nllFLY AKD DI ICRIK ANY HARDIARt/ BOFTIARI )

Q YES O NO 7
1S. RECOMMENDED RETENTION

TWO YEARS

t »-. NA>C AND TJLTLE OF PREPARED
DOREEN FT. BOWSER
EXEC, ADMIN. AIDE

Z0. TELEPHONE NUMBER

301 853-3700
202 543-7865

2 1 . DATE

FEB. 11, 199Z
!>&S 5S0-4 (REVISED Z/«7)


