DGS DEPARTMENT OF CENERAL SERVICES SCHEDULE
"§%0-1 Records Moregemant Division No.
REV. 7/s¢ 1456
PAGE
NO.
RECORDS RETENTION AND DiSPOSAL SCHEDULE 1 of 1
Department of Transportation .
Motor Vehicle Administration Planning & Facilities Development Division
AGENCY DIVISION
Jtem | .
No.' Description _Retention
1 | BRANCH/EXPRESS OFFICES

Purchase background information for all Branch/Express Retain for (3) years,

MVA Offices. transfer to Records Manage#
ment Center for (7) years,
then destroy.

2 DEEDS, Etc.

Documents of Department of Transpbrtation/Motor Establish as permanent

Vehicle Administration Property Ownership, Facilities |series; transfer

Agreements, Certificates of Participation, Substantial] periodically " to

Completion Certificates State archives.

3 ;T__._EASES

Leases, Board of Public Works (BPW) Item Numbers Retain in office (10) years
beyond lease expiration
date and then destroy.

4 BLUE PRINT FILE

Plans/Blue Prints/Deeds of Department of Transporta- Retain until reference

tion/Motor Vehicle Administration Oroperty Ownership value ceases & then destroy].

of current & past projects.
5 QUARTERLY BUDGET UPDATES FOR MVA OFFICES

Consolidated Transportation Program (CTP) Retain for (3) years,

State Transportation Report (SRT) transfer to Records

Comprehensive Work Schedule (CWS) Management Center for (7)

: years, then destroy.
6 GENERAL ADMINISTRATIVE FILE

Correspondence, reports, memoranda, and miscellaneous | Retain for (3) years,

materials which reflect the routine operations of ‘then screen & destroy all

this office. material not needed for
conduct of business.

Schedule _Annvod by Donmnv_w,
Agency, ot Division Representative

Schedule Authorl z0d by
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INSTRYCT QRIS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

‘REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE
550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOX 2758
JESSUP, MARYLAND 2079%4

PAGE l__OF _g

1. DEFARTMENT/AGENCY °

Motor Vehicle Administration

2. DIVISION Planning &

Facilities Development Division

UNIT
Same as #2

A GROUP OF
REFERENCE AS WELL AS RETENTION AND DISPFOS

DEFINITION-RECORD SERIES-

RELATED RECORDS NORMALLY FILED

Af:. RECORD SERIES TITLE
. BRANCH/EXPRESS OFFICES

1TION PURPOOED

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1986 TO 19972

6. RECORD SERIES DESCRIPTION (
‘3

THE SERIES.

BRIEFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTB/POM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE IBP'IES)

Purchase background information for all Branch/Express MVA Offices

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
X LETTER SI1ZE O MICROFILM 8 ALPHAEETICAL % FILE DRAWER(S)
O MICROFILM REEL(S)
GAL SIZE 0O COMFUTER TAPE 0 NUMERICAL 9 O COMPUTER TAPE(S)
NUMEER § orpER(SPECIFY)
BOOK O FLOPPY DISK O CHRONOLOGICAL
0 Q a
AUDIO TAPE VIDEO TAPE GEOGRAPH I CAL 10. ANNUAL ACCUMULAT ION
0 OTHER(SPECIFY) O OTHER(SPECIFY) - ® FILE DRAWER(S)
O MICROFILM REEL(S)
nﬁ&égﬁ'ﬂ COMPUTER TAPE(S)
O OTHER(SPECIFY)
!“' FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O pAILY B WEEKLY O MONTHLY 3 O MONTH(S) 8 YEAR(S)
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
Motor Vehicle Administration tir yms, sPECIFY raency or orrice)
Room 224 B YEs O Nno DGS/MDOT
15. ACCESS RESTRICTIONS 0OYEs O(NO 16. AUDIT REQUIREMENTS JRp——
{1r ves, c1TE LAwW({S) & REGULATION(S) i T f\”‘ﬁ“ 1
0 NONE 8§ STATE 30 FEDERAL"‘B INBEPENDENT
3 :
17. IS AN INDEX SYSTEM USE o ED: t
DT (1r vEs.EXPLAIN 18. RECOMMENDED RETENTION, we i
BRIEFLY AND DESCRIRE ANY HARDRARE/SOFTWARE ) , T \
i Retain for (3)§years, transfer to Records
0 YEs & No Management Center for (7) years, E?ena
destroy. ;::;j‘ ez
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Lucy Doelle
Administrative Aide 787-7894 7/16/92

DGS 550-4 {REVISED 2/87)




' INSTRVCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

'"REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
S 550-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BOoX 2738
JESSUP, MARYLAND 207%4

PAGE _2 OF §

1 . DEFARTMENT /AGENCY

2. pivislion Planning &
Facilities Development Division

3. UNIT
Same as #2

Motor Vehicle Administration
DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WBELL AS RETENTION AND DIlSPFOS

‘.[ 4. RECORD SERIES TITLE
' DEEDS

ITION PURFOSER

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1986 To 1992
——

| 6. RECORD SERIES DESCRIPTION (

Property Ownership

‘tN THE SERIES.

BRIKFLY DEBCRIBE THE TYPES OF INPOMTION/DOCMNTBIFOM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE ixmzs)

Documents of Department of Transportation/Motor Vehicle Administration

7. RECORD SERIES FORMAT(S)
O LETTER SIZE O MICROFILM

’.sau. S1ZE 0O COMFUTER TAPE
. BOUND BOOK

0O AUDIO TAFE

O FLOPPY DISK
0 VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
B ALPHAEETICAL
0 NUMERICAL
O CHRONOLOGICAL

§. VOLUME
¥ FILE DRAWER(S)
0O MICROFILM REEL(S)
O COMPUTER TAPE(S)

NUMBER D oTHER(SPECIFY)

0 GEOGRAPHICAL
O OTHER(SPECIFY) .

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)

O MICROFILM REEL(S}

RUKEER C COMPUTER TAPE(S|
None g mg('sprcn‘nq

| 11 piLe 1S useD

X DAILY 0 WEEKLY

O MONTHLY

_niithy

§12. FILE BECOMES INACTIVE AFTER
0 MONTH(S)

0 YEAR(S)

u

-

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
Motor Vehicle Administration
Room 224

t1r vyes, sPECiry raEncy Or oOFrice)
OYES £ NoO .

15. ACCESS RESTRICTIONS Q YES & NO
{1 vyEs, ci1TE LAR({B) & REGULATION(S)

16. AUDIT REQUIREMENTS

0 NONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (Ir YES.EXPLAIN
BRIEFLY AKND DESCRIBE ANY HARDBARE/SOFTWARE )

18. RECONMMENDED RETENT ION

. Retain permanently 7, EHAS7EES
OYEsS B No %‘ﬁéﬂ/{/ﬂf LY TO TS (ﬁwf
eV ES:
18. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

Lucy Doelle
Administrative Aide

787-7894

7/16/92

DGS 550-4 (REVISED 2/87)




INSTRUCT 1GNNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

‘REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

CEPARTMENT OF CENERAL SERVICES | AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 2753
JESSUP, MARYLAND 20794

PAGE _3 OF 6

_‘ 580-1)

1. DEFARTMENT /AGENCY
Motor Vehicle Administration

2. pivision Planning & s. UNIT
Facilities Development Division Same as #2

DEFINITION-RECORD SERIES-? 9ROVF

OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

( 4. RECORD SERIES TITLE
3 LEASES

REFERENCE AS WELL AS RETENTION AND nlarosrllgu_gnnggx:n,
S ' 5. EARLIEST YEAR/LATEST YEAR

1986 _ TO _1992

| 6. RECORD SERIES DESCRIPTION (

BRIKFLY DESCRIBE THE TYPES OF INFORMAT! ON/DOCMNTE/ FORMS FOUND

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

Leases, Board of Public Works (BPW) Item Numbers

7. RECORD SERIES FORMAT(S)
O LETTER SIZE 0 MICROFILM
GAL SIZE U CQMFUTER TAPE

BOOK 0O FLOPPY DISK
0O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME
' ¥ FILE DRAWER(S)
O MICROFILM REEL(S)
O NUMERICAL 1 O coMPUTER TAPE(S)
NUMBER 0 oryrp(sPECIFY)

B ALPHAEETICAL

O CHRONOLOGICAL

a OGRAPH I CAL
GE ! 10. ANNUAL ACCUMULAT ION

O OTHER(SPECIFY) N X FILE DRAWER(S)
O MICROFILM REEL(S)

1/4
mma/gﬁ' 0O COMPUTER TAPE(S)
0 OYHER(SPECIFY)}

| 1. pye 15 useD
Q pAILY B wEEKLY

12. FILE BECOMES INACTIVE AFTERexpir.dat?egge

o Y _RUNMBER 0 (séReplagggtaf{E,new lease)

o

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

Motor Vehicle Administration
Room 224

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

t1® vyes, sPpeciry raency or orrice)
R YES O No Dept.of General Services

15. ACCESS RESTRICTIONS O YEs
{1r vyEs, cI1TE LAW|(S8) & REGULATION|S)

@ NOo 16. AUDIT REQUIREMENTS

O NONE § STATE O°FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM :
USED? (1r YES.EXPLAIN 18. RECGOMMENDED RETENT ION

BREIEFLY AND DESCRIEE ANY HARDUARE/SOFTWARE )

Ovyes @ NO

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

19. NAME AND TITLE OF PREPARER

Lucy Doelle
Administrative Aide

20. TELEPHONE NUMEER 21. DATE

787-7894 7/16/92

DGS 550-4 {REVISED 2/87)

“




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

REVISED RECORD 'SERIES . FORWARD

DEFPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Motor Vehicle Administration

Facilities Development Division

¥WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 pace 4 or ©
{ 350-1) JESSUP, MARYLAND 20794
1. DEFARTMENT/AGENCY 2. pivision Plannning & 3. WNIT

Same as #2

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

DEFINITION-RECORD SERIES-

{4. RECORD SERIES TITLE
) BLUE PRINT FILE

AND USED AS A UNIT PFOR

© .
5. EARLIEST YEAR/LATEST YEAR

1960 TO _1992

SRIKFLY DESBSCRIBE THE TYPES OF INFORHATION/DOCUNENTS/PORM’ FOUND

6. RECORD SERIES DESCRIPTION (
‘IN

THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEF1ES )

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

7. RECORD SERIES FORMAT(S)
0O LETTER SI1ZE O MICROFILM

GAL SIZE O COMFUTER TAPE

BOUND BOOK U FLOPPY DISK
O AUDIO TAPE 0O VIDEO TAPE

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
0 NUMERICAL

O CHRONOLOGICAL,

VOLUME

XJ FILE DRAWER(S)

O MICROFILM REEL(S)
_]_Q__“_ O COMPUTER TAPE(S)
NUMBE

o

OTHER(EPESIHéht

{12ea) racks -

2

0 GEOGRAPHICAL

ANNUAL ACCUMULAT ION
g FILE DRAWER(S)

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

0 OTYHER(SPECIFY)

O YEAR(S)

0 OTHER( SPEC I FY ) O OTHER(SPECIFY) .
2'6"x 3'6" By name 1
| 11. gie 15 UseED 12. FILE BECOMES INACTIVE AFTER
£ bAalLY O WEEKLY O MONTHLY N&E 0 MONTH(S)

9
1

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

Motor Vehicle Administration

14.
tir ves,
B YES O No

1S R.ECORD SERIES DUPL ICATED ELSEWHERE?
SPECIFY 2.GENCY OR OFFicE)

Varies W e

Room 224 o .
" T [
15. ACCESS RESTRICTIONS O YES GNoO 16. AUDIT REGUIREMENTS i<* "
(1" vyES, CITE LAW|(8) & REGULATION(S) :
' O NONE O STATE 0O FEDERAL 0O INDEPENDENT
17. IS AN INDEX SYSTEM USE B
DT (1F vES.EXPLAIN RECOMMENDED RETENT ION

BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE )

gyYEsS § NO

Retain until, reference .value ceases and
then destroy o

19. NAME AND TITLE OF PREPARER

Lucy Doelle
Administrative Aide

20. TELEPHONE NUMEER

787-7894

21. DATE

R A ‘\.
'

7/16/92

DGS 550-4 (REVISED 2/87)




D INSTRUCTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7273 WATERLOO ROAD

1. DEFARTMENT/AGENCY

Motor Vehicle Administration

Facilities Development Division

WITH RECORDS RETENTION SCHEDULE P.O. BOX 273 pAGE 5 ' oF 6
( 580-1) JESSUP, MARYLAND 20794
2. DIVISION Planning & s. WNIT

Same as #2

A GROUP OF RELATED RECORDS NORMALLY F!LED
REFERENCE AS WELL AS RETENTION AND DISPOS

DEFINITION-RECORD SERIES-

! 4. RECORD SERIES TITLE

; QUARTERLY BUDGET UPDATES FOR MVA OFFICES

AND USED AS A UNIT FOR

ITION PURPOSER

5. EARLIEST YEAR/LATEST YEAR
1986 TO 1992

BRIEFLY DESCRIBE THE TYPES OF INFOMTION/DOCMNTBIPOM FOUND

6. RECORD SERIES DESCRIPTION |

‘4N 'FTHE SERIES.

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

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES)

7. RECORD SERIES FORMAT(S)
X LETTER S1ZE O MICROFILM
GAL SIZE O COMFUTER TAPE
BOUND BOOK O FLOPPY DISK

0 AUDIO TAPE 0O VIDEO TAFPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE #. VOLUME

0O ALPHAEETICAL
0 NUMERICAL
£ CHRONOLOGICAL

8 FILE DRAVER(S)
0O MICROFILM REEL(S)
1/2 O COMPUTER TAPE(S)
'“”‘“.“ O OTHER(SPECIFY)

O GEOGRAPHICAL

O OTHER(SPECIFY) -~

10. ANNUAL ACCUMULATION

X0 FILE DRAWER(S)
6 O MICROFILM REEL(S)
nﬁaggﬁ'ﬂ COMPUTER TAPE(S|)
O OTHER{SPFCIFY)

| 31 pree 1s useD

12. pF1LE BECOMES

INACTIVE AFTER

' O DAILY O{ WEEKLY O MONTHLY o O MONTH(S) ¥ YEAR(S)

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
Motor Vehicle Administration &" 7536 ”EC'IE)““B"C* or orrice)
Room 224 YES ONO M gpﬂw_ﬂ,_ﬂ_w" &

PR T 0
15. ACCESS RESTRICTIONS O YES 8 No 16. AUDIT REQUI
(1" vyES, ciTE LAW(S8) & rREGuULATION(S) i
O NONE § STATE O FEDERAL O INDEPENDENT
T P, .
‘ ' }
7. 1S AN INDEX SYSTEM . B
! USEDT {1rF ves.mXPLAIN 18. RECOMMENDED| RETENT ION

BRIEFLY AND DESCRIBE ANY HARDIARE/ SOFTWARE }

O vEs X NO

Retain for

1

. ".>'1 B

%3) years,,transfer to

Records Management Center for (7) years,
then destroy.

-

19. NAME AND TITLE OF PREPARER

Lucy Doelle
Administrative Aide

20. TELEPHONE NUMEBER 21. DATE

787-7894

7/16/92

DGS 550-4 (REVISED 2/87)




INSTRUCTIQNS - -TYPE OR PRI A DEFARTMENT OF GENERAL SERVICES )
SEPARATE FORM FOR EACH :E:TOR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
.REVISED RECORD SERIES., FORWARD 7278 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 278
580-1) JESSUP, MARYLAND 20794 PAGE _6_OF o
1. DEFARTMENT/AGENCY 2. DIVISION Planning & 3. UINIT
Motor Vehicle Administration Facilities Development Division Same as #2

DEFINITION-RECORD SERIES.A OFOUP OF RELATED RKCORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS RELL AS RETENTION AND_DISFOSITION PURPOSESN '

{ 4. RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

‘ GENERAL ADMINISTRATIVE FILE : 1986 > TO 1902

BRIKFLY DESCRIBE THE TYPEKS OF INFORMATION/DOCUMENTS/FORMS FOUND
4N THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEF1ES)

{ 6. RECORD SERIES DESCRIPTION (

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

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

XLETTER SI1ZE O MICROFILM O ALPHABETICAL # FILE DRAWER(S)
. . 0O MICROFILM REEL(S)
GAL S1ZE U COMFUTER TAPFE O NUMERICAL O COMPUTER TAPE(S)

NUMBER 0 orypR(sPECIFY)

BOUND BOOK U0 FLOPPY DISK O CHRONOLOGICAL .
O AUDIO TAPE O a OGRAPH I CAL
VIDEO TAPE cE ! 10. ANNUAL ACCUMULAT JON
O OTHER(SPECIFY) O OTHER(SPECIFY) . Q FILE DRAWER(S]

O MICROFILM REEL(S)
RUKBER O COMPUTER TAPE(S)
0 oTHER(SPECIFY )

! 11. giLE 1S USED 12. FILE BECOMES INACTIVE AFTER
| R DAILY 0 WEEKLY O MONTHLY gnbgrr O MONTH(S) ¥ YEAR(S)

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
t1» ves, sPEciFry .saENCY OR OFFicE)

Motor Vehicle Administration
Room 224 @ YES D NO varies

15. ACCESS RESTRICTIONS O YES X NO 16. AUDIT moblngbms L e

_(lr YES, CITE LAW{8) & REGULATION(S)

OxNONE O STATE 0O FEDERAL 0O INDEPENDENT

e

17. 1S AN INDEX SYSTEM USED " 3 '
o EFLY AND T lir vms F’J/"-‘"" )| 18- mEcomENDED FETENTION
? ‘0 DESCRIBE ANY HARDBARE/SOFTWARE
. Retain for (3) years, then screen and
destroy all material not needed for conducl

0OYEs &X NO
of business.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Lucy Doelle
Administrative Aide 787-7894 7/16/92

DGS 350-4 (REVISED 2/87)




