DEPARTMENT OF GENERAL SERVICES
RECORDE MANAGEMENT DIVISION

Scheditle No.

RECORDS RETENTION AND DISPOSAL SCHEDULE 1487
Page 1 of 2
Agency Division/unit
Department of General Services Ba]t1more Public Buildings and Grounds
Item _
No Description Retantion
. Screen annually & destroy
1 General Correspondence material not used for current
A11 correspondence for Superintendent's Office, 2;;§§Z;VEZ’tﬁg]1%;iz;net§. R
files contain work requests, complaints, policy that 11155trategthe '
commeqdations, correspondence to other State deve]gpment of the agéncy
Agencies and general public. retain permanently for event-
. ual transfer to the MD State
2 Leases Archives.
Files includes leases for rental of retail Retain for 10 years then
space in the complex. destroy
Leases for parking lots.
3 Agreements
" Files includes parking agreements for use of Retain for 3 years then
State parking lots within the complex. destroy
4 Policies .
File includes rules and regulations, policies |Retain until superseded, then
for employees and buildings. destroy. Policies related to planning
historical developmentmaintain
5 Personnel Files pemantently, transfer to MSA.
Files include personnel records, grievances, Ré{;ﬁffof‘3”§e;;;; then
correspondence, etc. destroy.
6 Contracts
Files includes maintenance contracts, service Retain for 5 years then
contracts, and small procurement. destroy

Date

Title

Approved by Department, Agency,
or Division Ropresentative.

Siqnaéure \‘A;QUJ12~L()557>&5

Type Name

Cﬁﬁ

Date

Pau] Woods

Superintendent

Schedule Authorized by State
Archivist,

ek €. LT

AR 3 199

DG8 550-1 (Rev. 10/92)




DEPARTMENT OF GENERAL SERVICES Scheduls No. i
RECORDS MANAGEMENT DIVISION !
RECORDS RETENTION AND DISPOSAL SCHEDULE : 1487 {
(Continuation Sheet) ' Page 2 of 2 !
{
Iftem ;
No Desgcription Retention’ }
7 Capital Projects
Files include all capital projects for the State| Retain in office for 3 years,
Office Center. send to State Records Certer
for 7 years, then destroy.
8 Supply Purchases
Files include all requisitions, out-of-schedule | Retain for 5 years then destroy
requisitions, purchase orders, and inventories. '
9 Health and Safety Files
Files include accident reports, hazardous mate- Retain in office for 5 years,
rials specifications, physical examination send to State Records Center
reports, asbestos training and monitoring for 20 years, then destroy.
reports, etc.
10 Work Orders Requests Retain for 5 years then destroy

Files inciude service/routine, preventive,
emergency work orders, and estimates for
work requests.

. DGB 550-1A (Rev. 10/92) .

-




! 4. RECORD SERIES TITLXK

JUSTRMETICNSE. - TYPE OR PRINT A DEFARTMENT OF
BEPARATE FORM POR KnCH NEW OR | hecorss maacouat oivisrcs | AGENCY RECORDS INVENTURY
REVIEID RECORD SKRIES. FORMAND | 71YE WATERLOO RGAD
¥ITH RECORDS RETENTION SOREINLE P.O, BGX 278 1 10 °
(DG8 430-1) ] JESEUP, MARYLAND 20794 PA . oF
1. DEPARTMENT/AGKNCY 2. pIVISION 3. WNIT
General Services Balto. Public Bldgs. & Grds.
DEFINITION - RECORD m'.a‘ﬂ SROUP® OF AELATED REAORES NOMLL-V FlLED AND URSED A0 A UNIT FOR

| General Correspondence

ARPEKRENCE AS EELL AS RETENTIQN _ANG DISFOSITION PURFORES

3. EARLIKAT YKAR/LATEST YEAR
1987 ¢ 1992

N THE SERIES.

§. MECORD SERIES DERCRIPTION ‘lmnn.v DESCNIBR THE TYPES OF IKFORUATION/COCUMENTS /PORMUS POUND

INCLUDE THE FURPOSE AR FUNCTION OF THNE BEMIKS )

Includes all correspondence for Superintendent's Office,
files contain work requests, complaints, commendations,
correspondence to other State Agencies and general public.

7. RRECORD AERIES FORMAT(S)
K LxTTER 812X O MiCROFILM
Q LEGAL 812X O COMPUTER TAPK

O OUND 300K O FLOPPY DISK
O Auote TAPE O VIDEO TAPR

D omHER(&PECIFY)

8. RECORD BXRIRS SEQUENCK
Yo ALrHABETICAL
0 NUMER]CAL
0 CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPFECIFY)

VOL UMK
o e DRAVER(S )
3 C MICROPILM REEL(S)
Q COMPUTER TAPE(S)
“““""n OTHER({SPECLIFY)

9.

10, ANNUAL ACCUMULAT ION
FILE DRAWER(S)

L D MICROFILM REEL(S)
RUGPEN O COMPUTER TAPR(S)
0 orpeel awpetry |
“" PILE 1S usxn 12. FiLz BECOMES INACTIVE AS;:R o
K maiLy 0 wmay O MENTHLY O MONTH(S) YEAR(S)
1 NIUERR: - ‘
! 13. CURRRNT LOCATION(S) {M.DG,,FLOOR, NOOK) 14. 1% RECORD SERIES DUPL ICATED ELAYWHERE?
301 W. Preston St. - Room M-6 g::!;:-, ;;:cxrv AcENCY OR oPFicE)
153. ACCERE REETRICTIONS e vxs % NO 16, AUDIT REQUIREMRNTS
(1w vme, aive Law{s) & REOULATION(S)
S NenE O STATE O FEDERAL O INDEPENDENT
17. 18 AN INDEX SYSTEM USEO?
Liw vmmxpLAIN RECOMMENDED RETENT 16N

BEIEFLY AKD DENGRIBN ANY HARDRARK/SUFTWARE)

Lyes 0 no
Files are filed alphabetically

Screen annua]ly and destroy that
material no longer reeded for current
business. Maintain permanently and send
to the MSA only material pertaining to
the polices & planning of development of

+ GO Ga

19. NAME AND TITLE OF PREPANER
Gilda Costantino

Administrative Aide

0,

225-4409

TELEFHONE NUMEER

LZRASINA= RS A=1 LAV A0

11. DATE

12/30/92

DGS 380-4 (REVISED 2/87)




JUBRTRWETICHE  *TYPE OR PRINT A DEFARTMENT OF GENKRAL SERV]
BIPARATE FORM FOR KACH NEW OR REGORDS MANAGIDXENT x:mmnc:::ul AGENCY RECORDS INVENTORY
REVISED ARCORD SERIES. FORMARD | 78Y3 WATEMLOO NGAD ‘
. ¥ITH RECORDS RETENTION SCMEDULE P.O, HOX 278 9 10
(DG8 330-1) . JESSUP, MARYLAND 30704 PAGE S OF
1. DEPARTMENT /AGENCY 1. DIVISION 1. UNIT
General Services Balto. Public Bldgs. & Grds.
DEFINITICN + RECORD ml-“‘ SROuUr oF RELATED REGOADSY NORMALLY FliLED AND USED A A UNIT FOR
[ ARFERENCE A4 NELL AS RRTENTIGN ANG DISFRSSITION PUNPOUES .
| 4, RECORD SERIZS TITLX = ' 5. CARLIEST YKAR/LATEST YEAR -
. Leases 1983 o 1992

| 6. MECORD SENIES CZRENIPTION ‘llllPl..'l DESCNIBR THE TYPES OF INFORLUATION/DOGUMENTS /PORME POUND
IN THE SERIES. INCLYDX THE FURPOEE &R FUMCTYION OF THK SERIED)

Files includes leases for rental of retail
space in the Complex.

7. RECORD SENIES FORMAT(S) §. RECOMD SXRIRS SEQUEINGK 1. VoL

§ LETTER 812X O MICROFILM  J—— d yire omaven(s)
‘ B LEGAL B1ZX O CaMPUTER TAPX Q NUMERICAL, 4 g :m,z:?‘;’

O pOUND BOOK O FLOPPY DISK O CHRONOLOGICAL FURNEY o omian(speciry)

0 AUDIO TAPE O VIDEO TAPE O GEOGNAPHICAL

10, ANNMUAL ACCUMULAT ION
O oTHER(SPRCIFY) O oTrER(sSrxcirFY) X FILE DRAVER(S)

1/3 DB MICROFILK MERL(8)
ROXWEN O commuTER TAPE(SI/

"'ix

nwan
! 1. piix 18 vexn 12. pILE BECOMES INACTIVE AFTER
2 palLy 0 wmmay O MONTHLY ATREKE O MoNTH(S) ‘Xm(') 10
! 13, CURRENT LOCATION(S) {BLDG.,FLOOR, ROGM} 14. I% RECORD SERIES DUPL ICATED PZLAEWHERE?
A t1P vem, sPrciPY AgEney or orrice)
301 W. Preston Street - Room M-6 8 yka © No (ffice of Real Estate
13. ACCESS RENTRICTIONS oves Zno 16. AUDIT REXQUIREMENTS

{tw v, aivm Law{s) & AmouLATION(S)
O nenk ) STATE 0O PEDERAL O INDEPENDENT

17. I8 AN INDEX SYSTEM UFER? {((» YES RXPLAIN

HIKFLY AKD DENGRISN ANY HARSRARE/Sorrwanx)| 'b¢ [COMMENDED RETENTIGN

Xyzs O nNo

Filed alphabetical 10 years then destroy
15, NAME AND TITLE OF PREPARER 20, TELEPHONE NOGER i1. DATE

Gilda Cestantine

Administrative Aide 225<4409 12/30/92

DGS §30-4 (REVISED 2/87)

lf




JUSTRLETLONE - TYPE OR PRINT A
BEPARATE FORM FOR EACH NEW OR

REVIEID RECORD SERIES. FORWAND
¥ITH RECORDS RETENTION SOEDULYX

DEFARTMENT OF GENKRAL SERVICES
RECOROS MANAGEMENT DIVISION
7RYS WATERLOO NGAD

AGENCY RECORDS INVENTORY

General Services

P.0, IOX 273 3 1
(DG8 B30-1) JKSEUP, MARYLAND 20704 PAGE . OF
1. DEPARTMENT /AGENCY 2. DIVISION

Balto. Public Bldgs. & Grds.

3. UNIT

PEFINITION -RECORD SKRIES+" PNOUP OF AKLATED REQORES NORMALLY FILID

ga. RECORD SERIES TITLX
., Agreements

ARFERENCKE AS WELL AS RETENTIQN ANGD DISPOSITION FURFOIES

AND USED A® A UNIT FOR

[UUSN R

| 6. AECORD SENIES CEMCRIPTION (FRIEPLY ERSCNIBE THE TYPES OF INFORUATION/DOCUMENTS /FORMS POUND

N THE SERIES.

within the State Office Complex.

Files includes parking agreements for use of State parking lots

INCLYPE THE FURFPAEE SR FUNCTION OF THE SEMITT |

7. RRCORD SKRIES FORMAT(S)

X LevTER s1zx C MicmorILM

O LEGAL BIZX O COMMUTER TAPX
O BOUND BOOK O FLOPPY DISK

C A0 TAPE O VIDED TAME
O OTHER(SPRCIFY)

8. RECORD BEXRIRS STGUENCK
& aramTica
Q NMERICAL,
0 cHRONOLOGICAL
O GEOGNAFHICAL
O omER(ErECIFY)

9. VoL
8 FiLE DRADER(S)
C MICROFILM REEL(S)
O coOMPUTER TAPE(S)
" O OTHER(SPECIFY)

1/3

10, ANNUAL AGCCLMULAT 10N
8 FILE DRAWER(S)
0 MICROFILM MEEL(R)
ROMPEN O COMPUTER TAPE(S)

0 _coos appciwyy
| 13 piLz 18 vame 2. riLz PECOMES INACTIVE AFTER
9 paILY 0 wmay K oy O MoNTH(S) # year(s) 3
1 1001 14

! 13, CURRENT LOCATICN(S) {RLDG,,PLOOR, AOGM}

301 W. Preston Street - Room M-6

14. I% RECORD SERIES DUPL ICATED ELSEWYHERE? H

t1P vem, seEeiPY AgENGY OR OrricE])
Ovxs BNO :

13. ACCKSS PUETRICTIONS Gws 0 no
lir vas, aivu raw{s) & AxouLariOn{a)

16, AUDIT REQU]REMENTS

ONeNE O STATE O FEDERAL O INDEPENDENT

17. I8 AN INDEX SYSTEM USED? (1r YRS RXPLAIN
BLIEFLY AKD ORSCRINN ANY MARDRARR/SOFTWAAK)

Cyxs 0O nNo
Filed alphabetical

1§, PFECCMMENDED RETRENT ION

3 years then destroy

19. NAME AND TITLE OF prmranEhR 20, TELEFHONE NUMEER 21. DATE
Gilda Costantino
Administrative Aide 225-4409 12/30/92

DGS $80-4 (REVISKD 2/87)




JUBIRMETISNE - - TYPE OR PRINT A
BEPARATE FORM FOR EACH NEW OR

REVIAXD RECORD SKRIES. FONNARD

¥ITH RECORDS RETENTICN SOEDULY
(DG8 230-1)

-

PEFARTMENT OF GENKMAL BERVICES
RECORDS MANAGEMENT DIVISION
7EYS WATERLOO NOAD
P.O, EX 173
JESSUP, NARYLAND 307904

AGENCY RECORDS INVENTORY

PAGE 4 or 10

1. DEPARTMENT /AGENCY
General Services

2. DIVISION

Balto. Public Bldgs. & Grds.

3. WNIT

CEFINITICON « ARCORD lﬁ!lla-‘ SROUP OF ARLATED RXQORCS NORMALLY FILID

AND USED A9 A UNIT FOR

ARFERENCK AS WELL AS RETENTIQH AMG gum.gr.tm_.uaan
! 4. RECORC SERIES TITLX ) 5. DARLIKST YKAR/LATERT YEAR
' Policies 1984 .. 1992

KF

1M FHE SERIES.

NECORD SENIES CESCNIPTION =..l.ﬂ.'f OEECRIBE THE TYPx3 OFfF lNFOMT!Oﬂ/BOCmTI/"m gt -]
INCLUDE THE FURFPABKE SR FUNMCTION OF THNE SERIET)

File includes rules and regulations, policies for employees and buildings.

7. RZCORD SKRIES FORMAT(S)
¥ LETTER 812¢ © MicROriLM

O LEGAL B8IZX O CGMPUTER TAPK
0 ouD BoOK © rLorPy DISK
O AUDIO TAPE O VIDED TAPR

0 oTHER( &PKRCIFY)

$. RECORD EXRIRS SECAUENCT
# ALrHABKTICAL
O MMERICAL
O CHRONOLOGICAL,
O GEOGNAMH!CAL
0 oTHER(SFECIFY)

3. . VOLUMK

& riLe DRAUER(S)

O MICROPILM REEL(S)

1/3_ o couputer TAPL(S)
8 OTHXR(SPECIFY)

10, ANNUAL ACCUMULAT ION

O FILE DRAVER(S)

D MICROFILM REEL (R
0 coMPUTER TAPR({E]
. X ommniopwerpyy file

|11 piLx 18 uexn

2 malLYy C wmmay

12,

T HMONTHLY RITERN

FILE BEECOMES INACTIVE AFTER
O MoNTH(S)

& year(m) 10

! 13, CURRENT LOCATION(S) {RLDG.,FLOOR,AOCH |

. 301 W. Preston Street - Room M-6

{4, I% NECORD SERIES DUPL ICATED FLACWHEREC?

ttP ves, sreeiPy Agency On orricel
Qvxs X nNo : ’

13. ACCESK REETRICTIONS Gvyes X no

(1w vee, a1va Law{s) & reouLaTION(S)

16. AUDIT REQWIREMENTS

d e O STATE O FEDERAL QO INDEPENDENT

17. I8 AN INDEX SYSTEM USED? (1» YRS RXPLAIN

BUIRFLY AKD DENCRIBN ANY MARDRARE/BOFTWARE )

Oyes T no

Filed alphabetical

1§, RECCMMENDED RETENT ION
Retain until superseeded, transfer '
periodically to Maryland State Archives,

materials related to planning historical
development .

19, NAME AND TITLE OF PREpaARER 20, TELEFMONE MAGER 11. DATE
Gilda Costanting
Administrative Aide 225-4409 12/30/92

DGS $30-4 (REVISED 2/87)




. JUSTRILT ISNG - - TYPE OR PRINT A
. BEPARATE FORM FPOR KACH KEY OR

REVIEIO RECORO SKRIRS. FORRARD

OEFARTMENT OF GENKRAL SERVICER
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7L¥3 WATEMLOS NGAD

General Services

Balto. Public Bldgs. & Grds.

¥ITH RECORDE RETINTION SOEMMILY PO, XX 273 ) 5 1
(DG8 330-1) ] JKSSUP, NARYLAND 10794 PAGE oF
1. DEPARTMENT /AGKNCY 1. DIVISICN 1. WNIT

DEFINITICN-AKCORD STRIES+" TNOUP OF RELATED REGOADSE NORMALLY FiiLxD

"
| 4, RECORD SERIXS TITLX

. Personnel Files

ARFERENCE AS WELL AS RETENTIGN ANOD DIigrog

AMND USEDS A8 A UNIT FOR

1T ION_PURPOSES
5. RARLIEST YKAR/LATEST YZAR
1975 Lo 1992

KE

1M THE SERIKS.

RECORD SENIES CIBMCENIPTION ‘.llln’f OEECHIPR THNE TYPS OFfF lxrom'rso«/:ocu.x-u/nm rounc
INCLURE THE FURPQEE &R FUNCTIESN SF THK BEMIXT )

Files include personnel records, grievances, correspondence, etc.

7.

O OTHER(XPRCIFY)

RECORD SKRIES FORMAT(S)

A LrrrER sizx © MicROFILM

Q LEGAL 81ZX O COMBUTER TAPK
0 D MOOK O FLOPPY DISK
O AUDlo TAPE O VIDEO TAFR

§. RECORD AXRIRS SEOUENCK
& ALFHAIRT 1 CAL,
QO MER1CAL

O CHRONCLCGICAL,

’., VOLLMK

X FILE DRAUER(S)

O MICROFILM REEL(S)
C COMPUTER TAPE(B)
O OTHER({SPECIFY)

3
RGN

O GEOGHAFrHICAL
QO onER(SFECIFY|

10, ANMUAL ACCLMULATION
% FILE DRAVER(S)
L, - O MICROFILM REEL({S)
ROBBEN T COMMUTER TAPE(S |

O _derrapsel apweiwy)

| 11 piez 18 vexn
KpaiLy

[

0 wmmaY

12. riLx mECOMR

O MONTHLY

O moeeTH(s )

S INACTIVE AFTER _
8 YRAR{S)

i 13. QURRENT LOCATION(S) (BLDG. ,FLOCR, ROCK |
301 W. Preston Street - Room M-6

Y8 QO nNe

14. |% RECORC SERIES DUPL ICATED rlavwHERe? '
tIr veu, IPRCIPY AGENCY On OFrick)

Personnel Div.

13. ACCERE MRETRICTIONS

(1w vR8, a1 Law{s} & rEouLATION(S)

to Supervisors Only

am [~ - 14,

& nenm

AUTIT REQUIREMENTS

Q FTATE O rEpERAL O INDEPENDENT

17. I8 AN INDEX STSTEM VEER? {1® YRS RXPLAIN
RUIRFLY AKD DENCNIBE ANY HARDRARL/SOFTEARE )

Qys QO wno
Filed alphabetical

18,

RECCMMENDED RETENT 1GN

Retain for 3 years,.then destroy.

10, NAME AND TITLE OF pPrxrancR

filda Costantino
Administrative Aide

20, TELEFHONE NUOGER

225-4409

i1. DATE

12/30/92

DGS $350-4 (REVISKD 2/87)




*+TYPE OR PRINT A
EEPARATE FORM FOR KACH NEW OR
REVIEID RECORD SERIKS. FORMARD
¥ITH RECORDS RETINTICN SOEbuLY
(DG8 330-1)

DEFARTMENT OF GENKRAL BERVICES
RECORDS MANAGEMENT OlYISION
7RYE WATERLOG NGAD
P.O, X 171
JESEUP, MARYLAND 30794

AGENCY RECORDS INYVENTORY

pace _6_ or 10

———t—

1. DEPARTMENT /AGRNCY
General Services

. BIVIBIOK

Balto. Public Bldgs. & Grds.

3. Nt

DEF INITION - NECORD lﬂu‘a-‘ SROUP OF AKLATED REASORES NORMALLY PliLXxD
ANPFERENCE A% wWELL AS RETENTION AMO DIgPROS
f

.

! 4, RECOMD ERIZS TITLE
+ Contracts

AND USED AS A UNIT FON

1TION PUNFORES
5. EARLIEST YXAR/LATEST YEAR
1985 44 1992

| 6§, RECORG SENIES CEMCR{PTION ‘.mtn.? BEECXIBK THZ TYPKS OF INFORUATION/COCUMENTE (FORNS POUNT

YN THE SERIKS.

INCLUBR THE FruUrRrPQSK BR FUMCYTION OF THE '8’1!3]

Files includes maintenance contracts, service contracts, and small procurements

7. ARCORD SENIES FORMAT(S)
Xirrrzr s12x O MichoriLn

Q LXGAL 812X O COMPUTER TAPK
0 30UD BOOK O FLOPPY DISK
0 Aauoto Tapg

G vipEe TAFE
D oTHER(SPRCIFY)

8. RECOAN EXRIRS SEOUENCK
B ALPHARET)CAL
O NUMERICAL,
0 amonoLoGieAl
O GXOGNAPH I CAL

X onrmn(srxciry)
Fiscal Year

.. VOLLMKE
A riLe oramER(S)
6 O MICROFILM REEL(S)
Q COMPUTER TAPE(S)
ROTSER o voqn(sPeciry)

10, ANNUAL ACCUMULAT 10N
X FILE DRAVER(S)
"9 O MICROFLLM RETL( R}

ROUWENY 0 COM™UTER TAPR(5)

0 omww apweiwy)

| 11« piex 18 usEn

d BAILY C wmma.y

[

12.

O MONTHLY NOEERE.

FILE BECOMRS INACTIVE AFTER
Q voNTH(S)

vear(s) 0

! 13, CURRRNT LOCATION(S) {BLDG,,FLOCR, AOOM)

- Room M-6

301 W. Preston Street

ti® vcu

Q vxs NO

14. % RECORD SERIES DUPL ICATED FLSEWHERE?
IPRCIPY AQENCY OR oFrick)

13. ACCESK RESTRICTIONS

@ yxs X no
(1v vas, ai1vm Law{s) & rmOuULATION{S)

18,

AUDIT R REMENTS

0 NenE X 3TaTe O FEOERAL O [NOEPENDENT

17. IR AN INDRX SYSTEM USER? {(» YRS, RXPLAIN
BHIEFLY AKD DRNCRIBE ANY HARDRARE/SOFTWARE)

QyRs 0O nNO

Filed by Fiscal Year

RECOMMENDED RETENT ION

5 years then destroy

19. NAME AND TITLE OF Prxranch

G1lda. Costanting
Administrative Aide

20. TELEKFHONE MNMOEER

225-4409

21. DATE

12/30/92

DGA 330-4 (REVISED 2/87)




. JUSTRMGT LONG. - TYPK OR PRINT A OKPARTMENT OF GENKRMAL BERVICEXR
.. | BEPARATE FORM FOR KACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVIEED RECORD SERIES. FONNAND 7iY3 WATERLOG MGAD
¥ITH RECORDS RETENTICN SCOEMLY P.O, XX 173 : [
‘ _ : race 7 or 10
(DG8 330-1) i JESSUP, NARYLAKD 197904 —
1. DEPARTMENT /AGKNCY 2. BIVISION 3. T
General Services Balto. Public Bldgs. & Grds.
DEF INITICON « RECORD “ﬂl‘ﬂ" SROUP aF ARKLATED REGORELS NORMALLY FlL.ZD ANMD USED A9 A UNIT FOR
ARPFERENCE AS WERLL AS RETENTIQN AMO DIGFCSITION PURPOIER -
{ . , .
| 4, RECORD ERIES TITLX : 5. EARLIEST YKAR/LATEST YEAR
., Capital Projects 1978 1991

| 6, RECORD SENIES CEMCRIPTION (Iﬂllﬂ.ﬂ' BESCXIBR THE TYPKS OF INFORUATION/COCUMENTS/TORME POUND
1IN THE SERILS. INCLUDE THX YURPOSE SR FUMCYTIGSN OF THE sE»TES)

Files include all capital projects for the State Office Center.

7. RZCORD SENIES FORMAT(S) 4. RECOMD AXKRIKS SOUENCE ). VOLLMK
Firrrzr 812 © micmorin & aLrameTICAL R FiLE prawen(s)
0 MICROFILM REEL(S)
0 LEGAL 81ZX O COMPUTER TAPK 0 NUMERICAL 4 o coupuTER TAPE(S)
WO OTHER({SPECIFY)
0 BOUND BOOK O FLOPPY DISK 0 CHRONGLOGICAL

U AUDIO TAPE O VIDED TAME O GROGRArH | CAL 10, ANNUAL ACCLMULATION

O omvER(sPRCIFY) O onmnr(srxciry) X FILE DRAYER(S)
L D MIGROFILM REEL (R}
R‘Uﬁll' O COMPUTER TAPE(5)

O omopwn amyeiwyy

| 11 wiez 18 uskn 12. riLZ PECOMES INACTIVE AFTER

- o Xpalny 8 moay O MONTHLY — O MONTH(S ] R YEAR(H)

! 11, CURRENT LOCATION(S) {MLDG.,FLOCR, AOGH | f4. |% RECORD SERIES DUPLICATED FLSEWHERF?

301 W. Preston Street - Room M-6 )g':n"fé ;;'5%%2’%"5"5:51;2?5'&
1. ACCESR RARSTRICTIONS Svwxs Y no 16, AUDIT REGUIREMENTS

{ir vee, a1™a caw{s) & REouLATION(S) -
O NENE ﬁ STATE 0 PFEDERAL O INDEPENDENT

17, I8 AN INDEX SYSTEM UREDR? {(» YRS .EXPLAIN

18, FRECOMMEINDED RETENTIGN
BUIEFLY AKD DENCRISW ANY HARSRARK/SOwTWARE)| -

y @ no Retain in office for 3 years, send to

State Records Center for 7 years,

Filed a]phabetica_] then destroy.

19, NAME AND TITLE SF pREmramxh 20, TELEFFHONE NMOMGER i1. DATE
Gilda Costantino
Administrative Aide 225-4409 12/30/92

DGS $30-4 [REVISED 2/87)




**TYPE OR PRINT A
EEPARATE FORM FOR EACH KEW OR

DEFARTMENT OF GENKRAL BERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVIEID RECORD SKERIES. /m 7Y% WATERLOS RGAD

¥ITH RECORDE RETENT ICN SOEDLLY P.O, KX 2738 8 10
(DG8 #30-1) JESEUP, MARYLAND 20704 PAGE o L
1+ DEPARTMENT /AGENCY 2. DIVISION 3. UNIT

General Services

Balto. Public Bldgs. & Grds.

DEFINITION+ AKCORD SXRIES <"

é, RECOAD SKRIKS TITLX
Supply Purchases

SROUP OF AKLATED REQORDS NORMALLY F!LXD

ARFERENGE AS ERLL AS ARTENTION AND DISEQS

AND USEDR A A UNIT FONR

5. :AnL}ngin::/Lxﬁﬁgévan

§. RECORD SENIES CAMERIPTION ‘..llﬂ.? ORECSRIBR THE TYPKS OF INPOWTQOHIEOGU‘N'P!/NM reUND

N THE SERIES.

INCLYDRE THE FURFIEK SR FUNMCYION SF THE DR”':}

Files include all requisitions, out-of-schedules requisitions,
purchase orders, and inventories.

7. RECORD SKRIES FORMAT(S)

KLrTTER S12x © MICROFILM

0 LZGAL 812K O COMPUTER TAPE
O oD MoK U FLOPPY DISK
O Aamio Tape O vipEo TARE

O omER(&PKCIFY)

8. RECORD EXRIRS STCANNCET
O ALPHABETICAL
X NUMER 1 AL,
O cHMONCLOGICAL,

3. . VOLLME
X riLr oraen(s)
3 O MICROFILM REEL(S)
0 COMPUTER TAPE(S)
RUAEN OTHER(SPECIFY)
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