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DEPARTMENT OF GENERAL 6ERVICES
RECORDS MANAGEMENT DIVISION

ftlCORDS RETENTION AND DISPOSAL SCHEDULE

Agency
Department of General Services

Schedule No.
1487

Page 1 of 2

Divis ion/Unit

Baltimore Public Buildings and Ground?
Item
No Description

General Correspondence

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

Leases

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

Leases for parking lots.

Agreements

Files includes parking agreements for use of
State parking Tots within the complex.

Policies

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

Personnel Files

Files include personnel
correspondence, etc.

Contracts

records, grievances.

Files includes maintenance contracts, service
contracts, and small procurement.

Retention

Screen annually & destroy
material not used for current
Directives, policies, etc.
related to the planning &
policy that illustrate the
development of the agency..
retain permanently for event-
ual transfer to the MD State
Archives.

Retain for 10 years then
destroy

Retain for
destroy

3 years then

Retain- unt i l , superseded, then
destroy. Policies related to planning
historical development maintain
permantently, transfer to MSA.

Retain for 3 years, then
destroy.

Retain for 5 years t n e n

destroy

Approved by Department/ Agency,
or Division Representative.

/-II -V>Date

signature W 1/UVs
Type Name-

Title

Paul Woods

Superintendent

Schedule Authorized by Stata
Archivist.

Date

Signatu

3

fjL^Jtc. A T ^ /

DOB 550-1 (Rav. 10/92)



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation sheet)

Soh«dul« No.

1487

P*g« 2 of 2

Item
No Description Retention'

8

10

Capital Projects

Files include all capital projects for the State
Office Center.

Supply Purchases

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

Health and Safety Files

Files include accident reports, hazardous mate-
rials specifications, physical examination
reports,-asbestos training and monitoring
reports, etc.

Work Orders Requests

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

Retain in office for 3 years,
send to State Records Center
for 7 years, then destroy.

Retain for 5 years then destroy

Retain in office for 5 years,
send to State Records Center
for 20 years, then destroy.

Retain for 5 years then destroy

DGS 350-1A {Rev. 10/92)



> « .

I N&TfftjfiT I camfr. . r w ott IftfNT A
SEPARATE FORM FOR EACH NSW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION
(DOS M 9 | )

DSFA«TWXNT or 9QSRAL SERVICES
RECORDS MANAGEMENT DIVISION

71VI WATERLOO ROAD

p.o. aox an
JESSUP, MARYLAND )Q7B4

AGENCY RECORDS INVEiNTURY

PAOE 1 . or 10

I. DCPARTttKNT/AOENCY

General Services
1. DIVISION

Balto. Public Bldgs. & Grds.
1 . IMIT

DEFINITION'RECORD SERIES** • * ° * * • ' «WLATWO NKMftft* NORMALLY PtlfcD AMB UMfi A* A UNIT F«l»
AVFICRSNetf A* BKI-I. A* MBmiNTteM AND DIIMItTlBN P U I H H I

«. RKCOflO >KRIU TITUK

General Correspondence
I . KAKLIUTT YKAft/LATEST YEAR

1987 TO 1992

«. NKCOHD SKMIES IPTKX /•RIKn*V BMCMIMft THB TVF«t Or INFOHUATtON/bOCMKNTa/rOMMS POUND
•IM ThK S8RIES. INCI.VDBI TMX )"URfaBK Ml FVNCT1AM OF YMK SBFIKt)

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

7 . MCOMD mntSM roiWAT(S)

H LETTER 912E B MICHOTILM

0 UCOM, 8I2X • COMM/TEH TAPS

° WOUND BOOK 0 FLOPPY DISK

0 AUDIO TAPE O VIDEO TAPE

B O*MW(S»KCirY)

« . RECOKD BKRIR8 KQUENOC

fa AUFHAflETICAU

• NucniCAi.

Q CHRONOLOGIC*!,

a «NKO8RAPHiCAL

O OTMER(SPSCirY)

I . VOLUME

3
MUUIIR

^3 PILE D I U R f t | l |
• MICROFILM REEL(S)
Q COMTUTKR TATE(9)
o OTHER(SPECtrr)

t O . AM4UAL ACCIMJLATION

fa FILE DRAWER(S)
^ a MICROFILM RSKL(a)

Rtmmr D COMPVTCP TAPEIBJ

I I . FILE 18 USED

d( DAILY D MONTHLY

12 . r i U t BECOMES INACTIVE AFTER
Q MONTH(E-) « ( YEAR(B)

I S . CURRENT LOCAriGN(S) {MJt t . .FLOOfl.ROOM)

301 W. Preston St. - Room M-6

14. I* RECORD SERIES DUPLICATED ELACWMEREt
t i r vK»,Yvraetrv Aar-NCY o* orr icc)
a YE* Q^NO

I I . ACCCSS RABTRlCTIONS B YES ^ NO
( IF T M , AITS UA*(S) • MiaUWlTIOM(a)

I f . AUDIT RCQUIRKMXNT8

^ NONE ° STATE Q FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USK&f 1 i r YEliKXPl-AIM

KftlKFLV AKB Bl fORIM ANY HARDBARE/SOFTVARE )

^ YES • NO

Files are filed alphabetically

II. RECOMMENDED RETENTION

Screen annually and desbroy that
material no longer reeded rfor current
business. Maintain permanently and send
to the MSA only material pertaining to
the polices & planning of development of
the-ogerrey.-

II. NAME AND TITLE OF PRsPARSjR

GiIda Costantino
Administrative Aide

»O. TELEPHONE NUOEH

225-4409

1 1 . DATE

12/30/92

DCS M O ' 4 (REV! 1/17)



BEPARATC FORM FOR EACH NEW OR
REVISED MECORD fCRlCS. K f l « W B
• ITH RSCOIKMi MC^VTtou NAa-Mii^i;
(DOS I IOM )

i . DCPAjrrMKNT/AaBNey

General Services

DIIPAHTXSKT Of 0Q4ERA1. SERVICES
RECORDS MANAOCMKNT D I V I S I O N

7 t y i WATERLOO /TOAD
P.O. OCDC 271

JKMSUP, MARYLANP 20784

2. DIVISION

Balto. Public Bldgs. & Grds.

AGENCY RECORDS INVENTORY

PAac 2 or 10^

1 . IMIT '

DEFINITION'RECORD *ERJE8»A • * « * * • * IWLATWD **ae*t>* NOMHAI.I.V rii-«o AND uice A * A WNIT r«n

) *. ratcouc SCRIU TITU*

i Leases
I . CAltLlUT tXM/LATEST YEJkR

1983 TO 1992

I «. WCORD SCMiES I^TICW , •RIKPt.V BX«e»t»ff
IN THK SSRIE9.

TVTXB o r iNronoMTlON/beetiiKN-ra/reMMS FOUND

INCUWDK TJOt > -UMQI I an FVNCT1CM Or THK PK>MKJJJ

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

7. RZeOMB aCRlES FOIW»T<»1

0 LITTWR BI2X O MlCHOriUI

h UCOA1. 8IZX a CCMHSTYR TAPS

a MUND BOOK a n-ornr DISK

0 AUDIO TAPC • ytOSO T A R

B OTWA(«>SC1PY)

RSCORO BXRIR8 8CQUKNCX

° Al^HABBTlCAL

Q NUMM1CAI.

0 CHK0NOLOOICAU

a OKOCRAfHlCAL

a 0T«ii(««c i nr]

I . VOLUME

h
UUUI1R

^ ptLX DHAnut(S)
D MICROFILM REEL(S)

a COMHJTRK TAPC(S)

a OTWR( SPEC i rr)

10. ANNtML ACOMJLATION

flfriLX DRAVER(S)

1/3 O MICROFILM RKIL(a)

Rtramnr D
 COMPVTCP TAPmsi^"

I t . FILE 19 USKO

a DAILY O MONTHLY

12. f lU5 BCCOMBS INACTIVE AFTER

Q MDNTH(B) CT YEAH(B) 10

13. CURRENT LOCAT«C3N(») ( M M , .FLOOR,ROOM)

301 W. Preston Street - Room M-6

14. IS RECORD SCRIES OUPL1CATKD ELflC«4EREt

t i r ye t , •pceiFY A«rNCY OR e m c s )

ii Yw a NO Office of Real Estate

I I . ACCCSS RESTRICTIONS 0 YK* ^ NO

( i f r s s , A I T S L J I * ( » ) * ftsawLAriotf(a)
1«. AUDIT RKOUIRKMUfrS

O NONK ^l CTATt 0 ntDCRAL ° INDt^KNDCKT

17. IS AN INDEX «YSTBM USXfif [,w TBS.KJCliLAlN

KftiKFUY AKD BK«SRia« ANY HARBBARK/SOPTVARS)

CXYEB a NO

Filed alphabetical

I I . RKCOMMDtDED RETENTION

10 years then destroy

I I . NAMC AND TITUB OF

Gjlda Cestantiti.o
Admtntstrati've Aide

•AHKR 2 0 . TELKFWONE

225^4409

2 1 . DATK

12/30/92

OCA (SO.4 (RSVIKO X/17)



lNftTRlXlTI«SNj^..TV»»« OO H U H T A

BEPAAATC FORM r©R EACH NEW OR
REV 1 SCO RECORD SEKIC*. POmARe
1ITH RECORDS RETENTION SCMCDUU
(DOS »»0-J )

I , DCPAJmttNT/AOEMCY

General Services

DSJ"ARTHX*fT OF OOOCRAL SERVICES
WCORDS MANAQCMBNT DIVISION

7iyi WATMLOO ROAD
r .o , aox >7i

JKSSUP, MARYLAND 20794

a. Division

Balto. Public Bldgs. & Grds.

AGENCY RECORDS INVENTORY

i. UNIT :

DCriNlTiCH*raCC9R0 JUtlKB-* ••!©«* OF MkATCO MtaOMbS NOMMAL.L.V FtU*O AMB UI IB A* * UNIT FOR

RWTSNT1OM AND B i i M i i T l O N p u i r a mH«WCH«XOt A« U U . A«

<. RKCOM& a C R I U T1TUC

Agreements
I . CAflLlUT TXAH/LATZ8T YEAR

1988 TO 1992

I «. «COHO acmes BdcaoiifTtori / • '» l«'n*¥ " « * ' » *
IN THE JURIES. tHCkWDH TMC ̂ uivaBK M I PUMcrieM or TMK »«r>ricai

Files includes parking agreements for use of State parking lots
within the State Office Complex.

7. RZ6ORD fKRtsa rOfWAT(S)

$ ixnxii size o MicnoriLM

a ucoAt. s i s a COMM/TKR TAPS

a *ouo BOOK • n.an«r DISK

D AUDIO TAPC a VIOSO TAFK

D OTOM(SPItCirY)

« . RECORD SKRIR8 OtQUCNCK

O ALmABBTlCAb

• NUMCIIICAl.

a anoNOLoaiau,

a aKOORAI'HICAL

0 QTHCItfSFKCirr)

(.VOLUME

1/3
UUUIIR

^ rtLX DRAttK)t(S)
a MICROFIU4 RE£L(S)
0 CQWUTKK T A « { S )
0 OTHR(fiPEC!rf)

10. AMAML A C C U I U L A T I O N

Q F1UC DRAWER(S)
• MICROriUM RXKU(a)

RTJOWnr D cewunp TAP«:(S)
a afHgw^ftwetrv)

11 . FILE 18 USED

Q DAILY oXMCWTM.Y

l 2' riUS BKCOMB3 INACTIVE ATTKR

Q M0NTH(S] ^ YEAR(8) 3

13. OjRRKNT LOCATICN(S) (M^XX, , FLOOR, HOOM}

301 W. Preston Street - Room M-6

14. IS RECORO SIRIKS DUPU1CATKD eLSCVMCRCt

a YKS fi NO

I I . ACCXSS RKSTRlOTIONS 0 YXS $ NO 1«. AUDIT ItsaUIRSMKNTS

D NONK a 7TATE Q rCOCRAL ° INDC9ICNDCNT

17. IS AN INDRX VyvriM UVKfit I IF VU.KXIH-MN

KftlKFUY AKB DHGRIIR ANY HARBIAKC/SCPTVARS)

a ms a NO

Filed alphabetical

I I . ISCGMiKNDED RETENTION

3 years then destroy

II. NAME AND TITLX OF

•§i;lda Co§tantino
Administrative Aide

*O. TBLKfMONE NUMBER

225-4409

ai. CATK

12/30/92

DCS MQ'4 (RBVIsm I / t7)



iN&T^pCTKSNj^. . T M H : aa M I N T A

BEPAAATS rORM FOR EMM NSW OR
REV t ssco RECORD •CRisa. rofwuv
WITH RECORDS RCT&CTIGN SOCDULX
(DOS 110*1 )

t. CCJ»AJm«NT/A(MCNCY

General Services

D«»»ART>«NT Of OQOnAL SERVICES
R5C0RDS MANAOCMENT DIVISION

71*1 KATWtt.00 ROAD
P.O. BOX 271

JKSSUP, MARYLAND J0784

2. DIVISION

Balto. Public Bldgs. & Grds.

AGENCY RECORDS INVENTORY

PAOC 4 o r 10

1. UNIT

BCT IN 1T1CN* RECORD ftMm-* • « O I * OW MIUATKO MCOOftD* MOIOHAt.UV r t U«B ANB U » B A* A UNIT F<9H

* . RKCOK3 JBCRIU TI1UK
Policies

I . EAflLlSrr TKAR/LATE8T YEAR

1984 n 1992

I 4. WCOBD 3CHIES CdtaCTIimcjN {•"'«'^-'' o**e*iii«t -m* Trr«a or iMFo«MATio«/BOcin«HT»/roi«w» POUND
•in H« SERIES. iNChvei TJ« ^WIVQII an FUMCTICM or TH« itirrixv)

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

7. Keens acntss FGI«UAT(S)

& UCTTKR I12X 0 MlcnOTILM

a ucoAi. size a CC*OVT»H TAPS

° SOUND BOOK a n.WFY DISK

• AUDIO TAPE • VIDKQ TAR

a 0T«ii(«p«cirYj

«. iOEOOMD BKRIR9 SCQUMNCX

^ ALPHABET 1CA1.

a N U A X I C A I .

a cwtONOLooiau,

a OEOOtArHtCAL

a oTWi»(»«cjrYi

1 1 ' r iuc is USKD

. a DAILY D WU3O.Y O MOrtHUY

j IS . CURR«NT LOCATION(S) ( M M * .FLOOR,HOOK)

301 W. Preston Street - Room M-6

11. ACCC4* WSTRlCriCHB 0 YC» & NO
(IP T i l , I I ITi UA*(jl) * Mt«ULATION(s)

17. IS AN 1NDRX rySTlM UVSDt I ||r Yta.KXFLAIM
kftiKFUT AKD B I i e n i H ANY HARD«AllK/torr«AUi

a YCS a NO

Filed alphabetical

I I . NAME AND T1TLS Of MKPAMKX

«iida Costanttno
Administrative Aide

DC* l * 0 ' 4 (MCV1KO l{*7)

* . VOLUME
& WllX DftAttEX(S)

- ._ ° MIOIOrtLM RCCL(S)
—ILL. Q CO»»VTW TATC<5)
NUHBCR Q OTHtmgpgcjryj

10. ANNUAL ACCIMJLATION
Q FllX DRAVKR(S)

o ° MICROFILM RCKL(al
R O m r O COMTLTTWI T A « ( S )

. aMMPniowrirvi files
1 2 • r i m B*COf*3 INACTIVE ArTER

a MSNTH(S] d(YEAH(«J 10

1
14. IS RECORD SCRIES DUPLICATE!) ELSEttHEItel j

h r w s , araetrv Aorwcv on orrics)
• YM ft NO

I f . AUDIT RKQUIRCftKNTS

^ NCNC ° TTATT Q nCDERAt. ° INDCPENDCNT

I I . IBCOMWNDED RSTENTION

Retain until superseeded, transfer
periodically to Maryland State Archives,
materials related to planning histor ical
development .

t o . TKUCFMNE NUUBEH

225-4409

a i . DATK

12/30/92



BCPARATC rORM rOK EACH NEW OH
REVISED RSCOXO tKRtKS. FOfMARB
WITH ftEcais* RSTXNTICN SCHEQUUC
(DOS l « 0 * | )

I , CCPAKnttNT/AOKNCV

General Services

OKPARTMEHT or OSMRAL SERVICES
WCOROS MANAQeMKJfl1 DIVISION

7471 KATTRtOO nQAQ
P.O. BOX 271

WESSUP, MARYLAND 20704

2 . DIVISION

Balto. Public Bldgs. & Grds.

AGENCY RECORDS INVENTORY

*A«C 5 or 10,

1 . UNIT

DcriNlTtCN'RKCORD CCAJCS** • l l * u * o r *««-ATWD «<*o*e« NOHMAI.1.V r t i j r e ANB W M O A * A U N I T ron
HwrXltXMCX AM ««U. AS RHTSNT19N AHO PIVPOBlTteN PWW8IH •__

* . RBCOflD S C R I U TITUC
Personnel Files

I . CAItLlSST TXAR/UkTSST YEAR
1975 TC 1992

«. «CO«o acxiES ccJKXI^Ttcr* / • * ' • » * • * o««c-*i»« TXS TYI»*» er iHrorwATKAH/uocumcM-rx/rotoen FOUND

Files include personnel records, grievances, correspondence, etc.

7. RSCOMO acntES rcfCHAT(S)

d( LXTTXR ai2x o MicmriLM

a UCOAL. size o ccwvnw TAPS

a *OUND BOOK a n.CTFY DISK

D AUDIO TAPC a VIDBQ TAPK

a OTwefj(«p«ciFY)

«. RSCailD ARIES 8CQUBNCX

^ AUHAKT1CAJ.

• NUMWICAU

0 CHNONOLOOICAU

a acooftArtticAL

a QTHCR(srsciinr]

! " ' P l U 19 U6KD

. t^nAiur o isnay o MCNTHLY

• 11. CURRKNT LOCATICN(S) («Lfi«. ,rLOOft.JIOOW|

301 W. Preston Street - Room M-6

I I . ACCXM* f«BTRtCmCNS ^ YX« a NO
( \ r run, am Ljkm(m) ft i««ui-\Tioti(*J

to Supervisors Only

1 7 . I S A N 1NDKX ttsrW M B & t [tW y u . U c P U k l M

MfliKPUV AKB BKMORItill ANY HAReiAllK/tOPTVAlUE}

a YKS a NO

Filed alphabetical

I I . NAME AND TITUC Of mKPJMKJt

^i;1 da Costanti.no
Administrative Aide

DC* M0'4 (RSVIKD Z/17)

i
j

i

t . , VOCUMC
* riUC DJtABCX(S)

o O MICROFILM RECt(S)
—1—- C COMFVnW TAPt<5)
TOH™^ 0 OTWS(SPECirf)

10. AMAJAL ACCUiULATlON
£ F1LX DRAVER(S)

^ • MICROP1UI RKKU(S)
Kontar ° COMVTER TAPSJSJ

1 2 • riUS BCCOM9 trtACTIVC AFTER

m o n r a MOOTH(») a YSAH(S)

1
14. I * RBCOFO SCR IKS SUPLJCATS& £IMVH£JK1 j

(•i^ •rc»i •^«« i rv Aawev oj» offtcsJ
CKYU o NO Personnel Div.

K . AUDIT lOCQUIRKMCrfTS

I^MCNK a STTATT o nocRAL a INDH^ENDCKT

I I . ISCOMMCN&EO RETENTION

Retain for 3 years, then destroy.

2 0 , THUCPMONE NIAOSCfl

225-4409

2 1 . BATE

12/30/92



!MSTmjeTI<SMJ..TVl»« att - « > « T M

BOARATC rORM KCft KACH NSW Oil
HEVlfitO RSCORO • U U C S . FOHWAJV
WITH MECOTOS WT5WTICN SOCE&U
(DOS 110-1 )

: . ccPAjmacNT/AONCNcy

General Services

OXPARTHMtfT Of WMERAL SEAVJCES
WCORDS MwAeotiarr OIYISION

7t*i WATWUOQ ma*D
P.O. £CX 271

JKtSUP, MAflYLAKP 2Q7S4

2 . DIVISION

Balto. Public Bldgs. & Grds.

AGENCY RECORDS INVENTORY

FAOC 6 cr 1 0 ̂

1. UNIT

CtriNlTlCH-IWCORO « S A 1 S S * A • •« •«• • • * I«UATWD M M f t f i f VOHMAL.L.V WtUXO AMD U H B A* * UN r T FOK
AVnCKXMCX A« SKl-L A« NBTBNTIOtt i D I flP'OII IT t ttN

! <. RSCOM3 SERIES T1TUK

Contracts
I . KAflLlUTT -rXM/LATSST YZJkff

1985 TO 1992

I I . WCOBQ SXK1ES CUCIirTlON {
I IN TW SBRIKS.*"~ "*" INCJ.WBB TSOB r u w Q i i an FVMcrieN or rum »Bmr3]

Files includes maintenance contracts, service contracts, and small procurements

7. ASCOUD acntss rom*AT(S]

cXtxrtxH size a MICHOTILM

a UCOAI. size ° camnx* TAPS

a aecro BOOK D rLarrr DISK

a AUCiO TAPC O VIDEO TAW

n OTHW(tt>KCIPY}

«. ISCMD BKRIR8 8XQLHNCX

° AU*HADKT1CAU

D NL»«1CA1.

a cmcNOLoaiau,

a «oanAmicAL

Fiscal Year

1 1 * PtLI IS USED

. ^ DAILY • WUML.Y O MCNTHUY

• 13. CURRKKT LOCATION(S| { S U M . .rUOOR.MOM)

301 W. Preston Street - Room M-6

I I . ACCXMM flSSTRlCTIONB 0 YK» X« NO

17. is AN iNnrx rtwto* u » » t [ r r Y M . K X » L A I N
MhiKPUY AKB BKSCRIM ANY MAIWtARCy SOPTVARK J

a Y U a NO

Filed by Fiscal Year

I I . NAMR AND TITLS Or MBMRKX

^i;lds( Costantino
Administrative Aide

OC« II0-4 (RKVtaCD S/S7)

i
t

i

• . , vouunc
C^riLC DJIAttEX(S)
Q MICJtOFILM RE£L(S)

^ ^ Q COWVTCT TAPH8)
N U " " ™ C3 CTWR(SPECJrf)

10. ANNUAL ACCUAJLATION
% riiX DRAWR(S)

o a MICROF1UI K I L U I
Rtmmr ° COMTUTES TAPC(S)

1 2 • r i U BCCOMIS INACTIVE AFTER
______ a MorrrH(>i « YEAR(B) ^

1
14. IS fUECDBO SCRIES DUPU1CATKD ELSCWCAEt !

t tr Yes. Br^eirY A««NCY OK orrics)
a Y W «CNO

1«. AUDIT lUCOUlRKMKKrS

• NCNE ^ 3TATT • nOCRAl. Q tNDt^ENDCNT

I I . ISCOMWNSED RSTENTION

5 years then destroy

t o . TKUU^ONC N U B R

225-4409

3 1 . DATE

12/30/92



iNftTfftJCTIOCJJJ. . T Y K OB MlM-r A
SEPARATE rORM r©« EACH NSV OR
REVISED RSCORO t U l E S . ÎXHWAJK)
WITH HKconoa KTXNTtCN ffOVftuLX
(DOS I J O - l )

! , BWAKJ%90<r/A0KHer

General Services

DKPAR7XXNT Or OOtiCRAL SERVICES
WSCORDS MANAOEMENT D I V I S I O N

7 1 * 1 HCATTXteO ROAD
P.O. O3X 271

JKS5UP, MAAYUKP JO?84

2. DIVISION

Balto. Public Bldgs. & Grds.

AGENCY RECORDS INVENTORY

1 . UNIT

DKriNITlCN«fflCCQR& SKlttKS** • • * * * * • * **LATwn Nsaefte* NOIWAULY Ptuxs AMB U M B A * A uurT ran
_ ^KWOBKXCit AM MKt-L AS R>T>NT1CM AMD D I f K l l T t O N l i U I M I I l

! *. nccoflo maimm TITUC

i Capital Projects
I . KAM.1CST -r&Ut/LATEST YEAIT

1978 n 1991

•IN HHE SERIES.
TYI>«S « r INrraM4AT1Oft/BOCUIKNTS/V«U«a )>«UMD

INC4.VDB Tjut y u w s u an PUMerieM or TH« t u n r s j

Files include all capital projects for the State Office Center,

7. MteOMS SCfttXS FC*MAT(S]

o^urprrn «12* a MienoriLM

• UCOM, SIZK ° COMM/TV* TAP*

° 9QUHD BOOK 0 FLOPPY DISK

a AUDIO TAPC a VtDSO TAFK

Q OTMCR<*PKC1FY)

«. ISCOMO BKRIR8 8XCUCNCX

& ALTHABBTlCAt.

a N I » « J I I C A I .

0 OHONOLOG1CA1,

° OKOOKATHtCAL

o or«ii(«r«cjryi

1 1 ' r i L I IS U8KD

. a%AH.Y d WEKM.Y 0 MONTHLY

; 13. CURRSKT LOCATION(»J (MJM. .rUXH.MKM}

301 W. Preston Street - Room M-6

IS. ACCJEM HKSTRlCnOMt 0 YX* « NO
( i r rsa, a t n ui*<s) * M«ULJ\rioH<a)

iy. is AN iNnrx i w w urot i ,F vM.uvukiM

HftlKfUT AKB a i i e n i M ANY HARDSAKK/tOPTVARKj

Q YC8 • NO

Filed alphabetical

I I . NMC AND TITUC Of MtfAiW

Gtlda.Costanttno
Administrative Aide

OC* «*0-4 (NCVIflCD X/17)

i

i

t . VOLUMC
Xl rtLE DftA«CK(S)
Q MICROFILM REZL(3)

-l—wv 0 COVWTW 7Wt[»)
MX1Hamn Q OTHUKSPEClfY)

10. ANNUAt ACCUAJLAT1ON
C^riLT DRAVER(S)

f, D MICROFILM K X L ( a )
ROOTtiT ° COMTLTTEH TAP5{ S |

1 2* riUS BSCOHKS 1NACTIVK AFTKR

— _ _ — . D MDNTH(»| » YCAS(B)
HUU1KR

I

14. is itBcoFs SXRIKS DUPUICATWJ eL2C«Mcnst !

fi YKS ro NO Office of Engineering
I f . AUDIT MCQUIIKMUtTS

• NONE £ STATt Q 7C0C1IAL ° INQCPKNCCNT

11. ISCOMflNOEO RETENTION

Retain in office for 3 years, send to
State Records Center for 7 years,
then destroy. .

t o . TKLcrHCfOC NLOOCR

225-4409

2 1 . DATE

12/30/92



iKSTPftjpTKSNjI^.TV!** aa M I N T A
SEPARATE FORM FOR BACH NSV OR
REV 1 BIO RECORD S U I E S . FORWARD
WITH RECORDS RETENTION SCWt&JLX
(DO* »SO«1 )

1 . CCPARTWCNT/AOENCY

General Services

DtPARTXXHT Of OBflCRAL SERVICES
RECORDS MANAQSMTNT DIVISION

7**1 WATWtt.00 ROAD
P.O. OCX 271

JEsSUP, MARYLAND 20704

X. DIVISION

Balto. Public Bldgs. & Grds.

AGENCY RECORDS INVENTORY

PAOC 8 0 F 10

1 . UNIT

DCTINITlCN*RECORD SERIES** • l l 0 0 * o r W U ' I « D

««r*X**C« A* WWUL A«
:*OI»O« NOMMAI.1.V F tU*D AMB U I I B AS A UN f T F«ft
MBTSNTtOff AND D I l M I I T t f i H P U W S I M

| * . RSCOflQ S C R i U T1TUK
'< Supply Purchases

I . EAM.J
TO

I . MtCORQ SCHIES
•IM I K SSRIES.

TYI>«S o r iNromiATtON/BOcuMENTs/reMt* revxo
IHCJ.WDW TJOC T-URTOaa «N pruMCTIOM Or TMK SB^riK3)

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

7. ftKCOMD A M I S S FOngMAT(S)

•Xurrrxft a i a o MienoriLM

a UCOM. size Q cavuTVii TAPE

a aeuo aooK o rLonnr DISK

a AUDIO TAPB a ytDKO TAW

n OTWJt<cpccirY)

« . JKCOMD SCR IRS 8CQLMNCZ

a AUFNAflBTICAl.

tfNLMCXICJU.

a CHMNOLOOIOU,

a OKOCKATHlCAi.

O OT«Il(«MSCJrf)

VOUUMC

^ r t u t DJtAtcJt(s)
0 MICROFILM RCCL(S)

^ 3 ^ Q cawnw TAWJ s ]
manw a 0T«s(spEcirf)

10. ANNUAL ACCUMULATION

9 FILX DRAWER(S)
2 ° MICROFILM MEU(«1

RtJMtr D COWUTES TAPBI S )

n. ^ILE 18 USED
* DA1UY O MCNTHUY

12.
r i m BSCOMCS..INACTIVE AFTEK

a MorrrH(s) °XYEAU(B) 5

; 13. CURRKNT LOCATICN(S) ( I L M , .FLOOR.MMM}

. 301 W. Preston Street - Room M-6

14. IS KECORO SCRIES DUm.JCATEb EUMnHCftEt
klP Y C » , « P C « I P Y A«CKCY o»r OI»MCB)
a YKB X3 NO

i i . Aeecs* RKBTRtcTioNS a YES &HQ
(Jr YB«, a m LJIW<«) * M«ubAriof«(a)

it. AUDIT inCQUIIWMKNTS

D NONE £ STATE fl FEDERAL O [UDtftKOttfT

17. IS AN 1NDKX iry«rB4 UH&f ( , p TE«.EXPLAIN
MAJCFIY AKD D I I C K H I ANY HARDBAflc/tOrrWAIIS j

a YEB a NO

Filed numerical

I I . RCCOMMBNDEB fSTENTION

5 Years then destroy

I I . NAMK AND TITLE Or

fiirlda.CQstanttno
Administrative Aide

t o . TELEPHONE

225-4409

2 1 . DATE

12/30/92

DOM ISO.4 (RKVIKD 1/17)



iN»TFftjCTie*Jfl..T>T*« OB H I N T A

BEPARATK FORM FOR EMM NSV OH
REVISES RKCOJIO «CJtlK3. FOmAJB
WITH WCOBD* ftSTCMTlON SO4EQULX
(DOS I I O M )

1, CCJ»AJm«NT/A(MCNCr

General Services

OtPAHTVXNT CF 0ENXRAL. SERVICE*

WCORDS MANAGEMENT D I V I S I O N

7»yi wwr««.oo ROAD
P.O. ECX 271

JttSUP, MAAYUNP JO?84

2 . DIVISION

Balto. Public Bldgs. & Grds.

AGENCY RECORDS INVENTORY

w _£_ or 10.

1. UNIT

DCriNlTlCN^mCORD A M I S S * * • " • » * • * **CATKD « « » B > NOMUAL.L.V Ftl-*O AMB O««B AS A W I T F<3*
n%p%nmne» AM »*I_L AM H«T»NT1©*» AND D l l f MTthH PtiMPia*K«

• * . RKCORO JBER1KS T1TUK

' Health and Safety Files
I . CAI9L1CST -TXAR/UkTEST YUR

1980 TO 1992

! 'in 11* SERIES. iMChWBK T>« ru ivau an FUNCTION OF TXJC I B F I I J ]

Files include accident reports, hazardous materials specifications,
physical examination reports, asbestos training and monitoring reports, etc.

7 . RSCOIIO SKMtES FCf«HAT(S)

odjcrrxn SI3X a Mtcnoriut

a UtQAt S13X • CQMPtmJt TAK

a MUND MOK a nxxvy DISK

a AUDIO TAPC a vtoso TAPK

n 0THU(«3>ceiPY)

« . JOCCORD SKRIR8 8XQLJONCC

^ AXTHABCTICAI.

O MMCXICAb

0 090HCO.OQICXU

a tmocMTHtCM.

0 oTHUt(snccirr)

1 1 * rax is USED

. fii nAiur o VUXLV o MCNTHUY

; 13. OJRRKMT LOCATICN(S) { B U M . .FLOOR,HOOK)

301 W. Preston Street - Room M-6

IS. ACCKM* RSSTRlCTIONS B YX« 0 ^
( «r rum, a m UA*<») • M«vwtrfo*<s)

i7. ts AN INDKX mrrtu u n t [ ( p Y««.«>»UAIM

IMUKCUT AKP asaoni«a ANT HAHDiAfic/mnrvAftKj

a Y U a NO

Filed alphabetical-

11. NAJX AND TITLX OP MfJUSR

fiiida.Costanttno
Administrative Aide

oca iio.4 (RKVI«CO t/17)

i

!

j

1 . VOUUMC

a rxix DfKVEft(s)
• MICflOFtLM REEMS)

""*"•" o OTHCH(SPECirr)

tO. ANNUM. ACCUAJLAT1ON
O<F1LX DRAWR(S)

I , • MICROFILM MEXL(S)
Rtmnnr a COWVIEJI TAP«:(S)

12. r l L J j BCCOdSS INACTIVE APTKR

O MDNTH(>] O YEAH(B)

1
14. IS IUECORO SCRIKS OUPLiCATKb £USt*H£TK1 |

M r YC», WfBCJPY AO«NCY Olt ©I»IMCB)

a YK* a NO

1«. AUDIT mcqUIREMENTS

Q NCWC a 3TATT a FIDCRAL • INOtfKNDCNT

I I . raECOMMMSCD RETXNTION

Retain in office for 5 years, send to
State Records Center for 20 years,
then destroy.

225-4409

2 1 . DATC

12/30/92



IMftTHOCT I f l w | . .TV1— OR PHINT A
SEPARATE FORM FOR KACH NSW OR
REVISED RECORD S E R I E S . FOB«A5W
WITH MKconca ramwrtcpj SCHEDUU
(DOV i ig- i )

DEPARTMENT OF 9ENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7tyi WATERLOO RQAD

P.O, feK 171

JIC4SUP, MARYLAND J0794

AGENCY RECORDS INVENTOKY

ww 10 or 10

I. DCPMVrMKNf/AOBNCV

General. Services
1. DIVISION

Balto. Public Bldgs. & Grds.
I . UNIT

DEFlNITtON*KCCORD K H I H ' * ••»««* «F WCUATWB MM*fi« NORMALLY Ptl^D ANB VSKB A* * UN r T r«l»
ftgPTHMaHCIC A* HUL Afl RITINTtm AND DlflrOBlTtaN PU»f>SIH

I * . RKCOM3 S C R I U TITUC

; Work Orders Request
I . EAM.IUVT YXWt/LATEST YEAR

1987 TO 1992
«. NKCOMO SBItlES CUOIIPT10N {•"l«»^«» B««e*l»lt

•IM T>€ SSRIES.
TYF«i Or lHrORUAT!OH/t90CUNENTI/ReMt* FOUMB

INCbWDK TM« »-WRPSSK SR FVN«T1BN «F TH« I B n i f )

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

7 . MeOMD WR1ES FOfCHAT(S]

0<Larr» aizc o MICMOTILM

a utoAi. sisac ° cetmmm TAPS

Q aouND BOOK 0 n.oerv DISK

D AUDIO TAPE Q Vloso T A «

B OT*M(JB»«Cinr)

• . OCR IRS 8C

° ALPHABETICAL

^ NLMKJtICAL

0 OMSNOLOOICAU

a OKOORAI'HICAL

0 oTHtR(srvciry-)

>. VOUUMt

4
HUUI1R

^ PILE DfMRftlS)
D MICROFILM REEL(S)
Q COMPUTER TAPI(»)
0 OTWR(SPECJrf)

t O . ANNUAL ACCUMULATION

D FILE DRAWKR(S)
^ D MICROFILM MtCU(S |

I I . PILE 13 USEB

O DAILY O MOHTHI.Y

12 . riLQ BECOMES INACTIVE ATTKK
Q MONTH(»1 h1

YEAR(B)

I I I . CURRKNT LOCATION(S) { K M . .FLOOR.ROOM}

301 W. Preston St. Room M-6

14. Ill RECORD SERIES DUPLICATED ClJWUMCJtet
( i r r««, iFce ipy Aaiwcv OK w u i l
• YK« X* NO :

I I . ACCESS fttSTRlCTIGNB Q YES ^ NO
[if run, a m u k * ( s ) * Mt«vLAnoM(»)

I f . AUDIT laCQUIRKMENTO

0 NONE )P STATE Q FEDERAL ° INDEPENDENT

1 7 . IS AN INDEX SYSTEM USXfif ( I F TESiElcPLAIN
MhlKFkY AKB DKSeniSM ANY HARDIARE/SOFTWARE J

a YES a NO

Files are filed numerical

I I . ISCOMMENSED RETENTION

5 years then destroy

II. NAME AND TITLE OF PMEfAKER

Gil da Costantino
Administrative Aide

« 0 . TELEPHONE NUffiER

225-4409
a 1. DA'

T2730/92

DC« ISQ.4 (RSVIBXD 1/17)


