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I torn
No. Dascripfion

4

General Administration-Correspondence File

General Correspondence - Subject arrangement of
original incoming letters, copies of outgoing
letters, memoranda, studies, reports, directives,
policies and other materials related to the admini-
stration of the agency.

Maintenance Records

Ratonf ion

These files reflect expenditures of time,
personnel, materials and equipment used to I
complete a specific maintenance task. Files
may contain the following":

Emergency work order
Preventive maintenance work order
Administrative Time Record
Computer Printouts

Security Shift Reports and Schedules

These files consist of numerous forms used
to document time worked and duty performed
by shift personnel while on duty. These
forms may consist of the following:

Supervisors check-in sheet
Control console log
Control console log continuation
Individual Security Service Report
Security force check-in and time sheet'
Security force duty schedule

Incident Reports and Summary File

Thfs file contains detailed reports of
incidents, offenses and complaints which ha
occurred in the areas of the Annapolis
Office Buildings and adjoining roads.

Purge annually & destroy
any material no longer needed
for planning or policy for the'
agency. Retain permanently if
record relates to planning or
policy & transfer periodically
to the MD State Archives.

Retain at least three
years. When no Ionise
needed-destroy

Retain for one (1)
fiscal year, then
destroy.

Retain for five (5)'
years, then'destroy.
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.

1494

Page 2 of 4

[tern
No Description Retention

Mechanical_ Time Punch Data

Consisting of printouts and dials which have
been mechanically or electronically punched
to show the enterance and exit tiroes of
secured areas in the Annapolis building
complex.

Parking Area Control Files

Contain documents relating to the allocation
and control of issuance and withdrawal of
parking permits by Annapolis Public Buildings
and Grounds.

Plat and Site Plan File

Contains the original and revised plats, site
plans, blueprints and drawings of all
physical facilities under the jurisdiction
of the Annapolis Public Buildings and
Grounds.

Building Inventory Cards

This series of cards is arranged
alphabetically. Cards show building location,
item number, date aquired, value, improvements,
date sold and buyer, for the buildings under
the jurisdiction of Annapolis Public Buildings
and Grounds.

Building Files

Contain documents showing modifications to
State Buildings in the Annapolis Complex.
These documents are used for reference to
information on building inventory cards.

Retain for one (1) year,
then destroy.

Retain for five (5) years,
then destroy.

Retain permanently, transfer
periodically to Maryland
State Archives.

Retain permanently, transfer,
periodically to Maryland
State Archives.

Retain permanently,, transfer
periodically to Maryland
State Archives.

DGS 550-1A (Rev. 10/92)
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.
1494

Page 3 of 4

Item
No Description Retention

10

n

i 12

13

14

Purchasing Records

Purchase Orders
Requisitions
Bid and quote records
Unscheduled requisitions
Year-end physical Inventory reports
Minority Business Reports
Copy of contract awarded
Notice of award of contract

Transmittals

Cover Sheets (Stars 100)
Transmittals (Stars 101)
Receiving Reports
Invoices
Travel Expense Forms
Remittance Advices

Miscellaneous Accounting Records

Petty cash vouchers (filed with transmittals)
Working fund - composition
Accounts receivable Journal
(Invoices filed numerically)
Stars 120 (adjustments)

General Accounting Records

Certificate of Deposit and bank slips

Timekeeping Records

Timesheets
End of Year Leave Balances
Quarterly Leave Reports
Monthly Sick Leave Reports

Retain for three (3) years,
and audit. Then destroy,
(calendar years)

Retain for three (3) fiscal
years and audit. Then destroy

Retain for three (3) fiscal
years and audit. Then destroy

Retain for three (3) calendar
years and audit, then destroy.

Retain for three (3) calendar
years and until all audit
requirements are fullfilled,
then destroy.

DGS 550-1A (Rev. 10/92)
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation sheet)

Schedule No.
1494

Page 4 of 4

Item
No Description Retention

15

16

• f

Payroll Accounting Records

Payroll and Check Register
Payroll Exceptions Time Report and Payroll
Positive Time Reports
Payroll Transmittals

Fixed Assets

Fixed assets Inventory Records-Description
of item, acquisition & disposal information.

Excess Property Declaration Records—Used to
dispose of equipment.

Inventory Asset Listing—Computer generated
report of all active and inactive inventory.

Retain for three (3) calendar
years and until all audit
requirements are fullfilled,
then destroy.

Retain until disposal of
equipment and until all audit
requirements are fullfilled,
then destroy.

(invi-rji:i;i ,.j
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DGS 550-1A (Rev. 10/92)



••3nnjct1rr*s• - T Y P E OR P R I N T A

".PARA.TE FOra4 FOR EACH NET OR
r/lGED RECORD SERIES. FORTBAHD
TH RECORDS RETENTION SCHEDULE

3CS B30-1J • '

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P . O . BCX 275 . • •. < ':

JESSUP, MARYLAND 2 0 7 9 4

AGENCY RECORDS'lNVENTORY

• .•:" PACE 1 or 16

r/Aiawcr

Dept. of General Services

2. DIVISION •Annapoli^"''.^/'

Public Buildings'^ Grounds
3 . UNIT

:r IN 1T1CH-RECORD SER1ES-A a n w * o r «»-ATBO w e a n o * Nom«AU.y ru-xo ANO O K S AS A UNIT row
M.y«.jtej«cg AM »m-i. Aa n g n p m o w AMP D i a l o g IT TON F*Jwp*»ggTT ;__

REC3RD SERIES TITLE

General Administration-Correspondence file

3. EARLl TEAR/LATEST YEAR
TO 1992

RECORD SERIES DESCHIFT1CN ( B " l l t r i - T = « < = " « TKK TYPKS Of̂  IHFOR«AT!OH/DCCai«T3/WM« FOWn
•tM fWE SERIES. . INC1.UOK TMK mjItl-OSC C« FUHCT1CM o r TH* SSITTES

General Correspondence - Subject arrangement of original incoming letters,

copies of outgoing letters, memoranda, studies, reports, directives, policies,

and other materials related to the administration of the agency.

. FKCCFD SERIES rCOrtATlS]

~ t-rTTER SIZE C MIOJCriLM

^^LZGAi. S i r s C CCfcS^TTER TAPE

BOCK C p-LOPPT DISK

TlO TAPE C YIE£O TAPS

CT>ER(SPECIFr]

8 . RECTRD SERIES SE

Xl5 AI-PHASETICAL

C NL>EH!CAI_

C OiRCNCLC<: I CAi.

C GEOGRAPHICAL

C OTHER(SPECIFY]

» . '/CLLXE

*•*• C FILE DRAIER(S)

= WIC=CFII_H R S ^ L ( S ]
2 = CDWPV7EH TAPE(S]

- OTHER(SPECIFY]

1 0 . Af^UAL AC=JMULAT1CN

= TILE DRATER(S]

C MICROFILM REEL(S]

ku-UAi?!t c CC«P>_TER TAPE ( S )

1 '. . r i L E IS USEI3

C MONTHLY

1 2 . FILE EE
1

c=>rEs iNAcr!r/E

NUMBE3
- VCNTH(S]

< v'tiS:
YEAR(S]

U . CURRENT LCCATICN(SJ { E L I » . . rLOCR . HOCM )

General Office
IX. IS RECCRCI SERIES ptfin.lCATE3 ©LSt-SKERET

t i r r e s , j p t c i r r /.abfcr on c r r i c r ]
• YE3 JOt^o 1

1 3 . ACCESS RESTRICTIONS C YES X>Cc NC

( ir r a , CITX L A I ( I | a »«auî .TiOM(«]

T.-.w.^V- ...I- A - " ;

1 8 . AUCIT RECUIREWE?rT3

XXX° NCNE C STATE C FEDERAL C I NCEPENCeNT

1 7 . IS AN 1NEEX SYSTEM USE37 ( tr -rK.x.B*r\-A IH

mrzlKTWr AKD DtlCTIUe ANT KARQlARe/ lOrTtAIOC )

C YES B X X N O

1 i !VIn>C AND TITLE OF pREFAHER
C. Irene Maxwell

Fiscal Accts. Chief

I 8 . RECCWEJCED RETEHT1 ON

Purge annually and destroy any material no

longer needed for Planning or policy for the

Agency

(If record relates_to planning or policy

retain permanently, Transfer

' periodically to the Md. State

'. Archives.

20. TELEPHONE NUMBER

(410)974-3'611

2 I . DATE

1/13/93

DCS 330-4 {REVISED 2/87



j rrejcT i cr>(s - -TYPE OR PRINT A

'/VflATS FORM" FOR EACH NET OR
/1CZD RECafo SERIES. FORXARD
7H RECORDS HUmTlCW SCHEDUUL

! H30-I ] '

DEPARTMENT OF CZNERA1. SERVICES
RECSRDS MANAGEMENT DIVISION

.7273 WV.TERLCO ROAD
. P . O . BOX 273 . • -. ' ':

MARYLAND 2 0 7 9 4

AGENCY RECORDS INVENTORY

r/Asptcr

Dept. of* General Services

2. DIVISION
». . : . • ;T. i . - - .

3. IMIT .Anhapo1is Pub1ic

Buildings & Groudns

F1NITICN-RECORO SERIES-A anew or xxx-ATKs raccanom NomuLi.y n u n AND una AI A UMIT rex
wcygjumer K* wgi^- Aa nrnwTiew AMP otapqaiTtew «̂j)»Fr»gĝ  ^_

RECCRD SCH1ES T111Z

• Maintenance records

3 . EARLIEST YEAR/LATES

TO
YEAR

RECORD SE31ES CESdlFTlCtt (
i n i i n . T e x a c t i a c TMC TTFKS c f » iFCioiA7ioH/5ec-j*«T3/MM« FOUND

•1M THE SERIES.

Emergency work order

Preventatiye maintenance work order

Administrative time record

Computer print-outs

INCLUDK TKE W W « 3 S CJl FC«CT1C« OF TMK ISITIES]

. KSCCRO SZRtES rO««ATlS]

SIZE C MICRCFILM

3^^.£GAi. SIZE C CCWFUTEH TAPE

BOCK ^. FT-CPPT DISK

'lO TAPE C Y1EEO TAPS

CTHES(SPECIFY]

8 . RECCR3 SERIES SEOLStCS

C AUPHAEETICAI.

C CHRCfJC'wCXSICAl.

C CEOGSAPHI CA1_

C CTT-EH(SPECIFY)

1 . VCLLXE

XXC FILZ CRA¥E?.(S)

= MICSCFILJi REE1.{S]

1 . = C=*CJTER TAPE( S ]
M ^ 0 " C C7>ZH( SPECIFY]

1 0 . Af^OiM. AC=XU_ATICN

x £ rii_s: CRATER(S]
12 c HICSCF1LM REE!-(S]

UtA^&t = Cr*«»JTE3 TAPE( S ]

: l . FH-E IS USE3

XS CAII.Y C TEECY C MCXT5-Z.Y

1 2 - FILE EECChES IHACTI'/E AFTEH

3 _ c >«HTH(S] x r YEARI'S]
HUM

12. CURKEMT LCCATICN(S] (EI_DC.

Maintenance office

.rt-CCR.RDCM) IX. IS RECCJC: SERIES pi/?T.ICATE3 ©LSE-JVESET

kir r e s , J ^ t e i r r Aacffc-r OK crrtc=J
a YES 5tx NO

13 . ACCESS RESTRICTIONS C YES ^ NO

I i r TT3, CITX t-A»( 1 ) * R«a«J_ATJOM( «]

I S . ACCIT RECUIREWEJfTS

C NCNK X S S T A T E C F ZERAl. C IHCE?»EMDE?r»'

i r I S AM INCE5C SYSTEM U S S 2 7 ( i r T T S . E ^ U I N

C YES NO

1 8 . REC=»*d<nES RETENTION

Retain at least three (3) years.

When no longer needed-destroy

1 1 . flAME AND TITt_E Or PREPARES

Irene Maxwell
-Fisc.Accts.Chief

20 . TEI_EPHCNE NUSCR

(410)974-3611

Zt . DATE

1-13-93

DCS 330-4 (KEY1SZD 2/87]



••jrrH;c1-iry<s--TfPS OR P R I N T A

"PAFIATE FORM FOR EACH NET OR
C/IEED RECa&D SERIES. FORKARO
ITH RECORDS HETENTICH S O E K J U
DCS B 3 0 - ! ] • "'

DEPARTMENT OF CENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7275 «AXER1.CO ROAD
. P . O . BCOC 273 . • •. ' '.

JESSLP, MARYLAND 2 0 7 9 4

AGENCY RECORDS INVENTORY

'•••'." P A C E 3 or 16

r/ACENCT

Dept. ofGene-ral Serv ices

2. DIVISION Annapolis ' P'i&jSLx-c'' •'..
B u i l d i n g s a n d G r o u n d s ;-"-''-•••••

J . UNIT

CFINITICN-RCCORO SERIES-* a i * o w a r w"-ATKa lecesmos NoniAU.y r i U D ANB.UIXB AM A UNIT re*
«cyg?gg«cr AM t e u . A* iwnprrtow AMO nigFoatTTCti prrwp<»gCT ;__

REC3RO SERIES TITUC
Security Shift Reports and Schedules

3 . EARLIEST ^EAR/LATEST "TEAR
• TQ 1992

RECORD SERIES DESCRIPTION ( B K l r 7 l 1 - Y B B O " « ™ * TTTKa OF" mFCW«AT!O«/5CCaiWT3/M»« PWWD
•1H WE SERIES, , INC1.UOK THE WWO3E OJ« rcwCTlCH OF THK *B»rTE»J

Supervisor's c"heck-in sheet

• Control console log

Control console log continuation

Individual Security Service Report

Security force check-in and time sheet

Security force duty schedule

, FE=£ —RO SERIES FCfarCAT(S]

• LETTER SIZE C MICRCFILM

-xLzcAi. s i :^: c cc*a=uTER TAPE

BOCK c Fi-crrr D I S K

TlO TAPE C VIDEO TAPE

CTHER(Sr*ECIFT]

8 . RECORD SERIES SEQUENCE

C ALPHABET ICA1.

C NL*eRICAI_

xx c C-:RCNCLC<: I CAL

C CSOGHAPHICAL

C CTHEH(SPECirY]

> . '/CLIXE

x5« F1LS CRATEH(S]
= MIC5CFILW REEI.(S)
~ COMPUTER TAPE(S ]

M - ° " C CTKEa< SPECIFY]

! 0 . AT«UAL ACCLWU.-LAT1CN
XXC TILS CRATER(S]

6 C HICT5CFILM REEL(S]
K7JEXZT C CCWF-JTER TAPE(S)

. c r—-^-pi •
t T . TILE IS USED

x f CAILY c *EEJC5 c Mcrm-CLT

1 2 . FILE
1

HLiMBE.q

I COSES INACTP/E AFTER . ..
= V«X<rH(S] x5?""YEARlS]

t a . CRFiEXT LCCATICN(S] ( ELDG. . rLOCR. RCCM ]

Security Dept

IX. IS RECORD SERIES pt/7»L 1CATED,©LSE'SHERET

t i r r e s , a^rcjj^r /.azsitzv on c r V c c s )
Q YE3 X S X N O

1 3 . ACCESS RESTRICTIONS C YES B * N C

( I F Txa, CJTX LA»(»] B, W«aui_ATlON{«]
1 8 . AUDIT REOJIREWE?rT3 .-;. .

*
XJOCHCNK C STATE C FEZERAL C, INTEPE?<D€rrr

1 7 . I S AN INCEX SYSTEM U S S 3 7 ( | F "rx» . « y t _ * !M

• ftJKJ'LT AK33 OKSC7ttBe ANT MARQlARe/ lOnTAWC I

c YES a NC xx

I S . RECCWEKEED RETENT1CN

Retain for one (1) fiscal yr, then destroy

I •^•PiAXE AND TITLE OF PREPARER

C. Irene Maxwell

Fiscal Accts. Chief

20. TELEPHONE NUMBER

(410)974-3611

2 I . DATE

1/13/93

DCS 330-4 (REVISED 2/87)



•s rrucT i C N S - - T Y P E OR P R I N T A

: P A R A T E FORM FOR EACH N C T OR

ET/IEED RECofco SERIES. FORWARD
tTH RECORDS RETENTION .SC*ffi3Xfl_£

D C S B 3 0 - I J • • • ' • •

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7S WXERLCO ROAD
. . P . O . BOX 273 . • •. ' ';

JESSUP. MARYLAND 2 0 7 9 4

AGENCY RECORDS INVENTORY

/
PACE

4 or 1 6

:/ACEMCT

DepT". of General Services

•'• v . •

2. DIVISION Anhapoiis :-Pum.'ic. '•

Buildings and Grounds ':
3. UNIT

rflNlTICM-BECORO SERIES-* a m 9 u * o r ««-A-nm IBCCanB« NORMALJ.Y jril_x» AND UXK1 AS A UKIT FOR
itKrcjggccx A* w u Aa »nr?iTiow AMP aiaPoaiTTew Frrwp<jgim ; _

REcsRn SERIES TITU:

Incident Reports & Summary File

S . EARLIEST YEAR/LATEST YEAR
87 • _ 92

RECORD SERIES DESCRIPTION (B*1*J ' l-T C l t s c a ' « T « TTPKa OF" INFCHMAT!OH/DCCyMeHT3/rOWW f o w n
•1H THE SERIES. . INC1.UOK THE PURPOSE CJ» rOHCTIWI OF TMK SS?TTES 1

Detailed reports of incidents, offenses & complaints which have occurred in areas

' of Annapolis Office Buildings and adjoining roads.

. KC=rO SERIES rORKATIS]

•= LETTER SIZS C J4IC?!CriLM

^H-SGAi. StZS C c=fcO=UTEH TAPE

BOCK C p-LCRPY DISK

i IO TAPE C VIDEO TAPS

CTHER^SPECIFT]

8 . RECCR3 SERIES S E O S C

C AI_?HAEET1CA1.

C NU.CHICAI.

x^£ C-3?CX«;LC<: I CAL.

C GEOCI5APHICAI.

C CTHER(SPECIFY)

J . VCLLXE

JttFILS CRAIEH(S)
~ WIC=CFII_M ~-(S]

- COMPUTER TAPE( S '

! 0 . AJ^OJU. ACdWULATlCN

)^FILZ CRATER(S1
i C MICTEFII-K REZL(S)

h u,-lAif̂  J5.^c=wpyrg^-TAPETsT":

<-
FILE EECTNES INACTr/E

- VCNTH(S) XJC YEAR(S

I 1 .
FILE is uses

XXC CA1LY c Mcrm-o.^

1 2 .

HUMBE3

:s 4"PL!
CU

U . C'RREKT LCCATICN(S] ( El^JC. . rLOCR. PSXM )

Security Department

U. IS RECCRC SERIE; .ICATE3 ©LSZ-S«:SE7
fclF I T S , s r t c i r r /iaofCTj on c r n « ]
Q YE3 x55^O 1 -;3-,M-.-- U - ' iT i ' r .M\) \ ; >

13 . ACCESS RESTRICTICTS C YES 5rfK:
( i r YX3, C1TX LA»(»J » F»«a«LJkTJOM( »1

I S . AUSIT RECUIR£KE?rT3 .

X B NCNE C STATE C FETEHA1. C INC£PENE€NT

I T . ISAM INCEX SYSTEM ISE37 ( i r n s . U 7 U t l N
•rlCTUT AKD OnCIIIIC AKT HARDIAne/ SOmAXC )

C YES HXXNO

1 8 . RECd^JEMEEC fSTEKTlCN

Retain for five (5) years, then destroy

! HmHA*E AND TITLE OF pREPAHEH

C. Irene Maxwell

Fiscal Accts. Chief

2 0 . TELEPHCKE NUMBER

(410)974-3611

2 I . DATE

1/13/93

DCS 330-4 {REVISES 2/87)



•t> TPyiCT 1 ry<S - -TYPE OR PRINT A
tPAflATE FORM FOR EACH NCT OR
r/iscs RECORD SERIES. FORKARD

TH RECORDS RETENTION SCHEDUI_E
3GS B 3 0 - 1 ]

_ r/ACENCT
Dept. of General Services

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT D I V I S I O N

7 2 7 3 «ATERI-CO ROAD

P.O. BOX 275 . • •. ' ';

JESSUP, MARYLAND 20794

2 . DIVISION Ariniapolis PubH.fc'- '"
Bui ldings & Grounds " ' :

AGENCY RE'CORDSINVENTORY

O="1N ITICN-HECORD 1 E S I > A amju»» or RXX_ATKS wtcanoi NORMALS.Y wti-xa AKO UXSS AS A UNIT ran

RECORD SERIES T1TLT

Mechanical Time Punch Data

3 . EARLIEST YEAR/LJkTEST YEAR

TO 1 9 9 2

RECORD SERIES DESCRIPTION {•*1™' l-T « * a i a K THC TTfKS OP" ]MPCMJAT!0«/Ceca«raT3/WIoa POUND
•1H fHE SERIES. . INCUDK THE mj!U«a3E e« rnMCTJC»« or TMK XSR1ES

Printout and dials which have been mechanically or electronically punched to show
'entrance and exit times of secured areas in the Annapolis Building Complex.

. R=: —R3 SERIES rC«VAT(S]

- LETTER S 1 3 C MICRCTILM

3<iICAU SIZE C CCfcSFVrER TAPE

= A D BOOK C FLOPPY CISK

= Ai--OlO TAPS C VIDEO TAPE

" OTHER(SPECIFY]

8 . RECCR2 SEH1ES SEO^ENCS

C ALPHASETICAL

C NL*eRlCAL

^^tHRCTiCLCX: 1CAL.

C GECGHAPHICAL

C CTHErHSPECirY]

> . VCLLXE

XXXC F!LZ CRA¥EH(S]

1 = MI<r=CFILH REEI.(«

- C=KP>JTZH TAPE( S ;
= C-n-ER(S7^C:FY]

1 0 . Al~Z<im. Atrr-KnjLATlCN

JSiFILS CRATER(S)

2 C HICSCF1LM REEL(S]

KTjcrrr c CC«P>JTER TAPE(SI

1 . TILE IS USS3

^ C A I L Y C TEZKLY C MONTHLY

1 Z . F I L E EECChES INACTIVE ATTEH

1 c vcrrrw(s] . ^ Y E A R I S ]
ICiUBEa

. 2 . <=JRRE>fr LOCATICN(S] ( ELSG. . rLCCR . SCCM )

Security Dept.
I*. IS RECCRC SERIES ptft>L ICATTD ©LSE'SVESE T

t i r "nca. J M c i r r / . a c x o 1 OK crr«c=j
O YES ScNO

1 3 . ACCESS RESTRICTIONS C YES ^ N C

( t r r r s , CITX LAW(»J a mtain_\TioH(«)

18. AUDIT REQUIREMENTS

X^^fiCNK C STATE C FETERAL C INDEPENDENT

17 IS AN INDEX SYSTEM USE37 ( , r YM.a53.tj.iM

• r i w u T AK23 o n c n t i E AJ«T MARDiARc/somAiuc!

"KXYES NO

I S . RECd*«ENDED RETENTION

Retain for one (1) year, then destroy.

J •». riAXE AND TITLE OF PREPARES

Irene Maxwell
Fiscal Accts. Chief

ZO. TELEPHONE NLWBER

(410)974-3611

2 I . DATE

1/13/93

DCS 330-4 {REYI 2/87J



'•-jrrycT 1 ry<s--TYPE OR PRINT A
rTP/VflATE FORM FOR EACH NET* OR

ET/IGED RECofcD S E R I E S . FORWARD

ITH RECORDS HLIUfTICN SCHEDUXJE

S30-!]

•/ACEMCT

Dept. of Senegal Services

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT D1VISICN

7275 -EATERUOO ROAD
P.O. BOX 273 . • •. ' '.

JESSUP, MARYLAND 20794

2. DIVISION finhap.oiisVJA^irc'
Buildings & Grounds-- •

AGENCY RECORDS INVENTORY

CFI NIT I CM-RECORD SERJES-A 9MUP Or KXLATKO MCCSROS NOia*Al_L.y fll-ZD ANO U(XD AS A UNIT POM
mcn-nmcz A * »gl_L. A * m n . i r i o w XHTS otayogTTiew yntMtiir^ • _

RECORD SERIES TITLT

Parking Area Control Files
YEAR

RECORD SEHIES EESOIIFT1CW [
m n l n v r = « O » I « « T « TYT-M Ol- IHI^R«AT!OH/B<:cy»«T3/rO»« POW.D
•1H fHE SERIES. , INC1.UOK T«K PURPOSE C« rnMCTlCM OF TMK msjrTES]

Documents relati'ng to allocation & control of issuance and withdrawal of
parking permits by Annapolis Public Buildings & Grounds

. FSCCCRO SERIES FORMATl S ]

= l_=TTTEH SIZS C MICROFILM

S X L S C « . s t r s c c=*a^jTER TAPE

= ^ ^ ° BCOC C FLOPPY C1SK

= Ai.-niO TAPE C YIEEO TAPS

~ CT>ER( SPECIFY]

8 . RECCR3 SEHIES

C ALPHABET ICAJL

XXJC NL*ERICAL

C CHRCHCLCG1 CAL

C CEOC«APHICAL

C CTHEH(SPECIFY]

J . VCL'-XE
X S FILE CRATEH(S)

= MIC=EFILU R E X L ( S ]
- CCMP-JTEH TAPE ( S ]

! 0 . ATC^UAI. AC=_MULAT ICN

XX: TILS CRATEH(S]

C MICROFILM R E E L ( S ]

hcUAiTi - C=t^=«JTES TAPE( S )

t 1 . FILE IS USETJ

X>P GAILY C WEEKLY C JOfTHL^

1 2 . FILE EE CONES INACTP/E AFTE3
1 - VCMTH(S) X ^ Y E A R ( S ] X

-HTJMBE3

1 2 . CJRREXT LOCATICN(S] ( 3LDG.. . FLOCR . PCCW ]

Security Department

.. . • . '.5- *
IX. I S RECCRO SERIES pt /PL 1CATE3 ©LSE-S1-ERE7 *

tir TCS, sweirr /.acxer on ernes]
Q Y E 3 >OCNO

13 . ACCESS RESTRICTICNS C YES XJC ^K;

I ir TTS, ciTX LA»(*J » ncouuATiwdl
1 « . ALT: IT RECUIREWE?rr3

XX C NCNE C STATE. C FEZERAL C l'NCEPEHDeXT

1 7 . I S AN INCEX - . ' I M U USE37 { i r n s . U 7 U l N

1RIKFLT AKD D l l C n l l C AKT HAROIARc/ SOmtAraC ]

C YES 3 X NO

I 8 . RECCM-^ENEES RETi '1CN

Retain for five (5) years,
then destroy.

I 1 7~7UU*E AND TITLE OF PREPARER
Irene Maxwell
Fiscal Accts. Chief

20 . TELEPHONE NUMBER

(410)974-3§ll

2 I . DATE

.1/13/93

DCS 330-4 (REV! 2/»7]



•'•-jrr-ynTirsvs-'-infPS OR P R I N T A

r.PAflATE FOH*< FOR EACH NET OR

ET/1GCD RECafaj SERIES. FORWARD

CTH RECORDS Ht-fmriCM S O 4 E U U

D C S B 3 0 - I ] • • ' • • "

:/ACEMCT

Dept. of General Services

DEFARTME>Tr OF GENERAL SERVICES

RECORDS MANAGEMENT D1VISICM

7275 WXERLCO ROAD

P . O . BCX 275 •

JESSUP, MARYLJWD 2 0 7 9 4

2. DIVISION Annapolis "Public.
Buildings and Ground's

AGENCY RECORDS INVENTORY

rriNITICN-RECORD SERIES-* amW* o r ***-XT*° WCaiUM NOH*UU_I_Y riUCD ANO U«D AM A UNIT rQf»
w^tMj icz KM »«-!. Aa w i t H f i e w w o Dia^oglTiew PTTHFOWFT* • _

RECORD SERIES TITLJE

Plat and Site Plan File

RECORD SERIES DESCRIPTION .wm.iT.ri.-r cxscstiax

•1H THE SERIES.

T W TTl-KS OF" lMrCHMATTOH/DCC'J*«r<T3/rOI«MS fOUNO

IMC1.UDK TMJC pui«»oac em FTINCTJCH OF TMK ISTMESI

Contains original and revised plats, site plans, blueprints and drawings of all
Physical facilities under the jurisdiction of the Annapolis Public Buildings
and Grounds

. R<C—FO SERIES FCRWATJS]

C LETTER SIZE C MICROFILM

= LZCA1. SIZE C CCMFVTER TAPE

- ̂ ^CD B3CK C FT_CP«r C1SK

= Ai.T3IO TAPE C VIDEO TAPS

3tX&T>!ER( SPEC I FT ]

for
Large cabinet/blue prints

a . REC=R3 SERIES SEOtJE?K=

C AI_PHA£ET1CA1.

C NI>CR!CAZ-

c c-3?crK:uo<:iCAJU

C CEGGRAPHICAL

X C CTHER(SPECIFY]

Building

J . VCLLAE

C F ! U CRATEH(S)

1 ~ MIC=CFII_M RETMS]

- C=*fP>JTEH TAPE( S ]

i « - « c crriEa(SPsc:FT]

1 0 . AfC<UAL AC=LWI.T_AT1CN

C r iLZ CRATER(S]

C MIC?CFII_M REZ1.(S]

KcdZS" G CCWJTER TAPE( S )

I 1 . r iUE IS LJSE3

XXC CA.11.Y C MOfTHLT

1 Z . FI1.E EECCNES
,. rt>«»^. •»! fV.\«-^t '

HUMBE?
never

12. <=JR3RE?fr LCCATtcmSl { E l ^ G . . n-OCH . PSXM ]

Maintenance Department

IX. IS RECCR3 SERIES plft>L ICATJED ©LSESHESET-
t i F r e s , a^epiF-r A i o f c r oW c r r i « ] f

n YE3 RXHO | , :

I 3 . ACCE
I IF

RESTRICTICNS C YES £ NC

, CJTX LAW(»] » W«aUT_\TlOH( »)

1 8 . AUCIT RECUI REWEJ«r3.. i '< .-»'r- '^C1.'.- !'•>• M *

^NCNK C STATE C FEZERAI. C INCEPSHCeNT

17. IS AN 1NCEX STSTEM IJSE37 { I F T T S . e x f u i IN

iriKTUT AKS D i i c n i i c A>«-r HAPDBARC/ sornrAiac )

C YES JK NO

1 8 . RECC»*<ENCEC fSTEKTICN

Retain Permanently , transfer
periodically to Maryland State Archives.

I 1.—NAUE AND TITLE OF PREPARER
Irene Maxwell
Fiscal Accts. Chief

20 . TELEPHONE NUMBER

(410)974-3611

Z t . DATE

1/13/93

DCS 330-4 (REVISES 2/87]



^rrycTicr^s--TYPE OR PRINT A
=>ARAT£ FOF»«'FOR EACH NETT OR
/JSED RECaftO SERIES. FCR«ARD
TH RECORDS RETENTICH SO£DUI_S

i S 3 0 - ! J "• ' "

Dept.ofGeneral Services

DEPARTMENT OF CZNERA1. SERVICES
RECCRDS MANAGEMENT DIVISION

727S 1UVTERLXX3 ROAD
' . P .O . BOX 273 . • •• ' '.
JESSUP, MARYLAND 2 0 7 9 4

/

2 . DIVISION

AGENCY RECORDS INVENTORY

3. UNIT Annapolis Public
Buildings & Grounds

F1NITICH-REC3RO SERIES -A anouF
Or RLA7SD IBCCSRO* " " » « » ' T V jriU33 AMD UXZS AX A WIT PCM

ZZ AM » « - ! . AJ M;i.fT1OW JWH OtSPgBITTCW y-TWFOggrrr

REC3RD SERIES T171-E
Building Inventory cards

RECORD SEH1ES CESCSIPT1CN { Mnixm-r c x s c i i u THX -rn»K3 o f i«rc«uATio«/=ee-j«OT3/Fcwa PWWB
•tH T5"iE SERIES. . IHO.UOS 17OE ^yiM»cac CJ» rCTlCTlCM c r TMK mKJTTESJ

Series of cards is arranged alphabetically. Cards' show building location,

item number, date acquired, value, improvements, date sold and buyer, for all buildings

under the jurisdiction of Annapolis Public Buildings' & Grounds

^XkSTTSR SIZZ C MICSZriLM

'• LSGAi. S I S : C CSHfVTSS TAPE

: A D BOCK C PT_CPPT =:SK

= Ai--3IO TAPE C V1E£C TAPE

CT>!ER( SPEC t F~f ]

8 . RECCR2 SEHIES

XX C Al_?ViA2ETICAl.

C NL>tRlCAJ_

C O3WMCL0GICAX.

- GEOCKAPHICA1.

C CTHER(SPECIFY]

1 . '/QLL*E

XXX = F1LZ CRATEH(S)
- WIC=CFII_M REZi-(S)
C CCMPV7EH TAPE(S ]

t 0 . A.*«UA1. AC=LMU_*T1CN
XXX c TILT CRATES(S]

x C H1C5CFII-W REE1-(S]
k c i ^ J ^ C CCWP-JTEH TAPE( S |

FIUE IS USE3

C CA1I.Y XJfe MCSTTrO.-:

I Z . F1I-E

HUMBE;

:CChES IMACTP/E ATTZP.
- VCMTH(S1 c •TEARts) -never

2. CV.'RKEJ<T LCCATICN(S] ( S J X . . n_CC-R. RCCM ]

General Office

I . t . IS RECCRC SERIES ptft"_lCATE2
kir *>̂ 2r s^tctrr / .aocr en crricz]
Q YE3 ^ NO

I 3 . ACCESS RESTRICTIONS C YES *X NC I S . AUSIT RECUIRElC?fr3 . \

C NCNE X 5 STATE C FEZERAI. C I NCEPEHEC^T

17. IS AN INCEX SYSTEM USS27 ( I F TCS. i^t -AIN
•r«tcri .T AKH B i x m i c AKT K A R c i A R e / s o m A x z l

:x;C YES ° NO XX

l s . REC=»*<E?O:EZ: RETZHT I ON

Retain permanently, transfer
periodcial ly to Maryland State Archives.

X 1 . r<A>C AND TITLE OF PREPARER

Irene Maxwell
Fiscal Accts. Chief

20 . TELXPHCNE NUMBER

(410)974-3611

2 I . CATE

DCS 330-4 ;REVISED 2 /87 )



i» rmjcT 1 cr<s - - T Y P S OR P R I N T A
•/VRATS FQT94.' FOR EACH NET OR
/1EZD RECORD SERIES. FCRIAHO
7H RECORDS BETEW1CN SrVfFTXJI-g
CS ! S 9 - | ] '

r/AEtNCT

Dept. Qf General Services

DEPARTMENT OF CENETtM- SERVICES
RECORDS MANAGEMENT DIVISION

7273 TXTESOJOO ROAD
' . P.O. BGX 273 -. • ' •. '.'.
JESSUP. MARTLJWD 2 0 7 9 4

2. DIVISION
• • • , : - • • - * . . : . • ; ,

AGENCY RECORDS INVENTORY

PACE 9 o r 16

3. i«lT Annapolis public

Buildings & Grounds

F1N1T1CN-REC3RD SERIES-A QKOur o r XXLA-RS KC3RD* NOIOKA1-1.Y F l t ^ n ANn U « = AS A UNIT rCJ»
icx AM va-i. A-a miiMTiew o m otafoatTTW W T I M B P

SEC3RD SER1E3 T1TLJ
Building Files

3 . EAH1.1EST TEAR/LATZST TEAR

' T« 1 9 9 2

RECORD SEHIES CfSQlPTICN { iKi in .T c n c t i a x THC TfTxa op- iMFoouTioH/sccjuoTs/rcMia PWWD
•IM fKE SERIES. . 1NCI.UOS -noc puitfcat CJI rcNCTie** or TMK SKJTTES]

Contain documents showing modifications to State Buildings in the Annapolis Complex.

. KSCCHD SZ3IES rCfa*AT[S]

SIZE C J4IcaEriLM

^CjtZCAI. SIZE C c=WF»JTEH TAPE

BOCK C FI.OPPY C1S<

= Ai--OIO TAPE C VIDEC TAPS

CTrEH ( SPEC 1 FT ]

8 . RECCrC SEHIES SEOJEXCS

XX C AI_? !̂A£ET ICAJL

C NL*eHlCAI_

C C-3WNC1.OG I CAI_

- CECCrtAPHICAl.

C CTHE?.(SPECIjrf]

J . '/Ct.L>E
X S F1L2 CPATEH(S]

= MICT=CFII_W REE^[S]
- CCMP-JTZF. TA?E(S]

N«W««.1 r- ,
•3( SPEC: rr I

! 0 . A.*«U0. Ar—WCLJkTICW
" ril-T CRA1EH(S]

/ C MIC75CFILM KEE^(S]
l,i.JL±&l - C=WJTEH TAPE( S )

;: . rtt_E IS LSE3

C CA1L.Y X * MCNTW.^

1 Z . FIUE

_5£I

:CCSES IMACTT/E A?TE?.
C H=TTH(S] , • vC.TEARl'S] n e . v e r

U . CJRRE?<T I_CCATICN(S] ( BLSC. . rLCCR. fiCCW ]

General Office

IX. IS RECCHS SENSES pUP-_ICATE3 ©LSE2KESE7
t i r "res, « M c i r r / .a i^cr OK e r n e s ]
Q YE3 XX HO

I 3 . ACC
( t r

RESTRlCTICtG C YES ^ NC

, CJTX U k l ( l l * W8«LAT1On{ll

I S . AUCIT RECUIREKENT3

Q HCNE >S STATE C FEZEHAL C INCEPEMCeXT

17 IS AM INCEX SYSTEM USSZ:7 [ ir YX*.tx^t_«lH

IRIBFUT AKO OMC7tt»e AKT KABOIARc/sOmAM )

C YES Ox. NO

1 8 . RECCf*<E?<nES RSTTESTICN

Retain Permanently , transfer

periodically to Maryland State Archives.

1 t . tW*E, AND TITLE OF PREPARES

Irene Maxwell

Fiscal Accounts Chief

jg __ ygr rgHCNE NUMBER

(410)974-3611

2 I . GATE

1/13/93

DCS 330-4 tFEYlSED 2/87]



j FPyCT 1 rSMS - -TYPE OR PRINT A

'AflATX FORM FOR EACH NET OR

/IGZD RECORD SERIES. FCRXARO

7H RECOfBSS RETEHTICN SOESULE

i 5 3 0 - 1 J • • • ' " •

r/AcsNcr..

Dept. of General Services

DEPARTMENT OF CENERAL SERVICES

RECCRCS MANAGEMENT DIVISION

7173 WTERLOO ROAD
X • . P . O . OCX 2 7 3 . • •. ' . ' .

JESSUP, MARYLAND 2 0 7 9 4 .

• AGENCY RECORDS INVENTORY

••••" P A C E 10 or 16

a. UNIT. Annapolis Public •

Buildings & .Grounds

F1NIT1CN-RECORO SEHIES-A a n e w or MCLATKIJ MCCSROS NOICIULLY n u n AHO U K B AX A UNIT row
Mycjumg A» IC-L A* miiOTiew AMP Dta>»ogTTTct< fritMiin ; _

RSCCHD SERIES TITLE

Purchasing records

3 . EARLIEST YEAR/LATEST "TEAR

1989 TO 1992

. _ _ , _ . , - _ , , M l i n . T CXSCtlM THX TTT«3 OF" lMfCMU7!OH/5eCS)MT3/«IIIVS fOCND
RECORn SERIES CESCaiFTlCN { '

•1H THE SERIES. INC1.UDK T>OC ruitfC3C Wl rwiCTlCM c r TMK SK7TTES]
Purchase Orders
Requsitions
Bid and quote records
Unscheduled' requisitions
Year-end Physical Inventory Reports
Minority Business, reports

Copy of contract awarded
Notice of award of Contract

, K^C=R3 SERIES FCfSiATt S ]

: LETTER SIZE C MICRC^ILM

:XKSCA1_ SIZE C C=*5F»JTER TAPE

- ^^^P BOCK C FT_cf>^r C I S <

- Ai.-31O TAPE C VIDEO TAPS

" CT5-ER( SPECIFY]

8 . R E = R 3 SERIES SSOLJENCS

C ALPHABET 1CAL.

XXJC NUrCRlCAl.

C C-35CNCLOOICAL

= GEOGRAPHICAL

C CTHE-=.(SPECirr]

J . VTJLLXE
X S FILE CPAIEH(S)

= WICSEFILM RSZ1.(S]

S TAPE(S )

1 0 . A-'«UAL ACCLWLUkTICN

XZ riLE CHA1ER(S]

1 C MIC5CFILM REZL(S]

U^-Uk£% ~ CCWP--TER TAPE( S )

'. . TILS IS USE3

X>Q< CA.1LY c IEEXLY c McrrrrCLT

1 2 . ^aBV);i:)35!FILE EECOhES INACTP/E Ari
3 C JflCNTH(S] i x Ji YEARNS] x

_HL;MBE:

; J . CURREXT LCCATICN(S] { EU3C. .rLCCR. J=CC« )

Supply storeroom

IX. IS RECCRC SERIES pt/PC ICATE3 QLSEXlr&j&iT'

Q Y£3 S ' N O

3 1

I 3 . ACC

{ If

RESTRICTIONS C YES jfc NC
, C:TX L A » { » ] » rexavLj.7icn{. «1

1 8 . AUStT RECUIREWE?rrS

D NCNS XX STATE C FEDERAL C INCEPEHEC;^

17 .IS AN INEEX SYSTEM US=7 [ tr YTI.E^UIM
•rmrruT AKO oxiCKlte AMT HABci*Re/»omA«)

C YES « x NC

I s . Rsc=i*otcEz: RET; •1CN

Retain for three (fi^caU/
years and audit then destroy

1 •» . fUWoe AND TITLE OF PREPARER

Irene Maxwell
Fiscal Accts. Chief

: o m TELEPHONE NU4EER

(410)974-3611

DCS 330-4 IREVI 2/»7;



s rrycT 1 cr<s - -TYPE OR PR INT A
P/VH/VTS FORM FOR £ACH NET OR

/IEZD RECORD S E R I E S . FCRKARD

TH RECORDS fJETEHTlCN SOECUX-S

; sso-i ] "

r/AESNCT

Dept. of General Services

DEPARTMENT OF CENERAL. SERVICES
RECCRDS MANAGEMENT DIVISION

7273 lAXERLCO ROAD /
' . P . O . BCK 273 . • -.- ' . ' .
JESSUP, MARYLJU4D 2 0 7 9 4 .

2 . DIVIS1CM

AGENCY RECORDS INVENTORY

3. twiT Annapolis Public

Buildings and Grounds

rmlTlCN-RECOHD SEH1ES-A anoup or mci_A.Tsa tacesRoa NanuixT1 ru -xs *nn UXJCS AX A UNIT ran
KKtt7CBiCX AM Tgl-L Aa m.ll .TT>OW AMP O T S F Q g i T t W F"JWFOgTr?T •__

BSCCR13 SEH1E3 T1T1X

Transmittals
3 - EARLIEST YEAR/UkTEST YEAR

1988 TO 1992

RECORD SEH1ES EESCHIFT1CN {
I H l i n . Y CXSCtUC THT TY1MC3 C f IMFCBJATI OM/5CCU>«?«T3/rOBWa fWJNB
•1H THE SERIES. IMC1.UOK TKE WWC3C CJt FCNCT1WI OF TMK SSinES ]

Cover sheets (Stars 100)

Transmittals (Star's 101)

Receiving reports

Invoices"

Travel Expense Forms

Remittance advices

. rc=:ccra SERIES rcfauTts]

LETTER SIZE C MICS^ILM

3«LECAi_ S I Z S C CCHTSJTER TAPE

= i ^ ^ P EOCK C FLOPPY = 1SK

= Ai--3IO TAPE C VIDEO TAPE

" C-T7-£R( SPECIFY]

8 . R E = R 2 SERIES SEOLENCE

C AU?VASETICAL

XXC W>CRICAl.

c O-:RCNCLC<= I CAI.

Z CEOGSAPHICAL.

C CTHE?.(SPECIFY]

> . VtlLlXE

XXkjCJLE CRATE?.(S)
= WIO=CF!I_H REXt.(S]
C CSWP-JTEP. TAPS(S)

10. ATWUAi. AC=i*ajLATlCN

X}F r i t -T CRATER(S]
2 C MICSCFILM RES1-(S]

k - i t i i R c CCMP-JTER TAPE( S )

1 1 .
TILE is isn

Xi5 CA1LY C MCNTHLY

1 2 . FILE EECtThES INACTI'/E AFTER

- VCMTH(S] XS YEARlS]X

1 2 . CL'RKEXT LCCATtCN(Sl ( SLDG,. , H-COR. SCO) )

Office and supply storeroom

Ii. IS RECCRC SERIES pt/7"_ ICATT3 ©LSEIhERET

t i r yea, SP^CIJ^T AtxcjrcT OH ee r i e r ]
XE YE3 c NO General Accounting" "'

1 3 . ACCESS RESTRlCTICtS C YES C NCX X
1 i r TTCS, C I T X L-»»{*J a »«OUI_ATICW( »]

I S . AUEIT RECUIREKE?<T3

C HCNK x S STATE C FEZERAL C IHCEPETCCNT
*

t r IS AN IMCEX SYSTEM UEE27 ( I F "nc» . E3yt-» IM
• rlKTUY AKS DK3C7ttBS AMT HAKOIAffe/ I o m > M ]

C YES B x NO

1 8 . REC=»*<Er<EES RETEKT1CN

Retain for three (3) fiscal years and audit,
then destroy

I •». riAVC AND TITLE or pREPARER
Irene Maxwell

Fiscal Account Chief

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

20 . TELEPHONE NLWBER

(410)974-3611

2 I . GATE



•jrmjcT 1 cy^s- - T I T S OR PRINT A

=/Vfl/vre FOra< FOR EACH NCT OR

YI.SS9 RECORD S E R I E S . FCRXARO

TH RECORDS RETENTION S O £ O U L £

CS S S Q - 1 ) '

•/AEEMCT
D e p ^ of General Services

CZTARTVZXT OF CZNEHAJ- SERVICES

RECSRDS MANAGEMENT DIVISICN

7273 «ATEia_OO ROAD

' . P.O. BCX 273 •. • ' •• '.'.

JESSUP, MARYLAND 20794

2. DIVISICN

AGENCY RECORDS INVENTORY

12
PACE: or

16

3.'UNIT Annapolis Public

Buildings•& Grounds

SERIES-* a m s w o r K * 1 - * ™ Jocxrsnn* NOIWAU.T n i - m Ann uxrs AS A W I T rcn
lagrKjaaicx AM wgi_L A* wcmTi f lw AMP D I S ^ O B t-rTctf p»jwp^gg-!t ; _

REC3RO SEH1E3 TITLE
Miscellaneous Accounting Record

3 . EAJS.1EST TEAR/LATZST "TEAR

1988 TO 1992

RECORD SERIES DESCH1PT1CN { '
•1H fHE SERIES. , IKC1.UDK 7WE mJWCSE CJ» fWCTIW c r TMK K R 1 E 3 ]

Petty Cash vouchers (filed with transmittals) . .

VJorking-fund composition

Accounts receivable journal

(invoices filed numerically) -

. KTCCCRO SERIES rc*a*ATls]

= LirrTER SIZE c mazriu*

^jJ-ZGAi. S I Z S C CCfca=«JTER TAPS

- ^ ^ ^ = > BOCK C FT_OPOT - 1 S K

= Ai.T3IO TAPE C VICES TAPS

" CTMER(SPSCIFT]

8 . R E = R 2 SEHIES S S C C E > « =

C ALPV-ASETICAL

X X C Nl>CS!CAI .

C C-KTfCLOG 1 CAL.

C CECCSAPHI CAL.

C CTHE?.(SPECZJrY)

1 . VCLIXE
X X w FILE CRATEH(S)

= MIC=CFIUi R=3n.(S]

c CCMPVT: :APE(S;

t o . A,*«UAL AC=XU_ATICN

XX c riUE CRATES(S)

3̂  C MIC3CFILM KEE^(S)

hc^hifS1 C CCWP-JTER TAPS( S ]

i : . f l U S IS USE3
XB CA1L.Y C lEECr C hK f̂THL"!

1 2 . FILE EECCSSS INACTT/E AFTE3

3 3 - VEMTH(S] 5c*fEAR(S]

\1. CZJRKE>fr LCCATICN(S] [ELOC. .rLCOR.RCCM]

General Office & Supply Storeroom

l i . IS RECTfC: SEH1E3 ptfrLlCATTS ©LSETHERET

t i l ' TTca , s ^ t c i r r AttcrfCT e», .erri .« ' ) ' v
x5? TTE3 C NO General Accounting

13 . ACCESS RESTRICTICTS c YES xR NC

I i r i x s , C I T X L A « { a ] a WXOUT_KTIOM( » )

t « . AJLJSIT RECUIREHEIfra

D HCNK X S STATE C FEZEHAL. C INnEPE?<E€MT

17 IS AN INEEX STSTEM USE27 ( I F YT» , U 7 t J > IK

• r i w u T AKn BKXC7ttae AMT H A n o i A R c / i o m A w !

C YES 1 NO

t S . RECCM«?<EEi: RETEMT1CN

Retain for three (3) calendar years and

until audit, then destroy

I 1 . f«AHE AND TITLE OF PREPARES

Irene Maxwell

Fiscal Accounts Chief

2 0 . TELEPHONE NUMBER

(410)974-3611

2 I . CAT!

DCS 330-4 IREV1 2/»7)



•3 rnjnT 1 rr*s - -TYPE OR PRINT A

PAflATX FORM FOR EACH NETT OR

YIGED RECCED S E R I E S . FCRXARO

TH RECORDS RETENTICN S O £ £ U U

CS 3 3 0 - 1 J

Dept. of General Services

DEPARTMENT OF CENERA1. SERVICES
RECCRDS MANAGEMENT DIVISION

7273 W.TERLOO ROAD
• . P .O. OCX 273 . • •. '.'.
JE5SUP, MARYLWO 2 9 7 9 4 .

2 . DIV131CN A n n a p o l i s "?ui>Ii"c
B u i l d i n g s & Grounds ' • ;•• •

AGENCY RECORDS INVENTORY

1FINIT1CN-RECSRD SE3WES-
A anoui> or ncLATss K C S R D * NonMU.'t' rii-xn AMO UXKS AS A UNIT r o t
M^EAmcr A* -wgi-l. AJ m u T T l o w AMP Ql3^5«tTTew T»»r»TM»«rrT ; _

RECORD SEH1ES T1TUE

General Accounting Records

3 . EARLIEST YEAR/LATEST fEAR
TO _ 1992

RECORD SERIES CESCHIPT1CN {
i x i ( n . T c z s c t i a c TKX TT7«K3 e r iM^cxMATioH/scc-j»«?iT3/«sii«a fwwn

•tH ?KE SERIES.

Certificate of Deposit & bank slips

[NCVJCK TKK WIMOSC Cfl rCHCTlCH Or THK mKjrtES]

. RS1CCR3 SEHIES rCf!UAT[S]

= UTTTER SIZE C MlC2CriL«

^ LSCAt. S 1 3 C CCfcff»JTZR TAPE

= ^^P BOCK C FUCPPT C1SK

= Ai.-ClO TAPE C V1DEG TAPS

~ CTHER(SPECIFY]

8 . RECCRS SERIES SEOLE^CS

C ALPHAaETICAl.

X X XC NL*eSICAi.

C C-HCNCI.OG I CAI,

- CECCKAPHICAL.

C CTHEP.(SPECirY)

3 . '/nLLXE

C FILi CRATEH(S)
= WIC3=FI5_M RET^(S)

1 C CCWPLTTZH TAPE( S )
M ~ n " X CTVER(SPEC:rTl

Folder

10. Af«UAi. ACC.WU-AT1CM
u TILS CRATES(S]
C MICKFILM REEL(S]

h c U A ^ c qSWJTZR TAPS( S )c CCWJT;
r̂ .- iZOLVZt-

! '. .
nus is USED

X5 CA1J-Y C MCMTrOL^ 3_ = VC?<TH(:S1 " ^J&cYEARlSl

12. C'RRE>CT LCCATICN(S) ( ELOC. . rLCCH. SCCW ]

General Office & Supply Storeroom

H . IS RECCRS SERIES ptfrLICAT^p etiSETOfSBET J

t i r Tta, s p t c i r r / . a » c r OF e r n c r l . \
x5? YES C NO General Accounting _L

3 . ACCESS RESTRICTICNS C YES XR NC

[ \r r t a , ciTX I _ A » { X ] * prxoin_ikTiew( s )

1 8 . AUCtT REaJIREWE?rT3

C HCNS X S STATE C FEZEHAi. C I Nn£?«?{EeXr •

i r IS AN INCEX S I M U USSZ7 ( I F YM.U7tJ>IH
• rritcruT AKn c s s c x i a e AJIT K U B C t A B t / i o m A n i ]

C YES 5& NO

I 3 . RECC**<ESEES RET! •1CN

Retain for three (3) calendar years and <•
until audit, then destroy

I 1 . r u u c AND TITT_E OF PREPARER

Irene Maxwell

Fiscal Accts. Chief

2 0 . TELiPHCfCE NLWEEH

(410)974-3611

2 I . CATE

1/13/93

DCS 330-4 (REVISED 2/87;



jrr\iCTlCr«S--TYP£ OH PRINT A
>AflA.TZ FORM FOR EACH NET OR
/1EE3 RECORD SERIES. FORWARD
TH RECORDS RETENT1CM SCHETXH-E

! S30-J J - ' ' "

De of General Services

DEPARTMENT OF CZNEHAL. SEHVICSS
RECCRDS MANAGEMENT DIVISION

7273 -KATERUCO ROAD
' . P . O . BOX 273 \ • •.. '.'.

MARYLAND 2 0 7 9 4

2 . D1V1SICN

AGENCY RECORDS INVENTORY

3.'UNIT Annapolis Public
Buildings'& Grpudns

rlNITlCM-RECSRD SERIES -
A anoup or JBKI-ATTED itzcsnos noirawt T Y n u c n AWO o i x s AX A WOT ran

RECCRD SER1E3 T1TUE
Timekeeping Records

3 . EARLIEST TEAR/LATEST TEAR
TO 1992

RECCRD SERIES DESCSIPTICN {
•1H TWE SERIES. iNC'jos rwt rurwoat: e« rc«CTjCM cr TMK SSTTTES

Timesheets

' End-of-the-year leave balances

Quarterly leave reports

Monthly sick leave reports

Comp-time reports

. rc=i—RS SERIES FORMAT;s]

- LSCAi. SIZE C c=KI=JTEH TAPE

^ k : BOCK C FT-OPPT S1SK

- Ai.-3IO TAPS C YIE£C TAPE

CTVER( SPECIFY]

8 . REC=R2 SEHIES SSOJE>*CS

XXC Al-PHASETICAJL

C KL>C3ICAI-

C C--RCHCI.OC I CAL.

C GEOGRAPHICAL.

C CT>EH(SPECIirr]

1 . VQLIXE
X X C F1LJS CRATEH(S]

= WIC=EFII_M —-[S]

- C3^P-JTZH TAPE(S]

10. KtfllAl. ACTLKULJkTlCN

XJC riLS CRATE3(S]

3 C HIC5CF1I-W REE^(S;
hci*Ai^ C C=KP"-TEK TAPE( S )

MUE IS LSET3

XXC CA11.Y !- TCDCY C MCrfTHLT

1 2 • FILE EECTSES 1HACT!'/E ATTEH

^ = «MTH(S] ^"rEAR(Si

13 . CJRREKT LCCATICN(S] ( ELJC. . rLCCH. i=CC« )
General Office-Supply Storeroom

IX. IS RECCH3 SERIES plftr"»lCATE3 ©L2E11-ESE7

t i r T r 3 j , s^<=J'~'' AarScr'ow c m c s )
O YE3 Ĉ N̂O

13 . ACCESS RESTR1CTICNS C YES xS NC 1 8 . ALSIT RECUIREWE?(T3

C HCNS BXSY^TX c f :ERAL C iNCEPE^norr

17 I S A N I N E E X S Y S T E M U S S 2 7 ( I F T t J . E ^ t J i I X

•riacrv-T AKH c c s m i e AKT HAFDIARC/ JomrAM I

E-YES cyfNo

I S . RECCfcKEMnES RET! •1CN

Retain for three (3) calendar years and until

all audit requirements are fulfilled, then

destroy

I t. HAVE AND TITLE Of PREPARES

Irene Maxwell

Fiscal Accts. Chief

2 0 . TELEPHONE HUMSER
* (410)974-3611

2 I . CATE
1/13/93

DCS 330-4 (REV: 2/87)



I'jrrycT 1 cr<s--TYPE OR PRINT A

•/VR/VTE FORM FOR EACH NET OR

IYIEED RECnto SERIES. rCRXARD

|TH RECORDS RETENTICH SCHETWli

» 8 3 0 - i 1

Dept. of General Services

CEFARTME?*T OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7273 W.TERLCO ROAD

' . P . O . BCX 2 7 3 •. • ' •.. ' . ' .

JESSUP, MAHYUWD 2 0 7 9 4

2 . DIVISION

AGENCY RECORDS INVENTORY

P A « =
 15 cr_i_6

3. UNIT "A-nnapdlis. Public

Buildings & Grounds

hr IN1T1CN-RECORD SER1ES-A amsim er «X-*TTOT nccanoi NoiaiAU.y r i i - m AKO utz s AS A UNIT ran
w y t j m u K* vez-i. A* mTEiTiew AMP BISFOBTTTW fjwMBCT ; _

RSCCRD SERIES TITLE
PayrollAccounting Records

3 . EARLIEST fEAR/LJkTEST f̂EAR

• TG ^ 9 2

•IH 'THE SERIES. , INO.UOS T>oe w w o a e e« rc?ic-Tic»« or TMK t s n e s i

Payroll and check register • '

Payroll exception-time report and payroll Positive time reports

Payroll Transmittals

. K?.C=ro SERIES FCfZWATtS]

UTTTEH S I = S C MICSEftLM

|= LSCAJL S I Z S C c=KI=JTZR TAPE

S X ^ ^ p BOCK C FT_OP<rr C1SK

- Ai.T3IO TAPS C Y1E£C TAPS

CT5-ER(SPSC1FT]

8 . REC=R3 SEH1ES £

C AI_?V-AaETICAI.

X X X X C NL>eSICAI.

C C-JKKCLOGI CAL.

C CECCKAPHI CAi.

C CTHEHlSPECirY]

C FILX CRATEH(S)

= WICSEFII_W REXI.(S)

C C=MPVTZH TAPE( S )

" " - • - 0 " = er>zais?sc:FT!
Large BOOKS

10 . ATCfCAL. ArTTWUl^kTICN

C TJLS CRATER(S]

2 C MIC3CF1I-H RET^(S)

hwl*A^ - CZMP-JTSSl TAPS( S )
XiK large Ibooks

i

rtijs: is LSED

XXK CA1L.Y C MCfTTHLr

1 2 . FILE

3

: C C S E S iNAcrr/E ATTE?.

C H3TTH(S] *C TEAR(SX

1 3 . CU'RKEKT LCCATICNIS] ( ELSG. . rLCCR. J=CCW ]

General office & Supply Storeroom

H . IS RECTRC SEH1E3 pUPLlCATED €EJSETn-ESE7

x x t i r TE3, J « = i r r /.ao«rr on e m c r l

a YES c NO

13. ACCESS RESTRICTIONS C YZ3 SxNC

I i r "rrs, C I T X L A » { » ] a F«cain_>kTicn( s )

1 8 . AUCtT RECUIR£WEfr3

O NCNE XC STATE C FEDERAL C I NC£?S?{Ee>n'

17 IS AN INCEX STSTEM U S

•nirruT AKO o n a t m

37 ( tr -nc».c3yi-» IH

AKT HAROMRE/wfTIAM]

C YES NO

1 8 . RSCCM^ENCEi: RTTCCICN '

Retain for three (3) years and until, all i

audit requirements are fulfilled,then destroy :

1 1 . ftAME AND TITLE OF P5ZEPARER

Irene Maxwell

Fiscal Accts. Chief

2 0 . TELEPHONE NUMBER

(410)974-3611

2 I . GATE

1/13/93

DCS 330-4 (REV1 2/87]



srrynTiry<s--TYPE OR PRINT A
•A«AT£ FORM" FOR EACH NET OR

'̂ 1133 RECORD SERIES. FORXARO

TH RECORDS RETEKTICM SCHEDULE

5 3 3 0 - ! ] • •'•'••

CEFARTMENT OF CZNERAL SERVICES

RECCRDS MANAGEMENT DIVISION

7273 mA.TERI.CO ROAD

. P.O. BCX 273 . • •. '/.

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 16 or
16

\WE3tTjA£ZHGT

t.of General Services
2 . DIVISION 3. UNIT Annapolis Public

Building's & Qrounds

rlNITICM-RCCSRO SER1ES-A anour o r i ixt-vmn icxeaRoa HORMAI_L.Y n x - z s AKO US A S A UMtT r e *
M.̂ i:jtgj«gz A* YKH. Aa nrrgfTiow w o aiapqgiTTew r'jPm'iir*

RSCCRO SERIES TITLE

• Fixed Assets

RECORD SERIES EESCSIPT1CN { " « » « ' " > = « « ! « T«K TTJ-M C ^ IHPCIWATION/BeeaBITS/FCRW f « « O
1H W E SERIES. . tHn.UOK THX mjRl»O3C C« rCHCTie** o r TMK SKITIES ]

Fixed Asset Inventory Records-description of item,acquisition and' disposal information
Excess property declaration records-used to dispose,of equipment
Inventory Asset Listing -computer generated report of all active and inactive inventory.

RKCCRO S E R I E S rC*a<ATlS]

SXLJL.. ; i^ t S I Z E C MICRCriLM

= LSGAi. S I Z E C CSHFVTEH TAPE

»p BOCK C FT-CPPY C I S *

IO TAPE C V1E£3 TAPE

C T > £ R ( S P E C I F Y ]

8 . RECCR3 S E R I E S SEOLENCE

C Al-?ViA2ETlCAL

^ N U K C R I C A I .

C CHRCT4C1.OC I CA1,

C CEOG«APH I CAI_

c crn-ERi SPEC i r r ]

1 . '/CLUrCE

XX= FILS CRATE=(S]

= WICSCFILW R E S M S )
C C=*<P-JTEH T A P E ( S )

1 0 . A.»«UAi. ACCLWULATICN

C TILS CRATES(S]

^ C HICSCFtLM REE1.(S)

h -̂i>A<nt £ C C ^ i T E R - T A P S t - S ^ . » . ..

! .
nus is USED

Xff CA1LY C WESCL.Y MCNTKLT

1 2 . F1LS EECCWES irHACTlVEi ATTEa

C VCMTH(S] ;' C YEARIS]
•10MBE.3

*a^ | r
never

a . CJRREXT LCCATICN(S] ( ELDC. . n .OCR. RCCM ]

Supply office

1 4 . I S RECCFC EEH1E3 pt/P"^!CATT3 ©LSE'2>S.TS:7 J[

t i r Yra, •«=!irr ASC '̂C-T on crricrj i j

I 3 . ACC

l« r
RESTR1CTICNS C YES X 5 NC

, C I T X I_AW(»J » i»«aui_ikriOH( s ]

1 8 . A U S I T REOJtREWEJfr3

C HCNE X K STATE C f :ERAJ. C innEPENDeNT

1 7 . I S AN I N C E X SYSTEM U S Z S T ( i r m . U T W I H

• r i s r u AKB osxc7ttae AJIT KAROIARC/somAnc!

c YES ya NO

1 8 . RECCf*5EMCES RETENT1CN

Retain until disposal of equipment and until
all audit requirements are fulfilled, then
destroy.

! .

11 .TJAME AND TITLE OF PREPARES

Irene Maxwell
Fiscal Accts. Chief

2 0 . TELEPHONE NU4SER

(410)974-3611
2 1 . GATE

1/13/93

DCS 330-4 {REVISED 2/87)


