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RECORDS RETENTION AND DISPOSAL SCHEDULE. no-

DEPT OF GENERAL SERVICES

AdENCY

ANNAPOLIS PUBLIC BUILDINGS & GROUNDS

otvisioM

Atem
Ne. Description

- Ratention

General Administration-Correspondence File

1 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

2 These files reflect expenditures of timg
personnel, materials and equipment used to
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

3 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

4 This file contains detailed reports of
incidents,
occurred in the areas of the Annapolis

offenses and complaints which have

Purge annually & destroy

any material ro langer nesded
for plaming ar policy for the’
aENCy. Retain pemanently if
reoord relates to plaming or
policy & transfer pericdically
to the MD State Nrchives.

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

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

Retain for five (5)
years, then destroy.

Office Buiildings and adjoining roads.
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No.
1494

Page 2 of &

1Item
-No

Description

Retention

Mechggical Time Punch Data

Consisting of printouts and dials which have
been mechanically or electronically punched
to show the enterance and exit times 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.

Q

.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)




DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION 1494
. RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuatiocn Sheet) Page 3 of 4
Item
No Description Retention
10 Purchasing Records
Purchase Orders Retain for three (3) years,
Requisitions and audit. Then destroy.
Bid and quote records (calendar years)
Unscheduled requisitions
Year-end physical Inventory reports
Minority Business Reports
Copy of contract awarded
Notice of award of contract
11 Transmittals
Cover Sheets (Stars 100) Retain for three (3) fiscal
Transmittals (Stars 101) years and audit. Then destroy.
Receiving Reports
Invoices
Travel Expense Forms
Remittance Advices
12 Miscellaneous Accounting Records
Petty cash vouchers (filed with transmittals) Retain for three (3) fiscal
Working fund - composition years and audit. Then destroy.
Accounts receivable Journal
(Invoices filed numerically)
Stars 120 (adjustments)
13 General Accounting Records
Certificate of Deposit and bank slips Retain for three (3) calendar
' years and audit, then destroy.
o~ - » .
14 Timekeeping Records .
Timesheets Retain for three (3) calendar
End of Year Leave Balances years and until all audit
Quarterly Leave Reports requirements are fullfilled,
Monthly Sick Leave Reports - - then destroy.

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




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

{Continuation Sheet)

Schedule No.
1494

Page 4 of 4

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.

Item
No Description Retention

15 Payroll Accounting Records
Payroll and Check Register Retain for three (3) calendar
Payroll Exceptions Time Report and Payroll years and until all audit
Positive Time Reports ' requirements are fullfilled,
Payroll Transmittals then destroy.

16 Fixed Assets

Retain until disposal of

. equipment and until all audit

requirements are fullfilled,
then destroy.

e e

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




!

xbrrurflﬁws-oTTPE OR PR!NT A
TPARATE FORM FOR EACH NEY OR

~/1E2D RECORD SERIES. FORWARD

'DEFARTMENT OF G=ENERAL SERVICES

RECTRDS MANAGEMENT DIVISION
7273 WATERLOO ROQAD

——— e L

AGENCY RECORDS THVENTORV

[TH RECORDS RETENTICN SCHEDULE - P.C. BCX 273 - - ¢ . o 1 6
pcS 330-1] 7 © JESSUP, MARYLAND 20794, A=l or D
. /A2y 2. DIVISICN Annanolls ; 3. maT

Dept. of General Services Public Buildings’ & Grounds Ceee

EFINITICN-RECORD SERIES-

A GROUP OF RXLATED REXCIORDE NOMMALLY pFlLxn
REFENXENCY. AX

WELIL AS RETENTION AND DiSmrosn]

AND UZES AZ A UNIT PFoR
TicH PURPORFw

. RECCRO SERIES TITLE

General Administration-Correspondence file

5. EARLIEST YEAR/LATEST YEAR

To 1992

General .Correspondence

. RECORD SERIES CESCRIPTICN (P!X7LT CESCRIAK THE TYPKS OF INFGRUATION/DOCUMENTS[FORMS FOUND
M THE SERIES.

INCLUDE THE PURPOIE CR FUNCTICM OF THE IEP.XZSI

- 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.

General Office

11. CURRENT LOCATICN(S] {ELoc.,FrLocr, ROCKM ]

14.

tir yes, are
g yes xzx«;

1S RECTRT SERIES ptrm.xcx—.: ELsEWrERET

!
]
cirry chch cm crric=) 1

RECZRD SZRIES FORMAT( S| 8. RECTRD SERIES STOolINCE 3. VCLIWE
—~ XX =~ -
C L==7=ER si1== C MIcxrilu X8 ALPHABETICAL € FIL=Z CRAYER(S)
o c o _ C MICEFILM R=Z{S]}
Lo —
fou. si== CIMPUTER TAPE C NMLMERICAL 2 T CoMPUTER TAPE(S)
NMUHMBZ®
= Boox C mioPey Dis< C CHRONCLCGICAL = CTFER(SPECIFY)
= 1o TAPs C YVILED TaPS C =oeRAPHICAL
* - 10, AMNNUAL ACTMULATICN
3 CTFER(SPECIFY] C CTHER(SPECIFY) T FILE CRAYER(S]
C MIcReFILM RE=L(S)
FaZr © cocWPUTER TAPE(S)
. C "-".n.-‘,:nlae-r-'rv‘
. ru-. N, o Rmked - l
'-orits 1S useD 30 FiLs excores macTpE ETERY V110 s !
i . a v !
reAILY C ey C morTrLY 1 c uaW'H(s) ygAg(s) '
!
)
i

13. ACCESS RESTRICTIONS
{1r vy,

C YES XXX NC
c1Tx tAw(3]) & mxguravion(sz]

16,

ALTIT PEQUIRSMETS ...

xxx0 M € STATE C Fe=gRAL C INCEPSNDENT

LR
+

N R RN
e TRIOPIL ToF A UL T SR

- e o cr

i7.

C YyES BXXNnC

1S AN INCEX SYSTEM USEST {(tr yxs.2oPtAlN

BEIEFLY AKD DEICRIBE ANY HA?DIAR:/!OFT"IARI)

18. RECTHMMENLCED

Purge annually

Agency
(1f record rela
retain

Archives.

7:1IILME AND TITLE OF PREPARER

C. Irene Maxwell
Fiscal Accts. Chief

TELEPHORE MUMEER

20.

(410)974-3611

longer needed for Planning or policy for the

PETENTICON
and destroy any material no

tes to planning or pclicy

permanently, Transfer _ T
periodically to the Md. State

21. CATE

1/13/93

DCS s530-4 (REVISED 2/87)




L rrUCT oS - - TYPE OR PRINT A
>ARATE FORM® FOR EACH NE¥ OR

'CEFARTMENT OF GENERAL SERVICES
RECTRDS MANAGEMENT DIVISICN

- JESSUP, MARYLAND 28794 . °

——————— e .l

- AGENCY RECORDS IRVENTORY 1

712 RECORD SERIES. FORWARD 7273 WATERLOO ROAD [ . 7

. .0. BXIX 278 - - - o
TH RECORDS RETENTICN SCHEDULE . P.G oo S opacz 2 op 16
cS 530-1) —_—

JAENCY 2. DIVISICH

Dept. of’ General Services

L R Y e

3. WIT anfigpolis Public
Buildings ‘& Groudns

Nl"rxm RECORD 1ES A GROUP CF RXLATED RECOARDE NORMALLY FILXD AND USES AS A UNIT PR
(F1 - SERIES-

RECORD SERIES TITLE
-"Maintenance records

RXFERTNCY AS YEILL AS RETENTION AND DISPOSITICN prREanEw

5. EARLIEST YEAR/LATEST YEAR
T

4N THE SERIES.
Emergency work order

[ N . .

Preventative maintenance work order
Administrative time record

Computer print-outs

A IPTICN (lnxxrur CXICRIAX THE TYrPEI CF IHF’CMTTOH-/:CC'JIE(?S/"OM FOUND
REC 1ES INCLUDE THE PURFPCIE CR FTHCTICHM GF THX :xmzsl

. RECSRD SZRIES FORMAT(S| 8. TIRD SERIES SSOUENCE 1. VCULWE A
. "+ XXC FILE CRAYER(S]
C LeTTER SIZ= C MIicriLM C ALPHAEETICAL ~
= ) S MICEFILR R==L(S]
HKX=car si1z= C cUTER TAPE XXX NLMERICAL 1 T ecxmPuTER TAPE(S)
NUMBER - - g
:zil'n poox | FLOPEY Cls< C cRacLocicAL CTFER(SPECIFY]
= ACS10 TAaPs C YILED TAPS C c=ocrmarpHical To. AreMLAL ‘C=L“ULAT‘CN'
S CTHER(SPECIFY) C cTHER(SPECIFY]} x& FILE CRAYER({S]
12 - C MICRCFILM RE=L(S)
Eora?a C CoWPUTER TAPE(S)

C A—recote>ertev!

- rire 15 LseD

XX CAILY C yveooy C maNTALY

12. FlLE BECSMES INACTIVE AFTER

3 T veNTH( S|

XX YEAR(S]
HURRES .-

1], CORRENT LCCATICN(S] (BLDG. ,FLCCR,ROCM |
Maintenance office

14. 1S RECSRS SERIES PAIPLICATED ELSEHERE?

t17r Yes, srzcirr sezvcy or crricz)
Q yEs XX NG

13. ACCESS RESTRICTIONS CYEs G NC
(1" y=s, ci1tx taw({s) & mzguiaTiON(zx)

18. ALTIT PEQUIRSENTS -

» .

C NoNE X6t STATE C Feozmal C INCEPENDENT

17. 1S AN INCEX STYSTEM US=T7T (17 yxs.zorraln

C yes ﬁ( NC

WEIZFLY AKD DEICRIBE ANMNYT HARDIARZ/ scrrwutx)

18. RECOWMNITED PNV ION

Retain at least three (3) years.
When no longer needed-destroy

Irene Maxwell .
-Fisc.Accts.Chief

19, IV E AMND TITLE OF PREPARER 20. TELEPHONE NUMEER 21.

(410)974-3611

CATE

1-13-93

DCS 330-4 ({REVISED 2/387)




XJ

“PARATE FORM FOR EACH NE¥ OR
k71520 RECORD SZRIES. FORWARD
{TH RECORDS RETENTICN SCHEDULE -

rrur?IQﬂs--TYPf oR PRINT A

'DEFARTMENT OF CZNERAL SERVICES
RECORDS MAMNAGEMENT DIVISIoN
7275 WATERLCOO RCAD

——————— e

AGENCY RECORDS THVENTORY

P.C. BOX 273 - - | - oo 3 16
bas 530-1]) © JESSUP, MARYLAND 28794 . ° o PAS oo 2
. JA=ENCY 2. pivisien Amdpolis PikITE 3. ar,
- , Buildings and Grounds i A
Dept. of°General Services gs and Gr gnds

CFINITICN-RECORD SERIES-

REFERENCE AN YEL!L AN

A GROUP OF RELATED REXCIOROS NOMMALLY MFI1LxD

AND USED AR A UNIT PFoR

RECORG SERIES TITLE - i

Security Shift Reports and Schedules

RETENTION AND TISEOS|TICN PRpoRFrw

5. EARLIEST YEAR/LATEST YEAR
- 1992

RECORD S=RIES LESCRIPTION (muzrv..‘r CXICRI3X THE TYFPES CF INFCMTION/.CC’M(*SINM rouMD

FHE SERIES,
Supervisor's 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

INCLUDE THE PURPOSE OGR FUNCTICM CF THK IKL"I!S)

RECSRD SZRIES FORMAT( S 8. RECSRD SERIES SCOUENCE 3. VCLLME
C L=TTER SIz= C MIcReriLM C ALPUAEETICAL x% FILE CRAYER(S]
_ c . . Z MICRCFILNM REZL(S)
— hod -— . p— -
XLEGAL Si=% COMFUTER TAPE C NMERICAL <3 T CoMPUTER TAPE(S)
RUMBER
- illrn BooK C FLOPPY Dis< XX C CHROMNCLSG I CAL = CTFER(SPECIFY]
= 10 TAPE C VILED TAPS C c=ccraPHicaL
10. ANNUAL ACTMULATICH
O CTHER(SPECIFY) C CTHER(SPECIFY) XXT FILZ CRAYER(S)
) C MICXFILX REZL(S}
ECRaZR © CoHPUTER TAPE(S)
T A e et T Y
- Lo hel l
1. rie 1S LseD 12. FiLz EECSMES INACTIVE AFTER |, - !
. . . . i
<& cAILY C ey C moNTHLY ch;!!. € veTH(S) x% YEAR(S] |
i
11, CURRENT LOCATICN{S] (ELDG.,FLOGR,2O0M) 14. 1S RECTRAD SERIES PUPLICATED ELSEYHERE? !
Security Dept tir yes, smzcirr saevcr or crricz) " i
g vyeEs XEXNO i
13, ACCESS RESTRICTIONS Cyes BXnc 16. ALTIT REQUIRSMENTS . »
(1r yeu,

ci1Tx taw{x) & mxavraTion(x)

XX NME  C© STATE C FecERAL G INCEPENDENT

ts.

19

IS AN INCEX STSTEM USE=27T (17 yxs.25PLA N

BREIEZFLY AKD DEICRIRE ANYT H.ARDIARZ/ BOFTXARK )

Cyes O NO xx

18. RECTWMENTED PE,NTION

Retain for one (1) fiscaliyr, then destroy

AND TITLE OF PREPARER

. Irene Maxwell
Flscal Accts. Chief

29.

(410)974-3611

TELEPHONE NUMEER

21. DATE

©1/13/93

DCS 330-4 {REVISED 2/87)



'xorr‘t,;r“rlm,s--"r"r‘P‘E ©OR PRINT A
PARATE FORM FOR EACH NE¥ OR
/1550 RECOND SERIES. FORWARD

'BEFARTMENT OF CENERAL SERVICES

RECZRDS MAMNAGEMENT DIVISICON
7273 WATERLOO RQAD

AGENCY RECORDS TRVENTORY

Buildings and Grounds ™

{TH RECORDS RETENTICON SOHEDULE - . . P.O., BOX 273 - - 4 A 16

bcs sse-1) ¢ © JESSUP, MARYLAND 20794, PAGE ___oFr
. ) LT e ae el Dy e

. n,zrberr/)}:pcr 2. plvisicn Annapolls “p ’llc

Dept. of 6General Services

SFINITICN-RECORD SERIESe

A QGROUP OF RXLATED RECORDS NORMALLY FILXD
REFENCE

AND UXED AZ A UNIT FeR

. RECORD SERIES TITLE

Incident Reports & Summary File

AX WELI AS RETENTION AND nD!SFOg

1TICH PiREaRES -

5. EARLIEST YEAR/LATEST YEAR

To

THE SZRIES.

ARIXFLY CEXICIAX CF IMFCRUATIONM /DOy s
. RECORD SERIES DESCRIPTION |/ fax Tx TYPRS Tron/ T3[rO rouND
INCLUDE THE PURPQOSE OR FUNCTICM OF TuX

Detailed reports of incidents, offenses & complaints which have occurred in areas
' of Annapolis. Office Buildings and adjoining roads.

IZEPIEs 1

. RECSTRD SZRIES FORMAT(S |

8. RECTRD

SERIES SEUENCE 3. VCLLWE
S L=TTER SIZE C MIcReriLu C ALPHAEETICAL X FILE CRAYER(S]
~ ) 1 Z MICECFILK RETL(S)
< p—— —
Ao siz= C coFUTER TAPE C nmaeErICAL C covpTERr TARPE(S)
NMUMBE R
i !m BocK C FLOPPY Clis< XE cRoNCLOGICAL = CTFER(SPECIFY]
= 10 TAaPs C YILED TAPS C ETaRAPHICAL
¢ ' 10, ANNUAL ACT MULATICH
O CTHER(SPECIFY) C CTHER(SPECIFY) ‘%rn_z CRAYER(S]
) C MICCFILK REZL(S)
G ch:MPu~zn"nP€T§T“
‘ i Tt S
e i et ] :
- T L I R R S
* FiLZ IS USZD iz. F%‘E EECT INACTIVE AFTER a1
xxC BAILY C ey C MonNTHELY < WH(%] XXC YEAR(S)
RUREER 3 x‘& ; I
. A ’ !
1. CURRENT LOCATICN(S] (ELDC. ,FLOCR.ROCH) 14. 1S RECTRT SERIES £ ICATED ELSEHERE? col
' tir yes, srecirr ft.azxcj on crricz] SV
1 ..
Security Department O YES 3GNO ] ,3m"ttf‘AY§?*“f: ILNF !
13 . ACCESS RESTRICTIONS CYEs &Guine 16. ALTIT REQUIRSMENTS .
(1@ yes,

c1Tx LAw({s) & mxguraTiON(=}

XB N Csvate C

FETERAL C INCEPENDENT

IS AN

C YES EXXNG

INCEX SYSTEM USEZT (1w Yxs.20 LA IN

BRIEFLY AKD DEKICRIRE ANTY HARDIAR:/ BSCPFTYARK )

18.

Retain for five (5) years,

RECTMMENDED PETENTION

then destroy

T:QI.EQE AMD TITLE OF PREPARER

C. Irene Maxwell
Fiscal Accts. Chief

20.

TELEPHONE NUMEER

(410)974-3611

21. DATE

1/13/93

DCS 330-4 (REVISED 2/387)




IJFPUFTIﬂNS--TYPf oR PRINT A
PARATE FORM FOR EACH NE¥ OR
TVIEED RECORD SERIES. FORWARD

'CEFARTMENT OF GENERAL SERVICES |
RECTRDS MANAGIMENT DIVISIc
7273 WATERLOO ROAD

———— e

AGENCY RECORDS™ INVENTORY

-

Dept.

of General Services

Buildings & Grounds

(TH RECORDS m—:rzm'xm SCHEDULR - P.C. BCX 273 - - .. o /5 | 16'
DGS 530-1) © JESSUP, MARYLAND 20794 C PRSI _or
i JAGENCY 2. pDivisSicn Annapolis pl;'bhc' T

3.

FFINITICN-RRECORD SERIES-

A GROUP OF RELATED RECDROSE NOMMALLY Flixno
REFERENCE AS YELL AS RETENTION AND BIIros

AMD USED AS A UNIT PCR
171CH Mumpaarw

. RECORD SERIES TITLX

Mechanical Time Punch Data

5. EARLIEST YEAR/LATEST YEAR

—_— T 1992

. RECORD SERIES DESCRIPTION (

tN THE SZERIES.

ANIXZFLY CEXICRAIBX THE TYPESI OF IHFCMT!OH/!:CCM“SI"QM UMD
INCLUDE THE PURPCSE CR FUMCTICM OF THX I!HZS)

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

J210121:1:0:0

MONTH( S |

RICSRD SZRIES FORMAT S| 8. RECTRO SERIES SEOUENCE 3. VTLLWE
C LETTER SI== C MICZFILK C ALPUABETICAL XXXC FILZ CRAWER(S]
—_ - c . 1 C MICRCFILR RE=L(S)
QAL Sizx= CFUTER TAPE C NERICAL C cxvPUTER TAPE(S)
NUMBEZ®
Bock C FLoPPY Dls< X X renCL oG | CAL S CTrER(SPECIFY)
S AUDlo TAPE C VILED TaPS C <ccmapPHicaL
10. ANNUAL ACTMULATICN
s+ CTHER(SPECIFY) C cTrER(SPECIFY) ¢ FILE CRAYER(S]
2 C MICRCFILN REZL(S)
RCREZR © CIMPUTER TAPE(S)
C mx:"m,—'wl
\x - -
'« rits 1S wsEo 12. FlLe EBECSMES INACTIVE AFTER
Bealry C Yooy C MonTHLY 1 c

. EXYEAR(S)

11. CURRENT LOCATICN(S] (BLDC.,FLCCR, ROCM|

Security Dept.

14.

ti1r vyea,
a yes iknc

1S RECCRT SERIES PUPLICATED ELSEYHERET
areEC1Y rca(c't‘ or crricz)

13.

ACCESS RESTRICTICNS
(1r Y3,

c1Tx taw{s] & mxguraTion(sx]

c yes Fne 1s.

ALTIT RPEQUIRSHMENTS . ' =

XEee € STATE C Feczral C IMCEPENDENT

17.

12.

IS AN INCEX SYSTEM USZST (19 yRS.27PLAIN '8 e = e
BIEFLY AKD OKICRIRE ANY MARDNAREZ/ SOPFTRAARX ) ; in £ :i? ‘ th dest
etain for one year, en destroy.
&XXES O nNo .
e AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. BATE
Irene Maxwell
. 10)974~3611 -1/13/93
Fiscal Accts. Chief (410) /13/

DGCS 330-4 {REVISED 2/87)




5 FPYET 108S - - TYPE OR PRINT A 'CEFARTMENT OF CZNERAL SERVICES

CPARATE FORM FOR EACH NE¥ OR RECTRDS MANAGEMENT DIVISICHN - AGENCY RECORDS IRVENTORY
E/1550 RECORD SERIES. FORWARD 7273 WATERLOO RCAD P _
ITH RECORDS RETENTICH SCHEDULE - . P.O. BOX 27% - - . ¢ -l 6 16
ocs sso0-1) - - JESSUP, MARYLAND 20794, COPAE o

. :ﬁzm’/m 4 2. DIVISIaN  AhhapSlis, B

Dept. of General Services Bu1ld1ngs:&'grqundsmn-

B1ic”.

3. wuar.

cF INIT1Cr -RECORD STRiES.-”A 9WOUP OF RXLATED RXCOADE NORMALLY F1LED
RXFERFMCEY AS YELL AS RETENTION AND Disrowm

AND UZEZ AS A UNIT FoR
1TICH PumPamE= .

. RECORD SERIES TITLE : ’
Parking Area Control Files

5. EARLIEST YEAR/LATEST YEAR

T

4N THE SERIES.

parking permits by Annapolis Public Buildings & Grounds

. I1XFLY X3 12X THE TYPES OF INFCRUATION/DOCCIMEMTI /FOCRS PFOUNM
. RECORD SERIES CESCRIPTION (T ia { / o

INCLUDE TME PURPOSE CR FUNCTICM OF THK samiES)
Documents relating to allocation & control of issuance and withdrawal of

F. RECCRD SCRIES FORMAT( S| 8. RECTRD SERIES SEOUENCE 3. VTLLMWE
X¥% -
C L=TTER sITE C Micrilu C ALPHAZETICAL = FILE CRAYER(S]
. S MICREFILM RE=1 (S}
TXr=caL st== C cPUTER TAPE XXX NERICAL 1 C coMPUTER TAPE(S)
NnUMBER . — .
< pock C FlLoeey olsx C c-RrenclLoGlCcAaL - CTrER(SFECIFY]

ALDIO TAPEZ C YVIDED TAPS

n

CETLRAPHICAL

.

5 CTHER(SPECIFY) C cTrER(SPECIFYT]

10, ANNUAL ACTMULATICN

XX FILE CRAYER(S]
MICRCFILM REZL(S)
CHPUTER TAPE(S)

C ~rcoltcoer—rev!

nn

1
R Zw

1 iz 1s used 12. FiL=s BECTMES
X% BAILY C vy c 1 <

115921:1:4:2

INACTIVE AFzR

Z oMoy T MveNTH(S) XE vear(s) ¥ ﬁ

13. CORRENT LOCATICN{S] (E.DG.,FLOCR.ROCH)
Security Department
C yes XXno

. &
; -
P ]

14. 1S RECTRS SERIES PUPLICATED ELSEVHERET &
17 yes, srecirr sracvcy onr crricz) .

13 . ACCESS RESTRICTICONS C YES XX NC
(tr yeu, c17x taw{s] & mxguraTion(s]

18. ALTIT PEIIREMECS

. »,
XX CNaE C sTATE. C Fe—zRAL C INCEPENDENT

17. 1S AN INCEX SYSTEM USTT1T (19 yxs.25tAIN

18. RECTMMWENTCED
BRIEFLY AKD OKXBCRIBE ANY HAROWARE/ SOPTYARX )

. . )
C YES Gy NO Retain for

@

PETENTICON

five (5) years,

then destroy.

Irene Maxwell

. (410)974-3611
Fiscal Accts. Chief 3

1900 E AND TITLE OF PREPARER 20. TELEPHCONE NUMEER 21.

CATE
1/13/93

DCS 3350-4 (REVISED 2/87)




!

:_,rryr-nrws--rr?r OR PRINT A
TPARATE FORM FOR EACH NE¥ OR
=/ 1CTD RECUND SERIES. FORWARD

DCS 8350-1)

/
[TH RECORDS RETENTICNH SOHEDULR -

'BEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISICN
7275 WATERLOO ROAD

P.C.

- JESSUP, MARYLAND 20794 °

BaX 278 - - e

——— e o

AGENCY RECORDS T INVENTORY

or 16

—-

o paem T

- i

Dept. of Genegai Services

2. pivisied Annapolls Pubi;é
Buildings and Grounds-"“ -

3. WNIT .

CFINITICM-RRECORD SERIES

.A aRcouUP OF RXLATED RECISROE NOMMALLY FI1LXD

REFERXMCEY AX YELI AS REXTENTION AND DIgeos

AND USEZ AZ A UNIT FeR
1TICN PUmRPaRES

. RECSRD SERIES TITLE . ’ 5. EARLIEST YEAR/LATEST YEAR

rye]

Plat and Site Plan File

. RECORD SERIES CESCRIPTION {-nxxrnr CXSCRIIX THE TYPKS OF INFCRMATION[CCCUMENTS (FORMS FOUND
THE S=RIES. INCLUDE THE PURPCIE OR FUNCTICHM OF THE
Contains original and revised plats, site plans, blueprints and drawings of all

Physical facilities under the jurisdiction of the Annapolis Public Buildings
and Grounds ’

:xn1ts]

. RSCSRD SZRIES FOBMAT(S | 3. RECTRO SERIES STOUENCE 3. VCLLME
Z L=TTER SIZE C MlicRorilx T ALPHAEETICAL € FILE CRAYER(S]
_ - : _ 1 T MICRCFILM Re=1(S)
— paf -~ : p— -
LEcaL Siz< CMPUTER TAPE C MUMERICAL T CoMPLUTER TAPE(S) i
_ NCHMBZ®
= Boo C propey Dlsk c -

C-RONCLCG | CAL CTrER(SPECIFY]

S ALDIo TAaPE C vicen

TAPS

0

cETCRAPHICAL )
10. ANNUAL ACTMULATION t

XC CcTHER(SPECIFY) T Fitz CRAYER(S]

RXCTHER( SPECIFY]
for

i

) ) i ] 1 C MICRCFILX RESL(S)
Large cabinet/blue prints Building rOOrzs © CoMPUTER TAPS(S)
C Aottt
' riz 1s wseEn 12. FlLs eEcoaes | N.A&; R fﬁ‘-‘._?., 1e 3' 1
xxC pAILY C ey T monNTHLY c h&:wm .Z vEAR('S never
c SUFEET s TEAREST

1. CURRENT LOCATICN(S} {ELDG.,FLOCR.ROCM)

14. 1S RECSRZ SERIES Pu?LICA‘—.J £L_.5!1-£‘-QE7
i 1”7 Yyrs, srzc: -
Maintenance Department é quo f Y ramcr o crrlc ) ?
+ e
13. ACCESS RESTRICTIONS cyes & e 16, ALTIT REQUIREMERGS. i & aT#td Dt ul :
{tr yex, c1Tx taw(s)] & rxguraTion(s] e e 1o

By C STATE C Fe—EmaL C INCEPSNDENT

1.

IS AN INCEX SYSTEM USEZT (17 yes.29PLAIN

18, RECTMMENCED RETENTION

BIIEFLY AKD DKICRIBE ANY MARDWARE/ SOPTWARK ) .
. Retain Permanently , transfer
periodically to Maryland State Archives.

C YES EX NO : '

IME AND TITLE OF PREPARER
Irene Maxwell
Fiscal Accts.

20, TELEPHCNE NUMEER 2!1. BATE

Chief (410)974-3611

'1/13/93

DCsS s5306-4 (REVISED 2/87)




s rPUCT oS - - TYPE OR PRINT A
PARATE FORM FOR EACH NEW CR
V15203 RECORD SZRIES. FCRWARD

TH RECORDS RETENTICH SCHEDULE -
cs s30-1) © ' '

'CEFARTMENT GF GZMERAL SERVICES
RECTRDS MAMAGIMENT DIVISICH
7273 WATERLCC RCAD )
P.G., BCOX 273 - - L.
- JESSUP, MARYLAND 28794 . °

P .

AGENCY FECORDS TNVENTORY

16

T Pacz_8 or

= e

Dept.ofGengral Services

Syl e el ST -, -

2. DIvisicn

3. 1T Annapolis Public
--Buildings & Grounds

A GROUP OF RXLATED RXCOROSE NOMMALLY FILXID
FINITICN-RECCRD SERIES~ v
REFEXFNCY AX WELI AN RETENTION AND DISPRon

AND UXIET A A UNIT FCR

RECCRD SERIES TITLX
Building Inventory cards

1TICH PREaAESY

5. EARLIEST YEAR/LATEST YEAR

To 1992

ARIXLY CXICRIZIX THE TYPES COF INI"’CMTXGN/:CCM?S FOME PFOUND
RECORD SSRIES CESCRIPTION | cmres /

INCLUDE TME PURFCIE CR FUNCTICH CF THE szmirs)
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

RECCRD SERIES FORMAT(S | 8. PECTRD SERIES SEOUENCE 3. VOLLME
xxx S FILE CRAYER(S)
CXRITTER SIZE C MlcRrilM C ALPHAZETICAL
= . o . 1 S MICRSFIULM RE=1(S)
S L=caz, siz= C codFUTER TAPS C NMERICAL C CcoMPUTER TAPE(S)
MUHBEZR - - .
z 'n Boc C FLOPPY Tis< C C-RONCLEGICAL = CTFER(SPECiFY]
T AcDlo TAaPs C vYirEs TAPS C <omapHical 10, AMMUAL AC=MULATION
S CTHER(SPECIFY) C cTrER(sPeEcCirY) XXXT rit= CRAYER(S]
' 1 C MICRCFILK RE=L(S)
R332y © CoHPUTER TAPE(S)
C Aol coermt T !
|
s pirs 1S5 UsED 12. Fii=z BECSMES INACTIVE AFTER E
c : C-YEAR(S] .never |
C calLY C yemcy XE peneLy INTA(S) ZAR( _
j219223:3:-0:0 i P :
1. CURFENT LSCATICN(S] (ELoc. ,FLOCR,. POCM | 14. 1S RECCSRS SERIES PUPLICATED CLSEWHERE? ;
3 hr Y3 EPESIFY J22MCY CR CFF(C:) f
General Office '
C YES %E:NO !

13. ACCESS RESTRICTICNS

C yes XXNC
{1r yx, ci17vx taw{s) & mxguraTion(x]

18.

ALTIT ECU!F&EC‘S

C NoE & sTaTE

.

.

C Fe—zrAL C IMoEP=MRENT

7.

IS AN

INCEX SYSTEM CS==7 (1r vyxs.zortaln

.

wE YES O NG xx

@

BRIEFLY AKD DEICRIBE ANT HAﬂCIAREI SQmAR‘]

18, RECOMENCDET PEoENTION

Retain permanently, transfer
periodcially to Maryland State Archives.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. CATE
Irene Maxwell (410)974+-3611
Fiscal Accts. Chief : 01-13-93

DCS 330-4 (REVISID 2/387)




)rrprr1q~s--TYPf cR PQINT A
PARATE FORM FOR EACH NEY CR

'CEFARTMENT OF GENERAL SERVICES
RECSRDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Dept. of Gggéral Services

7152 RECORD SERIES. FCRWARD Pt 7273 WATERLCO RCGAD '
TH RECORCS RETENTICN SOEDLE (| . P.C. BXX 273 - - L. D pacs 9 or 16
GS 330-1) - JESSUP, MARYLAND 28794 . —_—
: g -
/A=Y 2. Divisien -

3. WNIT Anpapolis Public
Buildings & Grounds

REFEREMNCY. AX WELL AS

: 1LX AMD UZES AS A <
FINITICHN-RECORD SERXES-A QAROUP CF RXILATED RECORDE NOMMALLY W uNy

rer

RECORD SERIES TITLE
. Building Files

RETENTION AND DISPROS]TICH PuReraapw

3. EARLIEST YEAR/LATES‘ YEAR
- 1992

FHE S=RIES.

ARIEFLY CIXICRUIAX THE TYPES CF IMFCRUATION/ZCCIDMENTI /FORRS FOUND
RECORD SERIES DESCRIPTION { / !

INCLUDE THE PURPCSE CR FTHMCTICM CF THX xxzxis]

Gontain documents shawing modifications to State Bﬁildings in the'Annapolis Complex.

\
. RECCSRD SZRIES FORMAT( S| 8. PECTRT SERIES STRUENCE 3. VOLLWE
~ . xx = =
2 L=TTER S1== C MlcRcrilu XX C ALPHAEETICAL > FILE CRAYER(S]
. C Mic=FILX R==1(S)
QQLEGAL sSi= C coTER TAPE C NERICAL 1 C coMPUTER TAPE(S)
MUMBE® o czal sPEC !
?ZE‘I.D oo C FLoeeY Tisx C cRencLCGiCcAL = CTEER(SFECIFY
S Ao Tare G vices Tars T =ccRaPHicaL 10. ACSMUAL AC—MULATICN
v CTHER(SPECIFY) . € cTrER(sPEClIrY) T rFilLz CRAYER(S]
) g C HMIcCFILX R==L(S}
< C cohPUTER TAPE(S)
~

'l1e rFiz 1S USED

C calLY C yemoy XE MONTALY

~——_nl ot Tt
12- FILE BECTMES INACTIVE AFTER

C veoH(s) o LG LAR(S]never

RURNES

11. CURRENT LOCATICN(S] {BEL=c. ,FLICR. PO )
General Office

14. 1S RECSRT SERIES PUrFPLICATED CLSETrERET

ti» YyES, srEciry sarvcT or crricT)
C yes X nNo

13, ACCESS RESTRICTIONS Cyes &K NC

(tr yes, c17x taw(s]) & mxouraTion(s]

16. ALTIT PEUIRDMENTS )

C N X STATE C ;RAL c. xN:z?fwn€v~

1. 1S AN INCEX STSTEM USEST (19 yxs.2rrtealN

C yES & NO

@

BRIEFLY AND OKICRIRE ANY HARCEARE/ SCPTYARK )

18. RECTMEOLET PETENTION

Retain Pérmanently, transfer
periodically to Maryland State Archives.

19. IWWE AMD TITLE OF PREPARER 20, TELEPHCONE NLMEER 21. CATE
Irene Maxwell . A
Fiscal Accounts Chief (410)974-3611 1/13/93

DGS 3S0-4 (REVISID 2/87)




:TT‘"L)r‘TI"’NN S--TTP‘-' OR PRlNT A
’I\RI\T_E FORM FOR EACH NE¥ CR

/155D RECORD SERIES. FCRWARD L

'CEFARTMENT OF GCENERAL SERVICES
RECZRDS MANAGZMENT DIVISICN
273 WATERLOO RGAD

AGENCY RECORDS INVENT TORY

Dept. of Gereral Services

ORDS RETENTICH SCHEDULE - . BoX 275 . | o

TH REC » ICH . P.C . R . Pacs 10 or 16

=< 550-1] JESSUP, MARYLAND 209794, =29
p‘mrr/m_' . 2. DIvVISicN L 3. UNIT “Annapolis Public .

"Buildings & Grounds

FINITICN-RECORD SERIES

REFERXXNCY. AS YELL A3

A GROUP OF RELATED REXCIROS NORMALLY FILXD AND UZED AS A UNIT PCR

RECORD SERIES TITLE : ’
Purchasing records

RETENTION AND DISPOS]TICN PuRpasmw

5. EARLIEST YEAR/LATEST YEAR
1989 To 1992

THE SERIES.
Purchase Orders

Réqusitions

Bid and quote records

Unscheduled requisitions

Year-end Physical Inventory Reports
Minority Business reports

ERIEMLY CXXCRIZTT THE TYPEY CF IMFCHUATION /TICTMENMTI /FOMmIs POUND
RECORD SERIES CESCRIPTION (. / /

INCLUDE THME PURFCIE CR FUTNCTICM CF THXR IKE‘!ZSI

!
Copy of contract awarded

Notice of award of Contract

RZICSCRD SZ=RIES FORMAT|S| 8. RECSRD SERIES SEOUENCE 3. VOLLWE
X3 -
S L=TTER SIt= C Micazrilu C ALPuARETICAL = FILZ CRAYER(S]
. . S MICRCFILK REZL(S)
CXKScAL SI1T= C COMFUTER TAPE XXX NIMERICAL 1 T CoMPUTER TAPE(S)
nUMBEZN _ .
= pocw C FLOPPY Dlsk C c-RONCLCGICRL Z CTrER(SPEDIFY)
T Aanlo TaPs C YVIEEZS TAPS T c=oemaPHlical 10, ANUAZ TaTieN
O CTHER(SPECIFY) . C eTrzZR(sPEciry) XE FILE CRAYER(S)
1 C HICCFILK RE=L(S)
RoIRZR & CoHPUTER TAPE(S)
| AR DR TR A
2 TS VA VELE TS It
-orils 1S wses “'szﬁmﬁsmxﬂﬁAAﬁpd.wJﬂ i
3 .
XEK CAILY C yemey C monTHLY o YOCH(S] ¢ x§ YEAR(S] x |

11, CORRENMT LSCATICN(S] {ELO5G. ., FLICR. PocM |

Supply storeroom

14. 1S RECTRT SERIES PAUPLICATED @LSCEERET

t1» yex, zrecirr sapver on crricz)
g yes ¥nNo

13 . ACCESS RESTRICTICNS

cves ¥ne
(1P ye=,

c1tx taw(s] & meguraTion(s)

18. ALTIT RPEQUIREEMTS

C NONE XXSTATE C FemzrAL C INCEFSNDENT

1>,

IS AN INCEX SYSTEM CS==T1 (1@ yx3.20PLAIN

BRIEVLY AKD OEKICRIRE ANTY MROIARE/!OF‘T’AR‘)

C yEs &X no

183, RECOWMENDED PO IoN

. g
Retain for three @lggéa,
years and audit then destroy

(CALENDAR YEARS)

-

19. MAME AND TITLE OF PREPARER 20. TELEPHONE NLMEER 2!. CTATE
Irene Maxwell .
Fiscal Accts. Chief (410)974-3611 1/13/93

DCS 330-4 (REVISID 2/87)




i T o paed A | mEmaame ar cmenAl SIS | Gl e VeNTOR T |
PARATE FORM FOR EACH NE¥ CR RECTRDS MANAGEMENT DIVISICN !
/1520 RECORD SERIES. FCRWARD 7273 WATERLOO RCAD ,
TH RECORCS RETENTICN SOHEDULX - P.0. BCX 273 - - pace - 11 or 16
cs s30-1) ¢ 7 : - JESSUP, MARYLAND 28794 —_— —_—
PY=-Fo 2. pivisien T

3. WIT . afhapolis Public

Dept. of Gégéral Services Buildings and Grounds

A GROUP CF RXLATED RXCSRON NORMALLY FI1LXD
FINITICN-RRCORD SERIES-

ANMD UZXED AS A UNIT FTR
AXFEXNTMCY AX WELL AS RETKMTION AND _DlIros

1714 PiReanEy

RECSRD SERIES TITLE ‘

5. EARLIEST YEAR/LATEST YEAR
Transmittals

1988 5 1992

ARIXFLY DXSCRIAX THE TYPEI CF IMFCRUATION/TCCUMENTS /FURNE POUND
} RECORD SERIES CESCRIPTICN ‘1" T+E SERIES. INCLUDE THE PURPCIE CR FUNCTICH OF THK szmirs)
Cover sheets (Stars 100)

Transmittals (Stars 101)
Receiving reports .
Invoices’

Travel Expense Forms

Remittance advices

. RECSRD S=RIES FCRMAT(S| 8. FECSRD SERIES SSoENCE 3. VOLLWE
c C ALPUAZETICAL . XXXEILS CRAYER(S]
: — . '.'-32 .-E: E * A . =
) st MIcEFIL ) 5 Z KIcReFILR RE=1(S)
XA =car, siz= C coPUTER TAPS XXC NIMERICAL C coMPUTER TAPE(S) )
: MUMBZR - .
T CTEER(SPEZIFY
z 1".5 oo C FLoPPY Sis< C C-RCNCLCCICAL . F=R( } \
< ALZtio TaPps C YImEZ TaPs T =oaRAPHIcal 10. ASSUAL AC—MULATICN i
O CTHER(SPECIFY) C cTHER(SPECIFY] ' %3 FILZ CRATER(S]
: 2 C MICRCFILK REZL(S])
ROgZR © CoHPUTER TAPE(S)
C r—cst et et
}
1. piLe IS UsED 12. FlLZ BECSHMES INACTIVE AFTER !
3 T yeNTH(S]  XB YEAR(S]X |
c Y Y bt ’ . N
X% calLy C vy MONTHL L T911° 1208 . _ '
13. CURRENT LCCATICN{S| (BELDG. ,FLICR, POCM ) 14. 1S RECTRT SZRIES SAUPLICATED ELSEYHERE? ;
- )
Office and supply storeroom tir yes, zmecirr sazver on Cfrtg_l l
XE YEs C No General Accounting i
13, ACTESS RESTRICTIOS "CYES CNC g4y 1. ALTIT PEQUIRSENTS

(tr yz=, c17x tA¥{3] & mxouvraTicn(s)

C NOE Xx& STATE C Fe—zmaL C INCEPENDENT
]

<

1. 15 AN INCEX STSTEM =237 (17 yxs.zyrtain 18. RECTMMENCET PETENTICN

_ Retain for three (3) fdiscal years and audit,
. : then destroy
C yEs @X no

BEIEFLY AKD DERICRIRE ANTY MFEIAREI somAxx)

@

19. IVUAE AND TITLE OF PREPARER 20. TELEPHCNE NUMEER 21. CaT=
Irene Maxwell ] .
Fiscal Account Chief (410)974-3611 1/13/93

DS 330-4 (REVISZED 2/37}

————



s rryCT 10NS - -TYPE OR PRINT A
PARATE FORM FOR EACH NE¥ CR
71658 RECORD SERIES. FORWARD -
TH RECORDS RETENTICH SCHEDULE -| 7
cs s20-1) ¢ 7 . '

P.C.

'CEFARTMENT OF G=NERAL SERVICES

RECTRDS MANAGEMENT DIVISIcN
275 WATERLOC ROAD , .

e . .

BaX 278 - . Lo 12 16

¢ JESSUP, MARYLAND 20794, :

s e ¢

- AGENCY RECORDS IRVENTORY

T PAGE or

JAcCT .
Dept. of General Services

2. Divisicen

3. im1T Ahnapolis Public
Buildings & Grounds

A Qarour © RELATED RECORDE NORMALLY FILXD AND UZES AS A UNIT FCR
IFINITICHN-RECORD STRIES- r
REFEXMCE AS WELL AS RETENTION AND BlSPOs

1TICNH PURmamEw

RECSRD SERIES TITLE : ’
Miscellaneous Accounting Record

3. EARLIEST YEAR/LATEST YEAR
1988 v 1992

1N THE S=RIES.

Working-fund composition
Accounts receivable journal
(invoices filed numerically)

Petty Cash vouchers (filed with transmittals)

ANIEZFLY CXICAIAY THE TYPES CF IMFOCRUATICON/SCCIMEMTS [/ FOCRRE FPOUND
| RECORD SERIES CESCRIPTICN | ! !

INCLUDE THME PURPCSE CR FUTNCTICM CF THEK IKP.'!ZS]

—

S L=TTER Ssix= C Micasrilu

HAECn, si1z= C CMPUTER TAPT

S ALTDIO TAPE C VIEED TAPS

T CTHER(SPECIFY) . C

C ALPUAEETICAL
XX C amMeERICAL
:z‘l'p Bcc C FLoPPY Silsk C Cc-RONCLSGICAL
C cEoarAapHlicaL

CTHER(SPECIFY]} ) XX

RESCRD SERIES FORMAT( S| 8. PECIRT SERIES SSLENCE 1. VOllwx

X% FiL= CRAYER(S)

Z MICRSFILM REZL{S]

1 C covPUTER TAPE(S)
NUMBEERX o emrERr(sPEcifY)

10. ANNUAL AT MULATION
FILZ CRAYER(S]

1 MICRCFILX RE=L(S)

o2y © CoHPUTER TAPE(S)

nona

e pis 1S LSED

X8 calLy C oy T meNTHLY

~—— | TR TN
12. FlLz BECTSMES INACTIVE AFTER

3 3 C »yovH(S)

& YEAR(S] - -
m . N} N -

1. CORRENT LOCATICON(S] {ELoc. ,FLSGR, ROCM)
General Office & Supply Storeroom

14. 1S RECTRT SERIES SUPLICATED ELSEVHERE?
ttr yes, arzcirr samvey em.crrie=l)
x®8 YEx C N@ General Accounting '

13. ACCESS RESTRICTICONS C yes xR NC
{tr yzx, citx taw{s] & meguraTion{s]

16. AMTIT REQUIRMENTS R
' oy i

C nox XE statz € Femzmar © INGEPENDENT

1. IS AN INCEX SYSTEM USE=7T (10 vrs.20PLATM
£ yes <ﬁ£ NG

ERIEFLY AKD CKICRIBE ANY MARCEARE/ SCPTYARK

18, RECTMMENTED PETENTION

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

19. HAME AMNS TITLE OF PREPARER 0.
Irene Maxwell
Fiscal Accounts Chief

(410)974-3611

TELEPHONE NUMBER 21. CATZ

1/13/93

DGS sS0-4 (REVISZID 2/87)




_,rmr-nrws--wzx OR PRINT A 'CEFARTMENT OF GZNERAL SERVICES Aé‘TCY—RE--C-DRDS .U‘iVE\I IORY
-—-nmvn: FORM FOR EACH NE¥ CR RECZRDS MANAGEMENT DIVISIcH c! f
/1620 RECORD SZRIES. FORWARD e 7273 WATERLOO ROAD . . ‘

TH RECORDGS RETENTICN SCHEDULE | S P0LBEX2IS v 13 o 16

lcs s30-1) 7 - JESSUP, MARYLAND 29794 N —_—

|AcENCY 2. Divisiay Bnnapolis BUBIIC |3, war ¢
- . Buildi unds’ LT .
Dept. of General Services ngs & Groupd§

A QROUP OF MXLATED REXCIRDE NORMALLY FILXID AND UXED AS A UNIT POR
P INITICNH-RECCRD SERIES- .
RXFEXEMCY AN WEIL' A3 RETENTION AND DIIPGSITICH PITRAPYART

RECSRD SERIES TITLX : :

5. EARLIEST YEAR/LATEST YEAR

General Accounting Records T _1992

ARIEFLY CXICRIAX THE TYPE3 CF lNF‘Cm‘!ON/.'CCM‘S FORE PFOUNMD
| RECSRD SERIES CESCRIPTION ( mies /

Certificate of Deposit & bank slips

INCLUDE THME PURPCIE CR PFTHCTICM CF THE l!!‘l!!)

. RECSRD STRIES FORMAT( S| 8. RECSRT SERIES STOUENCE 3. VBLLWE
T FILE CRAYER(S)
S L=T=R sizx C Micezorl C ALPHAEETICAL -
= A St i ) C MIC=FILM REZL(S) ‘
L LEcaL Si== C couPUTER TAPE XXX naeExicaL 1 ¢ covpuren TaPs(S) |
RUMBZR o .
CTFER(SFPEZIFY
o pocock C FLOPPY SDisK C c-RONCLCGICAL Folder rER{ 7l ‘
S ArDio TAPE C YVIEES TAPS T EoaRarpHIcaL 10, ASNUAL AC—=MULATICN “
T CTHER(SPECIFY) . C cTrER(SPECIFY) ' T FILZ CRAYER(S]
C MICXFILX R==L(S)
roeZw © MPUTER TAPZ(S)
. D S s i E ﬁOLﬂe
P iy e 1AV ]
‘1. piie 1S usED 2. FiLz EEcoMES xmrxapﬁ?)}")
<& calLY C yeooy C mMoNTHLY m.gz! c WA(-S) &k YEAR(S )

11. CURRENT LOCATICN(S] (EBLDG.,FLOCR, POCM|) 14. 1S RECZRS SERIES pttmxc,\}r._p eLsEERET

. tir yE3, seeciry samver or crricz)
General Office & Supply Storeroom d : .
pply x® YES C NG General Accounting

[

e o e G e = O

3 R TNk st -‘_)!" ‘A

.o ‘_'.!-_“-*‘ O

135. ACCESS RESTRICTICNS C yes XR NC 16, ALTIT PEQUIREENTS : '
(1r vyex, c17x taw{s] & mxguraTion(s)

C noaE X statz € Fe—zmaL © [MNCEPSMEENT

17. 1S AN INCEX SYSTEM USE=T {17 vyes.2ortaln 18. RECOASTES PeTENTION
BRIKFLY AKD CEKICRIBE ANT HARB'AR:/ !OYT’AR‘)

. o Retain for three (3) calendar years and o
C yEs & MO until audit, then destroy

@

19, MAE AND TITLE OF PREPARER z0. TELEPHONE MNUMEER 21. CATE

Irene Maxwell (410)974_3§ll . »1/13/93
Fiscal Accts. Chief

DCS 330-4 (REVISED 2/87)




s rPyRT IoNS - -TYPE OR PRINT A
>ARATE FORM FOR EACH NE¥ CR
/1550 RECOND SERIES. FORWARD

S 3%0-1])

"H RECOROS mxm SOQETULR -

'CEFARTMENT OF CZNERAL SERVICES

RECZRDS MAMAGEMENT DIVISICN
P - 7273 WATERLCO RQAD
P.Q.

AGENCY RECORDS IRVENTORY |

BX 273 - . L.

" pacz 14 o __16

p’garr/m '
DePt. og Genéral Services

.2, DIVISICN

- JESSUP, MARYLAMD 20794 °

VR I >

3. UNi1T Annapolis Public

Builldings® & Groudns

noUr LATED COREE NORMALLY FILXID ANMD USEZ AS A UNIT FeR
FiNITICN-RECORD S=RIES-* ¢ or mx Rx

RECTRD SERIES TITLE
Timekeeping Records

REFEXIFNCY AS WYELL AS RETENTION AND DISPos|TICH PUReomers

5. EARLIEST YEAR/LATEST YEAR

To _1992

Timesheets

Quarterly leave reports

Comp-time reports

Monthly sick leave reports

BRIENLY CISCRIZX THE TIPS CF IMFCRUATION/TCCTMENTY /FOMS FOUND
RECSRD SERIES CESCRIPTION | iigoh / /

End-of-the-year leave balances

INCLUDE THE PURPCIE CR FUTHCTICH CF THE xxmle

RECCRY SERIES FOURMAT|S)

SAETTER sS1= C MlcariILd

t)

LEcalL, SIT= C coUTER TAPT

0

o O FLOPPY SlsK

ALDIO TAPE C viceEz TAPS

T CTHER(SPECIFY)

8. PEC=RO SERIES SSOUENCE
XXe arpuazETICAL
C MLMERICAL

C c-RrenClLCGICAL

8]

ST mAPH I CAL

C cTHER(SPECIFY])

3. VoLLWE

XXz Fits cRATER(S)

MIC=FILM R==(S])
CIMPUTER TAPE(S) j
CTAER(SPECIFY]

——————
MUBZ®

)_I
Nnnnan

10. AMNUAL ACTMULATION

XX ritz CRAYER(S]

BEIKFLY AKD CESCRINE ANY MARDEARE/ SOPTWARK )

3 C MICXFILM RE=L(S])
FoaZs © CcowWPUTER TAPZ(S)
[ e = 1 B R bl
. |
1. e 1S Uszo 12. FILZ BECSMES INACTIVE AFTER i
XXC calLy C ooy T MONTHLY @SEH S voH( s X[YUR(SI E
13, CURRENT LSCATICN(S] (BLoG. ,FLOCR ., POCK) 14. 1S RECTRT SERIES PUPLICATES ELSEMERET" :
General Office-Supply Storeroom ti1r yex, smecirr sariver on crricz) i
g YEs (o} !
13 . ACCESS RESTRICTIONS Cyes x&NC 18. ALTIT RECUIRSENTS
(1" yex, c17x taw{s] & mxgurarion(s] _ i
C nonm 8%XsTATZ € FezzraL C© INEEPENDENT i
- , . . i
- —
Pe. 1S AN DDEX SYSTEM =257 (17 yes  momea N 18. RECTMMENTET RETENTION . '

EYyes NO

@

destroy

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

19, MWE AND TITLE OF PREPARER
Irene Maxwell

Fiscal Accts. Chief

20. TELEPHONE NUMEER
(410)974-3611

21. CATE

1/13/93
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5 TTUCTIGNS - -TYPE OR PRINT A
SARATE FORM FOR EACH NE¥ CR
/1E2D RECORD SERIES. FCRWARD

TH RECORCS RETENTICN SCHEDULE -
cs s30-1) ¢+ 7 ' ‘

'CEFARTMENT OF GENERAL SERVICES

RECTRDS MANAGEMENT DIVISICHN
e 7273 WATERLOC ROAD

P.O.

- JESSUP, MARYLAND 28794 °

BCOX 278 - . L

——————

- AGENCY RECORDS IRVENTORY |

VA .
15 or 16

————

T OPAGE

B e

Dept. of Genefal Services

2. plvisic

3. 1T (Annapolis . Public
-Buildings & Grounds

F INITICHN -RECORD ERXES-A QROUP COF RELATED RECORONE NOMMALLY FlLXID
REFERXFHCY AX WELL AS RETENTION AND Dfaros

AND UZEZ AZ A UNIT FCR
1TICH PURmamEw

RECSRD SERIES TITLE
-PayrollAccounting Records

-

5. EARLIEST YEAR/LATEST YEAR
— 1992

RECCSRD SSRIES DESCRIPTION (
1IN

Payroll Transmittals

Payroll and check register .
Payroll exception-time report and payroll Positive time reports

THE SERIES.

EMIXZFLY CIICTIIAX THX Trreld CF IHFCM?XQH/:CCL’E{TSINM POUND

INMCLUDE TIE PURPCIE CR PFTHCTICN CF THX xxmzsl

RECSRO SZRIES FORMAT(S| 5. CoRT SERIES SESLENCE 1. VOLLWE
S L=TTER Si=< C Klczrilu C ALPHABETICAL C FILT CRAYER(S]
_ _ N ) ) S MICFILX REZL{S)
Z LscaL Si= C coomTER TAPT C NLMERICAL T coMPUTER TAPE(S)
NUHMBRZ® - .
BX oo © FLOPPY Dils< C cmencLsaican Larééﬁ§§8§§5?5:'FYl
< ALDlo TAPE C ViLEZ TAPS O cEoaRAPHIcaL
10, AMNUAL ACTTMLLATICON
T CTHER(SPECIFY) C cTrER(SPECIFY) T FiLZ CRAYER(S]
’ 2 C HIcRCFILX RE=L(S)
FEOZR © CoHPUTER TAPE(S)
. XX oot epemr e large
1'. piLe 1S usem 12. FlL=Z BECTMES INACTIVE AFTER
XX% CAILY C yemay C morTrALY o - SH(S) T YEAR(SY

11. CORRENT LOCATICN(S] [EBELDC.,FLICR. POCH)
General office & Supply Storeroom

14. IS RECTSRT

W N -

SZRIES PUPLICATED ELSEMHERET
XXb1» yEs, sresiry sarver om crricz)
€ yes C No

13. ACSESS RESTRICTIONS CYEs Exvc 16. ALTIT RPEQUIRSWEDT
{tr y=x, c17x taw({s] & rxcurraTicoN(x] % N B e
C naE X8 staTz C pm—zmaL C INCEPSNCENT
IT. IS AN INCEX SYSTEM USTST (19 vrs.zortaln

CYyes O noOy

@

BEIEFLY AN OKICRIBRE ANTYT HAROIAR:/ scm;\u]

18.

RECTMMVENCED
Retain for three
audit requirements are fulfilled,then destroy .

PETENTION

(3) years and until all

17, ME AMCS TITLE OF PREPARER
Irene Maxwell

Fiscal Accts. Chief

20. TELEPHONE MUMEER
(410)974-3611

21. CATE
1/13/93

DCS 330-4 {REVISED 2/87)

ooks




,rryrrrm.é--rrpf OR PRINT A | CEFARTMENT OF CENERAL SERVICES oo

PARATE FORM FOR EACH NEY CR RECTRDS MANAGZMENT DIVISICH AGC\{CY RECORDS IWEVTURY
V152 RECCRD SZRIES. FORARD 7273 WATERLCC RCAD . —
TH RECORDS RETENTICH SOEDULE - . PO, BCX 273 - - - . C : i
it : , S pagzc 16 g 16
cS 530-1) - - JESSUP, MARYLAND 28794 ol —_—

mzm'/m 2. pDIVISIen - j'-_,"'.‘~~"'

3. UNIT Arinapolis Public
t.of General Serv1ces

"Buildings & Grounds

-} LATED :
FINITICH -RECSRD QIB.A nouUPr OF RX RECOROSE NOWMALLY FILXD AND u:x? A’ A UNIT Frem
REFERXFNCE AX YEL! A RETXNTION AND DISFOS|(TICH Pappraars

RECSRE SERIES TITLX

5. EARLIEST YEAR/LATEST YEAR
Fixed Assets

To 1992

ANIXZLY CXICRIAX 7 £3 CF INFCORMATION/TOCUMETNT B POUM
RECSRD SERIES DESCRIPTION | ! HE T { TS/rS o
T™E SERIES. INCLUDE THE PURFOIE CR FUNCTICH GF THEX xxr1zsl

leed Asset Inventory Records-description of item, acqulsltlon and disposal information
Excess property declaration records-used to dispose, of equipment

Inventory Asset Listing -computer generated report ‘of all active and inactive inventory.

1. 1S AN INCEX SYSTEM US=E21T (10 TS EIPLAIN

18, RECTMVENTED PETENTICN
BEIEPYLY AKD OKICRIBE ANY HMARCNARE/ 30rTYARX )

. RECCRD SERIES FORMAT|S) 8, RECTRO SEZRIES SEOENCE 3. VCLLWE
BX ETTER SITE C MIC=riLK C ALPUAZETICAL : x3E FILE CRATER(S]
n _ . S MICXFILX R==1.(S}
T LEQaL SI== C CoMPUTER TAPE }fﬂu«gmc.u. 3 T coMPUTER TAPE(S)
NnUsBZN — .
o Boc C pFLoPeY Dl C crencLcclca = CTFER(SPECIFY]
pot 10 TAPE C YILED TaAPS C EoarRAPHICcAL
10. ANNUAL ACTMLLATICN
O CTrER(SPECIFY] C cTHER(SPEZIFY) T riLz ERAYER(S]
3 C MICXFILX RE=L(S)
roaTT CF c‘l-?’."':ZR"Tf-P"(-Sa)“.
e~
- " ; - = S ¥ 1i
T rILE IS USEn 12. FlLEZ BECSMES INACTIVE: AFTER Ei
X% CAlLY € wEmay C MaNTHLY C weTH(s] ; C YEAR(S] never |
S19428:1-0:0 : - . R
. : * |;.
1. CURRENT LOCATICN(S] (EBLDC.,FLOCR.ROCH) 14. 1S REZCSRT SERLIES _fch‘—:a EL<ErERET %
} %
Supply office bir yex, sreciry ’azxcv =3 crr(c') 3;
Cves &%Nno PO RONA Tt e gy |
. —
13. ACTESS RESTRICTIONS Cyzs x& Nc 16. ALTIT PECUIRSENTS - D .
{1r y=3, ci17x taw{s) & mxcurarion(s) H
C NonE XB STATE C FemzraL C INCEPENRENT :
i
)
|

Retain until disposal of equipment and until

C YES XX NO all audit requirements are fulfilled, then

destroy.
-
19. 'UUE:AND TITLE OF PREPARER 20. TELEPHCNE MNUMEER 21. CATE
Irene Maxwell (410)974-3611 ' 1/13/93
Fiscal Accts. Chief ’

DES 3530-4 {REVISED 2/87)




