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DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION _ 1523
RECORDS RETENTION AND DISPOSAL SCHEDULE
Page , of 2
Agency Division/Unit
DGS BPB&G/MSC DIVISION DIST. COURT MSC'¥ ARBUTUS/CATONSVILLE
Item
No Description Retention
1 General Correspondence
All cowrespondence from Old Multi-Service Retain for 3 years, then
Division and BPB&G Superintendent's Office, destroy.
correspondence to and from other State
Agencies and general public.
2 Square Footage for Building

File contains the square footage assigned to
State Agencies with-in the building.

Construction Submittal's

Files include maintenance contracts, service
contracts, small procurements.

Policies, DGS, MSC Personnel DGS

Files includes rules and regulations, policies
for employees, COMAR's books, job specs.

Personnel Files (In-House)

Files 'includes personmel, records, :in-service
trdining, generdl.information, and asbestos

~medical information

Retain until superseded,
then destroy.

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

Retain until superseded,
then destroy.

Retain until 3 years after
termination, then destroy.

Approved by Department, Agency,
or Division Representative.

Date

s 1gnature‘/ﬁﬂ)4“p [{’//W//

-4 -3

D g

Date

Schedule Authorized by State
Archivist.

MAY 1 7 1993

. /Wﬁ

Type Name —S’l“/ *"D\\ Sf\r\ uﬁ \/7 V& Signature
Title n/—\c a < o
DGS 550-1 (Rev. 10/92)




DEPARTMENT QOF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

{Continuation Sheet)

Schedule No.
1523

Page , of

°

Right to know files/hazardous materials
specifications, asbestos info, physicals,
fire drills, supervised and nomn supervised.

Item
No Description Retention
6 Contracts/One Time/Multi Year
Files include maintenance contracts, service Retain for 5 years, then
contracts, small procurements. destroy.
7 Supply Purchases
Files include all requisitions, out-of=schedule, Retain for 5 years, then
requisitions, purchase orders, and inventories.| destroy.
8 Health and Safety Files

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

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




- | INSTRUCTIGNS- - TYPE OR PRINT A
'SEPARATE FORM FOR EACH NEW OR
'REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 8850-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD
P.O. BQX 278
JESSUP, MARYLAND 20794 -

DEFARTMENT /AGENCY
GENERAL SERVICES

2. DIVISION

3. WNIT ARBUTUS/CATONSVILLE

BATTO,PUB,BIDG, & GRDS

MULTT SERVICE CENTER

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

DEFINITION-RECORD SERIES-

AEFERENCE AS WELL AS RETENTION AND DISPFOSITION PURPOOES
Ira. RECORD SERIES TITLE ’ 5. EARLIEST YEAR/LATEST YEAR
. GENERAL CORRESPONDENCE 1987 _ vo 1992

BRIEFLY DESCRIBRE THE TYPES OF INNMTION/DOCU_NT’/POM FOUND

| 6. RECORD SERIES DESCRIPTION
('IN THE SERIES. INCLUDE TME PURFOSE OR FUNCTION OF THK SERIES)

Includes all correspondence to and. fram Superintendentts Office and Old Multi Ser.Ctr,
Div. Phone Requests, work requests,camplaints, general correspondence to other State
Agencies, and general public,

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
Xm‘n‘m S1ZE O MICROFILM Xmlm /2/"'"-5 DRAWER(S)
MICROFILM REEL(S)
yl-ﬁcn. SI1ZE O COMFUTER TAPE O MUMMERICAL é O COMPUTER TAPE(S)
. 1.3
o souno sook X FLOPPY DIsK O GHRONOLOGICAL . O OTHER(SPECIFY)
o
AUDIO TAPE O VIDEO TAPE GEOGRAFPHICAL 10. ANNUAL ACCUMULAT ION
OTHER( SPECIFY) O OTHER(SPECIFY) J )(rn.z DRAWER(S)
// </9 0 MicROF1LM REEL(S)
o-¢ TAPE(S) "~
3 UTER . TAPE (
- : .
I piLE 15 USED 12. pF1LE BECOMES mAcfnvz AFTER 5 !
o s
DAILY O wEEKLY O MONTHLY RUREEY MONTH(S ) )( YEAR(S) <
' 13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? !
tir ves, sreciFY saEncY OR OFFice) g
900 WALKER AVE. MAINT, DEPT. O ves N no b NS 3ivobs vy
15. ACCESS RESTRICTIONS YES 0O nNo 16. AUDIT REGUIREMENTS

(17 vyes, ciTx LAw({s) & nEguLATION(S)
. Xm O STATE U FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1P YRS.EXPLAIN

18.
BRIEFLY AND DESCRIBRR ANY HARDRARE/SOFTWARE )

RECOMMENDED RETENT ION
OYEs O NO

3 Years or as required because of

Files are in computer disc., M2
changes, Then destroy

19. 20. TELEPHONE NUMEER

410-788-9794
410-788-9794

NAME AND TITLE OF PREPARER 21. DATE

12/20/92

IDA WASARHELYI ,SEC'Y II
%JOSEPH SANPHILIPO, MANAGER

DGS 550-4 (REVISED 2/87)

Fig. 7




| LNSTRUCTIGNS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES, FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD
P.O. BQaX 275
JESSUP, MARYLAND 20794 -

AGENCY RECORDS INVENTORY

or &

PaceE 2__

P DEFARTMENT /AGENCY
GENERAL SERVICES

2. pIvision

BALTO,PUB,BIDG, & GRDS

3. WNIT ARBUTUS/CATONSVILLE

MULTT_SFRUICE CENTER

DEF INIT}ON-RECORD mlEs-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS® RETENTION AND DISMOS]TION PURPOSES
! 4. RECORD SERIES TITLE = 8. EARLIEST YEAR/LATEST YEAR
' SQUARE FOOTAGE FOR BUILDING ( FOR AGENCIES AT MSC AC ) ]282 T0 _1992

, 6. RECORD SERIES DESCRIPTION (IIIII'LY DESCRIAKE THE TYPES OF INFORMAT]ON/DOCUMENTS/FORMS FOUND

BUILDING,

N THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES |

FILE INCIUDES SQUARE FOOTAGE FOR ASSIGNED SPACES TO AGENCIES OF THE DISTRICT COURT

7. RECORD SERIES FORMAT(S)
XLETTER SI1ZE O MICROFILM

yuzm S1ZE 0O COMPUTER TAPE
O BOUND BOOK O FLOPPY DISK

AUDIO TAPE O VIDEO TAPE
OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
J aurnmTicas
O NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

9. VOLUME

FILE DRAWER(S)
1/4 DO MICROFILM REEL(S)
/ O COMPUTER TAPE(S)
“"’"‘_‘i O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
FILE DRAWER(S)
1/4 O MICROFILM REEL(S)
RUNEPEK 0 COMPUTER TAPE(S)

8 oruep(speciey)

Q pailLy O wEEKLY

FILE 1S usep FOR REQUESTED REPORTS ANYTIME

¥ Moy  RUREEE

FILE BECOMES INACTIVE AFTER RETAINED
O MONTH(S)

O YEAR(S JPERMANENTLY

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCM)
900 WALKER AVENUE, MAINT, CFFICE

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

t1r vrs, sreciry saenvcy or orrice)
0D vyes O NO

4

15. ACCESS RESTRICTIONS M YES
{ir vyes, cive Law(s) & rEGULATION(S)

AUDIT REQUIREMENTS

O NonE Xsrxr: O FEDERAL DO INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1P YRS .OPLAIN
BRIEFLY AND DESCRIBE ANY MARDBARE/SOFTWARE)

¥ves o no

S o,

RECOMMENDED RETENT ION

‘Retain until supe-rsed,ed; then destroy.

12. NAME AND TITLE OF PREPARER
IDA WASARHELYI ,SEC'Y II

JOSEPH SANPHTLIPO, MANAGER

20. TELEPHONE NUMEER
410-788-9794

410-788-9794

21. DATE
12/20/92

DGS 550-4 (REVISED 2/87)




| LNSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD

¥WiTH RECORDS RETENTION SCHEDULE P.O. BOX 273 3 %)
) PAGE . ___ OF
(DGS s80-1) JESSUP, MARYLAND 20794 - —
’ DEFARTMENT / AGENCY 2. DIVISION 3. UNIT ARBUTUS/CATONSVILLE
GENERAL SERVICES BATLTO,PUB,BIDG, & GRDS MULTI SERvICE CENTER

DEF INITION -RECORD SRIESOA GROUP OF RELATED RECORDS NORMALLY ILED

! 4. RECORD SERIES TITLE
BC 7414 MsC-

AEFERENCE AS WELL A9 RETENTION AND -3 8- -1

CONSTRUCTIONS SURMITTALS

AND USED AS A UNIT FOR

LTION PURPOSESR

8. EARLIEST YEAR/LATEST YEAR

11/14/80ro PRESENT

| 6. RECORD SERIES DESCRIPTION (Illll"-‘l’ DESCRIEE THEX TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

4N 'THE SERIES.

. INCLUDK TME PURPOSE OR FUNCTION OF THE s-nzt)
CONTAINS EQUIPMENT/CCNSTRUCTION /PLANS/SPECIFICATIONS FOR BUILDING

7. RECORD SERIES FORMAT(S)
Y ETTER S12E O MicROFILM

'yl.zcu.smz 0 COMPUTER TAPE
O BOUND BOOK O FLOPPY DISK

AUDIO TAPE 0O VIDED TAPE
OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
xmlm
O CHRONOLOGICAL,

9. VOLUME
FILE DRAWER(S)
/} O MICROFILM REEL(S)
7~ 0 coMPuTER TAPE(S)
vMBER O OTHER(SPECIFY)

O GEOGRAPHICAL
O OTHER(SPECIFY)

ANNUAL ACCUMULAT ION
FILE DRAWER(S)

/ O MICROFILM REEL(S)
%mn COMPUTER TAPE(S)

° FILE 1S USED

Hel
Noawy

X wemay

X MONTHLY o

12. e BECOMES INACTIVE AFTER SV '&A/Ay’
O MONTH(S)

0 YEAR(S)

' 13. CURRENT LOCATION(S ) (BLDG.,FLOOR,ROCM)
900 WALKER AVENUE 21228-5341

0 vEs X no

14. 15 RECORD SERIES DUPLICATED ELSEWHERE? :
tir vyes, serciry raEncy or orricr)

18. ACCESS RESTRICTIONS

(1r ym8, c1TE LAwW(S) & mxGuLATION(S)

AUDIT REQUIREMENTS

b v g . . w,
v E e

-

Xm O STATE O FEDERAL 0O INDEPENDENT

17.

Xves o no

BY FILE NUMBERS

IS AN INDEX SYSTEM USED? (IFr YRS.EXPLAIN
BRIEFLY AND DESCRIRE ANY HARDBARE/SOFTWARK)

destroy .

RECOMMENDED RETENT ION

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

19. NAME AND TITLE OF PREPARER
IDA WASARHELYTI ,SEC'Y II

JOSEPH SANPHILIPO, MANAGER

20. TELEPHONE NUMEER
410-788-9794

410-788-9794

21. DATE
12/20/92

DGS 350-4 (REVISED 2/87)




- | LUSTRUCTIGNS.-TYPE OR PRINT A
SEPARATE FORM FOR EACH NEVY OR
REVISED RECORD SERIES. FOREARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 VWATERLOO ROAD
P.O. BoxX 273

JESSUP, MARYLAND 20794 -

AGENCY RECORDS INVENTORY

¥

PAGE 4__ or

’ DEFARTMENT / AGENCY
GENERAL SERVICES

2. DIVISION
BALTO,PUB,BIDG, & GRDS

3. WNIT ARBUTUS/CATONSVILIE

MULTT SERVICE CENTER

DEFINITION-RECORD SERIES-

l 4. RECORD SERIES TITLE

DGS/BUILDING/PERSONNEL,/RULES & REG'S, /COMAR

A GROUP OF RELATED RECORDS NORMALLY FILED AND USKED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES :

5. EARLIEST YEAR/LATEST YEAR
July 1982 o PRESENT

| 6. RECORD SERIES DESCRIPTION ‘IIIIPLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS [ FORMS FOUND

FILES INCLUDE RIJIES/RE;C;IS'I,N- THE SERIES.

POLICIES, /FOR EMPLOYEES/ AND BUILDING RULES/DGS INSTRUCTIONS, ETC: COMAR RULES

INCLUDE TME PURPOSE OR FUNCTION OF THE ll!‘l!'l

7. RECORD SERIES FORMAT(S | e.
SLETTER S1ZE O MICROFILM
X LecaL sizE O couPuTER TAPE
X soum moox ) FLoPPY Disk

) AUDIO TAPE O VIDEO TAPE

OTHER( SPECIFY)

9. VOLUME
) FiLE DRAWER(S)

) O MICROFILM REEL(S)
4.‘7 O COMPUTER TAPE(S)
UMBER O OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
'FILE DRAWER(S)

/:5’ O MICROFILM REEL(S)
O COMPUTER TAPE(S)

c o . .. O oYHER(SPECIEY).. |
i 5o . RN B s Tl ;M
111 rie 15 wsED 2. piLE BECOMES INACTIVE AFTER] )%
X DAILY X woay Xmu-n-n.v O monTH(S) YEAR(S)

! 13. CURRENT LOCATION(S) {ELDG.,FLOOR,ROOM)
900 WALKER AVE, 21228-5341

fir yes, seeciry r.echﬁv orrice)
0.

YES ONo  DPhs 2T,

15. ACCESS RESTRICTIONS YES OnNo
{1 vy, ciTx Law({s) & mEGuULATION(S)

H

i

. a }

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? ’
5

{ e . o
16. AUDIT REQUIREMENFS"' ‘THA JTATL Nas rvfian

e a Pt e s MODS R e R T Y

O NONE Xsrxr: O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (iF YRS.EXPLAIN
SRIEFLY AND DESCRIBE ANY HARDIARE/BOF‘I’IAHS)

Xres ¥ no

LI

o 7

18. RECOMMENDED RETENTION -

Retain until supérseded, then destroy. t

19. NAME AND TITLE OF PREPARER
IDA WASARHELYI ,SEC'Y II

JOSEPH SANPHILIPO, MANAGER

20.

410-788-9794
410-788-9794

TELEPHONE NUMEER 21. DATE

12/20/92

DGS 530-4 (REVISED 2/87)




| IMSIRUCTIGNS:--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORRARD
WITH RECORDS RETENTION SCHEDULE
(DGS 380-1) '

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BoX 278
JESSUP, MARYLAND 20794 -

AGENCY RECORDS INVENTORY

’ DEFARTMENT / AGENCY
GENERAI, SERVICES

2. DIVISION

BATLTO,PUB,BIDG, & GRDS

3. WNIT aARBUTUS/CATONSVILLE
MULTT SERVICE CENTER

- RELATED RECORDS RMALL.'
DEF INITION-RECORD SERIES.® 2"V °F NO ¥ Lo

Irc. RECORD SERIES TITLE
PERSONNEL, FILES

( BACK-UP )

REFERENCE AS WELL AS RETENTION AND D]SPOB

AND USED AS A UNIT FOR
1TION PURPORES -

5. EARLIEST YEAR/LATEST YEAR
July 1980 1o PRESENT

) DESCRIBE THE TYPK TS /FORMS FOUND
| 6. RECORD SERIES DESCRIPTION ("% '*"-¥ 8 OF INFORMATION/DOCUMENTS/
INCLUDE THME PURPOSE OR FUNCTION OF THEK "m!.’

N THE SERIES.

EMPLOYEE INFORMATION, IN-SERVICE ~-TRAINING,/ MEDICAL ABESTOS/ EIC:

7. RECORD SERIES FORMAT(S)

K =1mER s1zE O MicroriLM

0 LEGAL SI1ZE 0O COMPUTER TAPE
0 BOUND BOOK XFLOPPY DIsK
O AUDIO TAPE O VIDEO TAFE

OTHER( SPEC1FY)

3" Bywbees

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL
0 MMERICAL
0 CHRONOLOGICAL
0 GEOGRAPHICAL
x OTHER(SPECIFY)

CLpss

9. VOLUME
FILE DRAWER(S)

) 0O MICROFILM REEL(S)
éQ O COMPUTER TAPE(S)
UMB

ER 0 oTHER(SPECIFY)

ACCUMULAT 10N
FILE DRAWER(S)

%.5‘0 O MICROFILM REEL(S)
RUWERE O COMPUTER TAPE(S)

0 grueR(seecieyy !

1 1% wiLE 1S USED

DAILY

X ey

12.

Xm-n.\'

FILE BECOMES INACTIVE AFTER
O MONTH(S)

Xma(é)

! 13. CURRENT LOCATION(S) {EBLDG..FLOOR,ROGM)

14. 15 RECORD SERIES DUPL ICATED ELSEWHERE?

900 WAIKER AVENUE 21228-5341

[ 4

tj}» ves, seeciry saency on orrice)/L) )05 O

ves 0no DAS Fersonvel -

18. ACCESS RESTRICTIONS YES
(1" ymB, CITE LAW(S) &

O No
GULATION(SB)

16. AUDIT REQUIREMENTS : Conw

O NONE xgrxr: O rEDERAL DO INDEPENDENT

17. 165 AN INDEX SYSTEM USED?T (IF vRS.EXPLAIN
BRISFLY AKD DESCRIRE ANY HARDRARE/BOFTWARE)

o ves W no

18. RECOMMENDED RETENT ION

Retain for 3'yéars, then destroy.

19. NAME AND TITLE OF PREPARER
IDA WASARHELYI ,SEC'Y IT

' JOSEPH SANPHILIPO, MANAGER

20.
410-788-9794

410-788-9794

TELEPHONE NUMEER

21. DATE
12/20/92

DGS 350-4 (REVISED 2/87)

Fig. 7




e
| JHSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE
(DGS 530-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 207%4 -

AGENCY RECORDS INVENTORY

Pace ©___or 8 __

tnzpm/lum

GENERAL SERVICES

2. DIVISION

BATTO , PUB,BLDG, &§GRDS

3. WNIT ARBUTUS/CATONSVILLE
MULTT SFRYICE CENTER

DEF IN1T10N-RECORD ERIES-A GROUP OF RELATED RECORDS NORMALLY FILED

'rc. RECORD SERIES TITLE
i CONTRACTS

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

( one time/multi-year type )

AND USED AS A UNIT FOR

8. EARLIEST YEAR/LATEST YEAR
1982 0 Present

ETC:

N 'THE SERIES.

¢. RECORD SERIES DESCRIPTION ("M!¥FLY PESCRIAK THK TYPES OF INFORMAT!ON/DOCUMENTS/FORMS FOUND

. INCLUDE TNE PURPFOSE OR FUNCTION OF THK SEFIES)
MATINTENANCE CONTRACTS/ SERVICE CONTRACTS/ AND SMALL PROCUREMENTS :

7. RECORD SERIES FORMAT(S)
NLz'rn:n S1ZE O MICROFILM

O BOUND BOOK x FLOPPY DISK
.Aumo TAPE O VIDEO TAPE
O OTHER(SPECIFY)

XLEGALSIZE O COMFUTER TAPE -

6. RECORD SERIES SEQUENCE
8 ALPHAEBETICAL
0 MMERICAL
0 CHRONOLOGICAL
0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
FILE DRAWER(S)
O MICROFILM REEL(S)

;/énu COMPUTER TAPE(S)

=R 0 orHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
) X{ FiLE DRAWER(S)
/ O MICROFILM REEL(S)
r.ém O COMPUTER TAPE(S )
. O omurp(speciFyy

| 13- g1 1S usED

QO pailLy O ¥EEKLY

[—

O MONTHLY - ﬁ o

FILE BECOMES INACTIVE AFTER

MONTH( S ) -XQ'M('g )

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)
900 WALKER AVENUE 21228-5341

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

Koo W

. resce )
T P RESTON,, CONTRACT OFFICE

ACCESS RESTRICTIONS MM YES
{1 ym8, ci1Tx LAW(S) & REGULATION(S)

O No

16. AUDIT REQUIREMENTS

ONONE O STATE 0O FEDERAL - O INDEPENDENT

17.

Ovyes O nNO

IS AN INDEX SYSTEM USED? (1P YRS.E)XPLAIN
BRIEFLY AKD DESCRIRE ANY MARDEARE/SOFTWARE)

RECOMMENDED RETENT ION

5 years then destroy

19. NAME AND TITLE OF PREPARER

IDA WASARHELYI ,SEC'Y II

20. TELEPHONE NUMEER
410-788-9794

410-788-9794

21. DATE
12/20/92

%JOSEPH SANPHILIPO, MANAGER

DGS 530-4 (REVISED 2/87)

Fig. 7




\ : AR '
LHSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

(PGS 880-1) JESSUP,

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD

P.O. BaX 273 7 8
MARYLAND 20794 -

AGENCY RECORDS INVENTORY

PAGE or

2. DIVISION

I’ DEFARTMENT | AGENCY
GENERAI, SERVICES

BALTO,PUB,BIDG, & GRDS

3. WNIT ARBUTUS/CATONSVILLE
MULTT SERVICE CENTER

DEF IN1T10ON -RECORD ml“" GROUP OF RELATED RECORDS NORMALLY FILED AND USED AB A UNIT fFOR

r‘. RECORD SERIES TITLE
. SUPPLY PURCHASES

ARFERENCE AS WELL AS RETENTION AND DISPOS|ITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
1982  yg PRESENT

N THE SERIES.

FILES INCIUDE,
SUPPLIES

REQUISITIONS, OUT OF SCHEDULES , PURCHASE ORDERS

’ 6. RECORD SERIES DESCRIPTION ‘:IIRPI.Y DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SERtES)

, INVENTORY CF

7. RECORD SERIES FORMAT(S) 8.
ymﬂ'm SIZE O MICROFILM

0 LEGAL S1ZE O COMPUTER TAPE

O BOUND BoOOK O FLOPPY DISK

AUDIO TAPE O VIDED TAFE

OTHER( SPECIFY)

m,bgﬂ..j‘

O ALPHAEETICAL
Xmmu:u.

O CHRONOLOGICAL,

O GEOGRAPHICAL

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9. VOLUME

O FILE DRAWER(S)
) 5— O MICROFILM REEL(S)
/Z O COMPUTER TAPE(S)
RUMBEN g oyMER(SPECIFY)

10. ANNUAL ACCUMULAT JON
O FILE ORAWER(S)
/Zj’ O MICROFILM REEL(S)

ROMEER 0 COMPUTER TAPE(S)

1. pie 1S USED

DAILY

}(wzmv Xm-n.v

0 grure(sercievy !
FILE BECOMES INACTIVE AFTER

copmr __C MoTH(S) JX YEAR(S)

' 13. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM)

900 WALKER AVENUE 21228-5341

14. |8 RECORD SERIES DUPL |CATED :Lnsz_!l_-gn!:t..n
f YES, SPECIFY 2GENCY .
YES

Sno LA .scﬂfiﬂq‘zi A

18. ACCESS RESTRICTIONS

(sr vyes, ci17Tx LAw(s] &

YES O No
GULATION(S)

i Yo R S

O NONE STATE Drzm—:rw. O INDEPENDENT

17. 15 AN INDEX SYSTEM USED? (I1r YRS.EX2PLAIN
SBRIEFLY ARD DESCRIBE ANY HARDIARE/ somluu)

O yes Xuo

¥

i

1

16. AUDIT mwlmrs ?s
\

]

t

;

SUA
18. RECOMMENDED RETENTION ‘\“‘..‘T\}\ 41‘\'(1 i w;\' h

2 e
R kit

RETAIN FOR 5 YEARS
then destroy

19. NAME AND TITLE OF PREPARER
IDA WASARHELYT ,SEC'Y II

A ~JOSEPH SANPHILIPO, MANAGER

20.

410-788-9794
410-788-9794

TELEPHONE NUMEER 21.

12/20/92

DGS 3550-4 (REVISED 2/87)

Fig. 7




uﬁmm OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 580-1)

DEFARTMENT OF GENERAL SERVI(.I‘.ES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO RQAD
P.O. Bax 273
JESSUP, MARYLAND 207%4 -

PAGE 8 or 8

IP DEFARTMENT / AGENCY
GENERAL SERVICES

2. DIVISION

BATTO,PUB,BIDG, & GRDS

3. WNIT ARBUTUS/CATONSVILLE

MULTT SERVICE CENTER

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

| a.

RECORD SERIES TITLE
HEALTH & SAFETY FILES:

REFERENCE AS WELL AS RETENTION AND DISPos

ITION PURPOSES
8. EARLIEST YEAR/LATEST YEAR

July 82y PRESENT

6. RECORD SERIES DESCRIPTION |{

INCLUDES , RIGHT:TO KNOW INFORMATION, HAZARDOUS MATERTAL INFORMATION, ASBESTOS/ FIRE

DRILLS, ETC:

N THE SERIES.

BRIEFLY DESCRIBE THEK TYPES OF INFORMATION /DOCUMENTS [ FORMS FFOUND
INCLUDK TME PURPOSE OR FUNCTION OF THE SERIES)

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

Nu-:'rrm SI1ZE O MICROFILM O ALPHABETICAL X'"“ DRAWER(S)

: / O MICROFILM REEL(S)

Xuzm S1ZE O COMFUTER TAPE O NUMERICAL 50 O COMPUTER TAPE(S)

UMBE!

0 BOUND BoOK O FLOPPY DISK Xamox.oclm ~ O OTHER(SPECIFY]
AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCUMULATION
OTHER( SPECIFY) O OTHER(SPECIFY) ! X'FILE DRAWER(S)

.ﬁ O MICROFILM REEL(S)
RUNEEN 0 COMPUTER TAFE(S)
0 orueR(seeciEyy !
110 pug 1s useD 12. PILE BECOMES INACTIVE AFTER
ﬁmu.v szmv xm-n.v -0 — O MONTH(S) XYEAR(B)

' 13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROOM)
900 WALKER AVENUE 21228-5341

(4

Dm}(m

14. 18 RECORD SERIES DUPLICATED ELSEWHERE?
f1» vrs, serciFry raoEney or oFrice)

15. ACCESS RESTRICTIONS YES
ULATION(S)

(1" ymg, cI1TE LAw(s) &

Q NO 16.

AUDIT REQUIREMENTS

O NONE XSI‘A‘I’E XF‘EDERAI- O INDEPENDENT

17 ..

ﬂvzs%m

IS AN INDEX SYSTEM USED? (1F YES.E)XPLAIN
BRIKFLY AND DESCRIRE ANY MARDRARE/SOFTWARE)

RECOMMENDED RETENT ION

Retain in office for 5 years, send

to State Records Center, for 20 .°
years, then destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE |
TDA WASARHELYI ySEC'Y II 410-788-9794 ;12/20/92‘

JOSEPH SANPHILIPO, MANAGER

410-788-9794

TSN .
RTINSl &

DGS 550-4 (REVISED 2/87)

Fig. 7




