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RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
MO.

1540
PACE
HO. A/4*

MDOT - SHA
Department of Transportation State Highway Admin./Dayton Shop

AOKNCY
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No.1 Dateriptlon Rettntion

5.

EMPLOYEE WORKING PERSONNEL FILES: This series
includes alphabetical filing of all employee
working personnel files. Employee working personnel
file consist of performance appraisals, annual
efficiency ratings, any accident/injury reports,
reprimands, commendations, etc. Also includes
entry tickets, change tickets, cut-off tickets, and
employee leave records.

CORRESPONDENCES-GENERAL: This series consists of
alphabetical filing of all general correspondences,
including, but not limited to, all incoming and
outgoing correspondences, both initiated and
received by this office. File drawers include:
Miscellaneous through Community Services,
Complaints through Interstate Condition Report,
Inventory Management System through Doug Rose
(District Engineer)

PERSONNEL CORRESPONDENCES/DIRECTIVES: This series
consists of alphabetical filing of personnel
correspondences/directives initieate and received
by this office. Drawer #1 consists of Personnel-
Miscellaneous through Highway Technician, through
Light Duty. Drawer #2 consists of MCEA through
Substance Abuse, through Ron Weaver (Administrative
Officer).

BI-WEEKLY TIME SHEETS: This series consists of
all signed carbon copies of employee bi-weekly
time sheets.

CREW DAY CARDS: This series consists of daily cards

Keep current employees in
active file in office and
retain former employees
for total of four years,
then destroy.

Keep current and previous
year in active file.
Retain all correspondences
for five years, then destr

which document all work crews, locations, hours
worked, and daily accomplishments.

Keep current and previous
year in active file.
Retain all correspondences
for five years, then
destroy.

Keep current and previous
year in active file.
Retain timesheets for five
years, then destroy.

Retain current fiscal
year and previous fiscal
year, then destroy.
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DCS 550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE
. (CONTINUATION SHEET)

SCHEDUU
NO. 1,540

PAGE
NO? l < ^

Item
No. Description Retention

MAINTENANCE MANAGEMENT WORKSHEETS &EQUIPMENT USAGE RPTS.:
This series consists of copies of Maintenance Management
forms, documenting man hours worked, daily accomplish-
ments, etc., and Equipment Usage carbon copies
documenting equipment operated daily, hours of operation,
and operator.

CONTRACT PROPOSALS: This series consists of proposal
books for all contract work identified by contract
numbers to be performed in Howard County and misc.
contract correspondences.

REPORTS: This series consists of all reports generated
by this office, including, but not limited to:
Monthly reports such as Inmate Labor, Classification Rpt,
etc., Annual Reports such as OSHA report; Quarterly
Reports such as Affirmative Action Reports; all Tort
Claim Reports, and vehicle accident reports showing
damage to SHA property.

EMPLOYEE LEAVE REQUEST SLIPS: This series consists of
all completed employee leave request slips.

Retain current fiscal .year
and previous fiscal year, then
destroy.

Retain until contract has been
completed, then destroy.

Keep current year and previous
year in active file.
Destroy after 5 years.

Retain in active file for
current year. Destroy after
five years.



.IH^TIWCTlOnS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 8 B0 - I J

DEPARTMENT OF GCTJERAL SERVICES
RECORDS MANAGEMENT DIVISION

7XJV WATERLOO ROAD
P.O. BOX 27B ,

JESSUP. MARYLAND 20794

AGENCY RECORDS INVEN1UKY

P A C E •*• O F

DEFARTMENT/AGENCY

department of Transportation

2. DIVISION

State Highway- Administration

J. UNIT

Dayton Shop/Howard County

DEFINITION-RECORD SERIES-* O H O U r O|r «""-*THD RCCORDR NORMALLY1 FILID AND UtKO A« A UNIT FOR
mrtwpict AB »EU. A« wrntNTiow wo Dialog IT IOM PUHPOIKB •__

4. RECORD SERIES TITLE

Employee Working Personnel Files
B. EARLIEST YEAR/LATEST YEAR

1988 TO 1992

8. RECORD SERIES DESCRIPTION lBntKrl-'r DEBCHIBR TKK TYPKB OP* INPORMATtON/DOCUMCNTB/rORMfl POUND
•IN THE SERIES. , INCLUDE THE PURPOSE OH FUNCTION Of THK BBFttEB)

This series includes alphabetical filing of all employee working personnel files. Employee
working personnel files consist of performance appraisals, annual efficiency ratings,
any accident/injury reports, reprimands, commendations, etc. Also includes entry tickets,
change tickets, cut-off tickets, and employee leave records.

f:
7. RECORD SERIES FORMAT(S)

M LETTER SIZE O MICROFILM

O LEGAL SIZE D COMPUTER TAPE

D BOUND BOOK D FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

XB ALPHABETICAL

D NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

VOLUME

^FILE DRAVER(S)
a MICROFILM RECL(S)

. , ,4 D COMPUTER TAPE(S)
H U M ° E H O OTHER{SPECIFY)

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)

N/A D MICROFILM REEL(S)
UhUhZR ° COMPUTER TAPE(S)

• D PTVffB(«;pFrirv)

I I . FILE IS USED

Xi DAILY O WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

D MONTH(S) D YEAR|S) N/A

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

Dayton Shop Office

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
I IP vrn, SPEC1PY /.OCKCY on O P P I C E )

a YES XKNO

15. ACCESS RESTRICTIONS XK YES Q NO
(IP yro, CITK LAW(B) A nuaui_ATion| s)

In-House Restrictions

18. AUDIT REQUIREMENTS

M NONE D STATE D FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED! | | p YK8.E>J*LAIN
BRIEPLY AND DESCRIBE- ANY HAno«Ane/ BOPTHARE )

O YES ¥ NO

I 8. RECOMMENDED RETENTION

Keep current employees in active file in
office and retain former employees for
total of four years - then destroy.

^flk !9. NAME AND TITLE OF PREPARER

Teresa L. Beechie
Office Secretary

20. TELEPHONE NUMBER

410-333-7589

2 I . DATE

8/31/92

DCS 3S0-4 {REVISED 2/87)



It

IMS-TRUCTIQMS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

{DGS 9 B 0 - I )

DEFARTMENT OF CEMERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 27B

JESSUP, MARYLAND 20794

AGENCY RECORDS 1NVEN10KY

PACE or

. DEFARTMENT/ACENCY

Department of Transportation

Z. DIVISION

State Highway Administration

J. UNIT

Dayton Shop

DEFINITION-RECORD SERIES-A OI*OU1* Ol* WLATKD RCCOnDB NORMAULY PILED AND UBKD AB A UNIT rOI»
HlFtHBWCK AB WE LA. AB RETENTION AND PIBFOB1TION F-URPOBEB •__

4. RECORD SERIES TITLE

Correspondence - General
B. EARLIEST YEAR/LATEST YEAR

1988 TO 1992

9. RECORD SERIES DESCRIPTION l"llll"r|-r B M c n i M THK TYPES or INCOWIATION/DOCUWEHTB/roima roUNO
•IN THE SERIES. . INCLUDE THE PURPOBE OR FUNCTION Or THK SKFTIEB)

This series consists of alphabetical filing of all general correspondences, including, but

not limited to, all incoming and outgoing correspondences, both initiated and received by

this office.

Four complete file drawers:

1. Miscellaneous through Community Services

2. Complaints through Interstate Condition Report

3. Inventory Management System through Doug Rose (District Engineer)

4. Safety through Work Schedule

In

7. RECORD SERIES FORMAT(S)

•X LETTER SIZE D MICROFILM

D LEGAL SIZE D COMPUTER TAPE

n BOUND BOOK O FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

0. RECORD SERIES SEQUENCE

K) ALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

o OTHER(SPECinrj

B. VOLUME

1UMBC?

XH FILE DRAHER(SJ
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(SPECIFY)

I 0. ANNUAL ACCUMULATION

Q FILE DRAWER(S)
4 D MICROFILM REEL(S)

hbUhEH a COMPUTER TAPE!S)
• D orn-trmgprnr-y)

11 . FILE IS USED

^3 DAILY D WEEKLY D MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
2 a MONTH(S) M Y E A R ( S )

Nl)MbEF>

1 3 . CURRENT LOCATION(S) ( BLD<5. ,FLOOR,ROOM)

Dayton Shop Office

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(ir TtB, specify AOEKCY OR OFFICE)
a YES XX NO

15. ACCESS RESTRICTIONS O YES XXNO

( I F Y E B , C I T K L A H | I ) a nuauLATiON(s )
1 8 . AUDIT REQUIREMENTS

XtS NONE O STATE O FEDERAL D INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED! ( | r YKB.E>^LAIH
BRIEFLY AND DSSCRIBB ANY HAIIDBARE/ SOFTWARE )

n YES fi NO

IB. RECOMMENDED RETENTION

Keep current and previous' year in active file.

Retain for 5 years, then destroy.

^ ^ t (9. NAME AND TITLE OF PREPARER

Teresa Beechie

20. TELEPHONE NUMBER

410-333-7589

2 I. DATE

9/2/92

DCS 530-4 (REVISED 2/87)



« •

iliSIIiysXlStlS.--TYPE on PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORYARD

WITH RECORDS RETENTION SCHEDULE

(DOS B B 0 - I J

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD

P.O. BOX 27B

JESSUP, MAnrLAND 20794

AGENCY RECORDS INVENTUUY

PACE 3 or 9

DEPARTMENT/AGENCY

Department of Transportation

2. DIVISION

State Highway Administration
J. UNIT

Dayton Shop

DEFINITION-RECORD SERIES-* O l t o w p otr """-ATKD WreonDB NORMALLY FILED AND VIKD A* A UNIT rO«
H«rEWHJ«CK Al WHLL AW HBTKNTION ANO DIBfOBITION runrQBEg •__

A. RECORD SERIES TITLE
Personnel Correspondences/Directives

B. EARLIEST YEAR/LATEST YEAR
1988 TO 1992 •'

6 . RECORD SERIES DESCRIPTION I B W I B : ' r l - T DMCItlBK THI TYFKB Or IHrOnUATION/DOCUHENT»/romu roVNO
•IN THE SERIES. , INCLUDK THE ^UltrODE OH MIMCTlON Of THK •KfrlESJ

This series consists of alphabetical filing of personnel correspondences/directives,
initiated and received by this office. Drawer #1 consists of Personnel-Miscellaneous,
to Highway Tech. Certification File, to Light Duty file.
Drawer #2 consists of MCEA file to Substance Abuse file to Ron Weaver File (Administrative
Officer ).

•

7. RECORD SERIES FORMAT(S)

ff LETTER SIZE D MICROFILM

O LEGAL SIZE D COMFUTER TAPE

D BOUND BOOK D FLOPPY DlBK

O AUDIO TAPE D VIDEO TAPE

D OTHERJSPECIFY)

8. RECORD SERIE8 SEQUENCE

XK ALPHABET ICAL

O NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY}

9. VOLUME

MFILE DnAVER(S)
O MICROFILM REEL(S)

, O COMPUTER TAPEJS)
NU*'bCfi O OTHER( SPECIFY|

10. ANNUAL ACCUMULATION
M FILE DRAWER(S)

. D MICROFILM REEL(S)
KUUEEn ° COMPUTER TAPE|S)

. O cmgm«!PrrlFY)
I I . FILE IS USED

J5 DAILY O WEEKLY O MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

2 D MONTH(3} D YEAR(Sj
NUMBER

13. CURRENT LOCATlON{Sj (BLDC.,FLOOR,ROOM)

Dayton Shop Office

14. IS RECORD SERIES DUPLICATED ELSEWHEREt
itr YTB, Brrciry AOENCT on o m c e ) .
O YE3 XX. UO

1 3 . ACCESS RESTRICTIONS D YES M NO

( \r Yro , C I T K L A B ( B ) ft nsaui-ATloNl s )

16. AUDIT REQUIREMENTS

RXNONK O STATE O FEDERAL D INDEPENDENT

1 7 . I S AN INDEX SYSTEM U S E D ! ( | F Y c g . E V L A I N

BrrlKFUY AKD DECBCnlBC ANY HAnOIAne / BOrTHAHK )
1 8 . RECOMMET4DED RETENTION

O YES ftN O Keep current and previous year in active file.
Retain for 5 years, then destroy.

£m|t». NAME AND TITLE OP" PREPARER

Teresa Beechie

20. TELEPHONE NUMBER

410-333-7589

2 I. DATE

9/3/92

DCS 3S0-4 (REVISED 2/87]



IHSTKVCTions--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
•REVISED RECORD SERIES, FORVARD
WITH RECORDS RETENTION SCHEDULE
(DOS 9 B 0 - I }

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTUKY

4 9
PACE OF

DEFARTMENT/AGENCY

Department of Transportation

2. DIVISION

State Highway Administration

1. UNIT

Dayton Shop

DEF IN IT I ON-RECORD SERIES-* OnOXrr Ofr ««LATBD HKCORDB NOrtMAUUV PILID AND UBKD AS A UNIT rOR ,'
WreWBWCK AM *BLX. A» HmtNTIOH AND PIBPOBtTtON ruHPtHEB •

4. RECORD SERIES TITLE

Bi-Weekly Time Sheets
8 . EARLIEST YEAR/LATEST YEAR

1988 TO _1992_

6. RECORD SERIES DESCRIPTION l"Bllt'r|-T DEBCHIBE THE TYPEB Or INrOMUTION/DOCUWCNTB/POimS FOUND
•IN THE SERIES. . INCLUDE THE r-URCOIC OH FUNCTION OF THE BKFTtEB)

This series consists of the carbon copies of all signed, employee bi-weekly time sheets.

•

7. RECORD SERIES FORMAT(S)

• LETTER SIZE • MICROFILM

XS LEGAL SIZE O COMFUTER TAPE

O BOUND BOOK D FLOPPY DISK

AUDIO TAPE P VIDEO TAPE

D OTHER(SPECIFY)

6. RECORD SERIES SEQUENCE

EXALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

B. VOLUME

M FILE DRAWER(S)
D MICROFILM REEL(S)

1 O COMPUTER TAPE(S)
H™*** a OTHER(6PECIFY)

10. ANNUAL ACCUMULATION

fiXFILE DRAWER(S)
. O MICROFILM REEL(S)

MiUbgR D COMPUTER TAPE(S)
• O nrrnrn(c;t>rr-irv)

I I . FILE IS USED

° DAILY $ WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER

5 D MONTH(S) ^YEAR(S)

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

Dayton Shop Office

14. IS RECORD SERIES DUPLICATED ELSEWHEREt

I IF YCB, SKciry /.HEKCY on orncE)
M YES Q NO DOT P a y r o l l

I S . ACCESS RESTRICTIONS Q YES X#NO

( I T YES, CITK L A H ( B ) A RROULATION(B)

1 6 . AUDIT REQUIREMENTS

3Z NONE Q STATE O FEDERAL D INDEPENDENT

1 7 . IS AN INDEX SYSTEM USEDt ( | r YES.E>^LAIN
BRIEFLY AKD DEBCRIBE ANY HAnD«Anc/BOFTIIARB)

O YES XX NO

18. RECOMMENDED RETENTION

Keep 2 years in active file. Destroy

after 5 years.

if9. NAME AND TITLE OF PREPARERTeresa Beechie

20. TELEPHONE NUMBER

410-333-7589

2 I. DATE

9/2/92

DCS 350-4 (REVISED 2/87)



IHSTKUCTIQNS--TYPC OR PRINT A

SEPARATE FORM FOR EACH NEW OR

neVIEED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DGS 5 B 0 - I J

« ,

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVEN1UKY

PACE or

DEPARTMENT/AGENCY

Department of Transportation

2. DIVISION

State Highway Administration

3. UNIT

Dayton Shop

DEFINITION-RECORD SERIES-* O l t o u 1" o r MtATBD RICOnDl NORMALLY FILED AND UtID A* A UNIT FOR
HtWEHBHCK Ag WELL A« RETENTION AND DIBFOBITION PUHPOBga •__

4 . RECORD SEJIIE8 TITLE

Crew Day Cards

8. EARLIEST YEAR/LATEST YEAR

1991 TO 1992

8. RECORD SERIES DESCRIPTION lBBIKrl-T DESCRIBE THE TYPES Or INFORMATION/DOCUWENTB/FORMB FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OP THK «KP1E«)

Daily cards document all work crews, locations, hours worked, and daily accomplishments.

¥.
7. RECORD SERIES FORMAT(S)

° LETTER SIZE D MICROFILM

O LEGAL SIZE O COMFOTER TAPE

O BOUND BOOK D FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

OTHER(SPECIFYJ

6x8.5 card

S. RECORD SERIES SEQUENCE

n ALPHABETICAL

O NUMERICAL

ffl. CHRONOLOGICAL

O CEOCRAPHICAL

D OTHER(SPECIFY)

B. VOLUME

1
^UMBEI

M FILE DRAWER(S)
n MICROFILM REEL(S)
• COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
H FILE DRAWER(S)

. a MICROFILM REEL(S)
NUMbEB ° COMPUTER TAPE(S)

D OTMrn(«:pg-r-irv)
It . FILE IS USED

^^DAILY D WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

2
NUMBER

O MONTH(S) • YEAR(S)

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

Dayton Shop Office

14. IS RECORD SERIES DUPLICATED ELSEWHERET
I IP TtB. BPKCIPY UENCT OR OPPICEI
D YE3 ^ S N O

IS. ACCESS RESTRICTIONS D YES H N O
( I P vrn, CITK LAW(S) ft nnouLATION(s)

16. AUDIT REQUIREMENTS

51 NONE D STATE O FEDERAL ° INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED! ( | P YW.S.E>^LAIN

BRIBPLY AND DBBCRIBE ANY HAnDWAHE/SOFTWARE)

a YES Xi No

IS. RECOMMENDED RETENTION

Keep current fiscal year and previous
fiscal year on file. Destroy after 2 years.

9. NAME AND TITLE OF PHEPARER

Teresa L. Beechie

20. TELEPHONE NUMBER

410-333-7589

2 I. DATE

9/2/92

DCS 330-4 (REVISED 2/87)



INSTRUCT IQMS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DOS B B 0 - 1 )

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD

P.O. BOX 27B

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE ° OF

DEFARTMENT/AGENCY

Department' of Transportation

X. DIVISION

State Highway Administration

>. UNIT

Dayton Shop

DEFINITION-RECORD SERIES-* OI*OUP O r W*«-ATSD HUCOBDg NORMALLY FILtO AND UIXD AS A UNIT ron
REFERENCE A* VELA. AS RETENTION AND DISPOSITION PURPOIEB

4. RECORD SERIES TITLE

Maintenance Management Worksheets/Equipment Usage Reports
B. EARLIEST YEAR/LATEST YEAR

1992 TO 1993

6. RECORD SERIES DESCRIPTION (•nlK|r|-r OMCBIK THE TYPEB Or INrORMATlON/DOCUMKNTB/PORMS rOVNB
•IN THE SERIES. , INCLUDE THE PURPOSE ON FUNCTION Or THI SERIES)

This series consists of copies of Maintenance Management forms, documenting man hours
worked, daily accomplishments, etc andEquipment Usage carbon copies documenting
equipment operated daily, hours of operation, and oerator.

¥
7. RECORD SERIES FORMAT(S)

XX LETTER SIZE Q MICROFILM

D LEGAL SIZE O COMFUTER TAPE

O BOUND BOOK D FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

3 NUMERICAL

D CHRONOLOGICAL

0 GEOGRAPHICAL

O OTHER(SPECIFYj

B . VOLUME

Jt> FILE DRAVER(S)

- D MICROFILM REEL(S]

. O COMPUTER TAPE(S)
N W ° I S R D OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION

X^FILE DRAWER(S)

j • MICROFILM REEL(S)

NUMfegH ° COMPUTER TAPE(S)
• D nfrHFH(RPrrirY)

I I .FILE IS USED

D DAILY D WEEKLY 8 MONTHLY

IZ* FILE BECOMES INACTIVE AFTER
-> DMcmHlS, ^YEAR(S)

13. CURRENT LOCATION(S) ( BLDC. ,FLOOR,ROOM)

Dayton Shop Office

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET

t i l* YEB. BPECIFY /.OEKCY OH OFFICE)
D YES « X N O

1 5 . ACCESS RESTRICTIONS D YES ti NO
( i r Y K B , C I T S L A > ( B ) ft R K O U U A T I O N ( B )

1 6 . AUDIT REQUIREMENTS

XXNONE D STATE D FEDERAL D INDEPENDENT

17 . IS AN INDEX SYSTEM USEDT ( | P Y S B . E > ^ L A | N

BRIEFLY AKtJ tJKSCHIBE ANY HAnDVARE/BOPTTIARE )

D YES ]fa NO

IS. RECOMMENDED RETENTION

Keep current fiscal year and previous
fiscal year, then destroy.

o9. NAME AND TITLE OF PREPARER

T. Beechie

20. TELEPHONE NUMBER

410-333-7589

2 I. DATE

9/3/92

DCS 330-4 (REVISED 2/87)



.INSTRUCT I OTIS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

VIET VISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DCS 9 B 0 - I }

DEPARTMENT OF CEHERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 27B

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTUKY

PACE 7 or 9

•

DEFARTMENT/ACENCY

Department of Transportation

2. DIVISION

State Highway Administration

1. UNIT

Dayton Shop
DEFINITION-RECORD SERIES-* o n o u l * O | r «LATKD RKCOFtDD NOrtMALLY FI LSD AND UBKD AB A UNIT rofl

wrewmcK At I B U . A« HKTKNTIOM AWO D ITOBIT IOH yunroaeii •__

4. RECORD SERIES TITLE

Contract Proposals
B. EARLIEST YEAR/LATEST YEAR

TO

9. RECORD SERIES DESCRIPTION (BI"ltIrl-T BBBCHIK THE TYFKB OF" INPORMATION/DOCUMeNTB/PORH8 FOVTMD
•IN THE SERIES. , INCLUDH THE FUHFOBE OH FUNCTION Of TH( BKFMEB)

Proposal books for all contract work identified by contract numbers to be performed
in Howard County and Miscellaneous contract correspondences.

7. RECORD SERIES FORMAT(S)

LETTER SIZE D MICROFILM

LEGAL SIZE O CCMFUTER TAPE

BOVUD BOOK a FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

XB NUMERICAL

D CHRONOLOGICAL

0 GEOGRAPHICAL

P OTHER(SPECIFY)

B . VOLUME

1

XX FILE DRABER(S)

O MICROFILM REEL(S)

O COMPUTER TAPE(S J

D OTHER(BPECIFY)

1 0 . ANNUAL ACCUMULATION

^ F I L E DRABTER(S)

I O MICROFILM REEL(S)

RCTTBWT0 COMPUTER TAPE(SJ
- a nrHFP(«;PFrirY)

I I
FILE IS USED

D DAILY O WEEKLY a MONTHLY

12. FILE BECOMES INACTIVE AFTER

m m m r O HOKTHIS) D YEAR(S)

1 3 . CURRENT LOCATION!S) (BLDG..FLOOR,ROOM)

Dayton Shop Office

14. IS RECORD SERIES DUPLICATED ELSEWHEREt

I'lT YEB, SPECIFY UENCT On OFriCE)

HXYE3 o N O District 7 Office

I S . ACCESS RESTRICTIONS O YES H&IO

( ir YKB, CITK LAB(B) a, RKOULATION! s)

1 6 . AUDIT REQUIREMENTS

BXNONE D STATE O FEDERAL D INDEPENDENT

1 7 . I S A N I N D E X S Y S T E M U S E D ? [ t P Y K B . E > J > L A I N

BRIEFLY AKD DBSCRIBB ANY HAnDRARc/BOPTIIARS ]

a YES £ NO

18. RECOMMENDED RETENTION

Retain until contract has been completed,
then destroy.

o9. NAME AND TITLE OF PREPAREH

Teresa Beechie

20. TELEPHONE NUMBER

410-333-7589

2 I. DATE

9/3/92 ,

DCS S30-4 (REVISED 2/87)



INSTRUCT IQMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS B B0 - I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTUKY

PACE 8 or

*,

DEFARTMENT/ACENCY

Department of Transportation

2. DIVISION

State Highway Administration

I. UNIT

.Day.ton Shop
DEFINITION-RECORD SERIES'* O I t O U F O | r «««-*TKD RECORDS NORMAI-lV FILED AND UHD AS A UNIT FOR

rurawgwcK AB i t u . AB RETENTION AMP D I S P O S I T I O N PUHPOBEB •_

A. RECORD SERIES TITLE

Reports
B. EARLIEST YEAR/LATEST YEAR

1988 TO 1992

B. RECORD SERIES DESCRIPTION lBRlltrl-T BKBCRIMK TKK TYPEB OP" INPORMATION/DOCUMENTS/PORMB POUND
•IN THE SERIES. , INCLUDK THE PURPOSE OR FUNCTION OP THK SERIES)

This series consists of all reports generated by this office, including, but not limited
to: Monthly Reports such as Inmate Labor, Classifications Report, etc.; Annual reports
such as OSHA Reports; Quarterly Reports such as Affirmative Action Reports; and
all Tort Claim reports. Also included are vehicle accident reports showing damage to
state property.

f.
7. RECORD SERIES FORMAT(S)

M LETTER SIZE D MICROFILM

D LEGAL SIZE O COMPUTER TAPE

O BOCHD BOOK D FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

0. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

XK OTHER(SPECIFY)

Monthly reports grouped togethe
Tort Clalmy uugyilmr, etc.

VOLUME

XKFILE DRAWER(S)
• MICROFILM REEL(S)

, , 1 O COMPUTER TAPE(S)
MUM«":R O OTHER{ SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
O MICROFILM REEL(S)

' KuTlSWr D COMPUTER TAPE(S )
D m-MFB(«;pgciFir)

11 . FILE IS USED

SXDAILY Xfi WEEKLY XX MONTHLY

IZ* FILE BECOMES INACTIVE AFTER

2 a MONTH(S) a YEAR(S]

1MB""NUMBER

1 3 . CURRENT LOCATION(S) ( BLDG. ,FLOOR,ROOM)

Dayton Shop Office

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IP YES, BPECIPY AOENCY OB OPPICE)
D YES M. NO

15. ACCESS RESTRICTIONS Q YES M NO

(IF YKB, CITS LAn(f| a RKQULATION(B)

16. AUDIT REQUIREMENTS

S^ONK D STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|p YKB.EXPLAIN

BRIEFLY AND DESCRIBE ANY HAnDBAne/BOPTWARH )

D YES SX NO

I S . RECOMMENDED RETENTION

Keep Current year and previous year in
active file. Destroy after 5 years.

^ ^ 9 . NAME AND TITLE OF PREPARER

Teresa L. Beechie

20. TELEPHONE NUMBER

410-333-7589

2 I. DATE

9/2/92

DCS 3S0-4 (REVISED 2/87)



I ttoTWJCT I OTIS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS BB0 - I J

<t

DEPARTMENT OF GENERAL SERVICES
RECORDS MANACCMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTUKY

PACE _z or

DEPARTMENT/AGENCY

'epartment of Transportation
2. DIVISION

State Highway, Administration
1. UNIT

Dayton Shop

DEFINITION-RECORD SERIES-* awOUI* O r "«LATKD riCCOnDB NORMALLY FILKD AND UtIO AS A UNIT MSR
WKFCHgNCK Al Igq A» MBTKNTION AND PIBrOBITION PUHPOBEB ;_

4. RECORD SERIES TITLE

Employee Leave Request Slips

B. EARLIEST YEAR/LATEST YEAR

IQRfi TO 1Q9?

8 . RECORD SERIES DESCRIPTION lBntKrl'r DMCHIK THJt TYMCB Or INFOmtATlON/DOCUMeNTB/rORMS FOUND
•IH THE SERIES. , INCLUDK THK FUKfOBi: OH FUNCTION or THK l i r l H ]

This series consists of all employee leave request slips.

7. RECORD SERIES FORMAT(S)

HLETTEH SIZE D MICROFILM

D LEGAL SIZE a COMFUTER TAPE

l̂  a BOUID BOOK a FLOPPY D I EK

V D AUDIO TAPE D VIDEO TAPE

a OTHER(SPECIFY}

8. RECORD SERIES SEQUENCE

M ALPHABETICAL

D NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

a OTHER(SPECirrj

9. VOLUME
X5 FILE DRAWER(SJ
a MICROFILM REEL(S)

, 1 D COMPUTER TAPEJSJ
MU**bEft O OTHERIBPECIFYI

10. ANNUAL ACCUMULATION
• FILE DRAVER(S)
• MICROFILM REEL(S)

NbTiBgn a COMPUTER TAPE(S)
• O rrTHrn(«:pgrnrv)

I I . FILE IS USED
XX DAILY O WEEKLY O MONTHLY

12.

d
FILE BECOf^S INACTIVE AFTER

D MONTH(S| B X Y E A R ( S )
^wpun:.

13. CURRENT LOCATION! S) ( BLDG ., FLOOR, ROOM J

Dayton Shop Office

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
l i r YCB, arrcirr /.OKKCY on omcm)
O YES RXNO

I S . ACCESS RESTRICTIONS D YES XR NO
I IF TTKD, CITS LAB( l ) ft nSOULATIONts)

1 8 . AUDIT REQUIREMENTS

^ N O N E O STATE O FEDERAL O INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED! ( | r YKS.EJJ-UAIN
Bf:iKruY AND D t t s c n i n e ANY HAnDBAnc/BorrnAnK)

O YES XX NO

18. RECOMMEI4DED nETENTION

Keep in active file for current year.
Destroy after 5 years.

IB. NAME AND TITLE OF pREPARER

Teresa Beechie

20. TELEPHONE NUMBER

410-333-7589

2 I. DATE

9/3/92

DGS 3S0-4 (REVISED 2/87)


