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Item

Ne.' Description Retention

1. EMPLOYEE WORKING PERSONNEL FILES: This series Keep current employees in
includes alphabetical filing of all employee active file in office and
working personnel files. Employee working personnel | retain former employees
file consist of performance appraisals, annual for total of four years,
efficiency ratings, any accident/injury reports, then destroy.
reprimands, commendations, etc. Also includes
entry tickets, change tickets, cut~off tickets, and
employee leave records.

2. CORRESPONDENCES-GENERAL: This series consists of Keep current and previous
alphabetical filing of all general correspondences, year in active file.
including, but not limited to, all incoming and Retain all correspondences
outgoing correspondences, both initiated and for five years, then destr:

‘ received by this office. File drawers include:
Miscellaneous through Community Services,
Complaints through Interstate Condition Report,
Inventory Management System through Doug Rose
(District Engineer)

3. PERSONNEL, CORRESPONDENCES/DIRECTIVES: This series Keep current and previous
consists of alphabetical filing of personnel year in active file.
correspondences/directives initieate and received Retain all correspondences
by this office. Drawer #1 consists of Personnel- for five years, then
Miscellaneous through Highway Technician, through destroy.

Light Duty. Drawer #2 consists of MCEA through
Substance Abuse, through Ron Weaver (Administrative
Officer).

4. BI-WEEKLY TIME SHEETS: This series consists of Keep current and previous
all signed carbon copies of employee bi-weekly year in active file.
time sheets. Retain timesheets for five

years, then destroy.

5. CREW DAY CARDS: This series consists of daily cards |Retain current fiscal
which document all work crews, locations, hours year and previous fiscal
worked, and daily accomplishments. year, then destroy.

wgs\@%

—

Stete Archiviet




4 PR

DG5S 550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE SCHEDULE
: o . ICONTINUATION SHEET) No. 1540
PAGE
o 2 o'
‘Hom

No. Description Retention

6. | MAINTENANCE MANAGEMENT WORKSHEETS &EQUIPMENT USAGE RPTS.:}Retain current fiscal .year
This series consists of copies of Maintenance Management |and previous fiscal year, then
forms, documenting man hours worked, daily accomplish- destroy.
ments, etc., and Equipment Usage carbon copies
documenting equipment operated daily, hours of operation,
and operator.

7. | CONTRACT PROPOSALS: This series consists of proposal Retain until contract has been
books for all contract work identified by contract completed, then destroy.
numbers to be performed in Howard County and misc.
contract correspondences.

8. 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.

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

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




INSTRYGCTIGMS - - TYPE OR PRINT A
SEFARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULER
(pGs ss0-1)

PDOC

DEFARTMENT OF GLNERAL SERVICES
RECORDS MAMAGEMENT DIVISION
7278 WATERLOO ROAD

BOX 278§
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTOURY

pace 1 or 9

e G—

DEFARTMENT [ AGENCY

“epartment of Transportation

2. DIVISION

State Highway- Administration

3. uNIT
Dayton Shop/Howard County

DEF IN1T 10N - RECORD BERIEB-A GROUPr OFf RELATED RECORDA NORMALLY FILED
REFERENCE AS REZLL AN RETENTION AMD DISFOS

AND URSED AS A UNIT POR

A. RECORD SERIES TITLE ’

Employee Working Personnel Files

ITION PURPOAER

5. EARLIEST YEAR/LATEST YEAR

1988 _vo _1992

8. RECORD SERIES DESCRIPTION (IRIIPLT DESCRIBRR THK TYPKS OF INFQMYION,DOCWTB/POWB FOUND

‘IN THE SERIES. INCLUDR TME PURPOSE OR FUNCTION OF THK REFIES)

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

Employee

Also includes entry tickets,

7. RECORD SERIES FORMAT(S]

XX LETTER SI1ZE O MICROFILM

U LEGAL S1ZE 0O COMFUTER TAPE

0 BouD BOOK 0O FLOPPY DISK
AUDIO TAPE O VIDEO TAPE

O oTHER({ SPECIFY)

XN ALPHAEETICAL
O NUMERICAL

O cHRONOLOGICAL
O GEOGRAPHICAL

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE 2. VOLUME

X riLe pRARER(S)

O MICROFIILM RECL(S)

4 O cOMPUTER TAPE(S)
RUMBER OTHER({SPECIFY)

10. ANNUAL ACCUMULAT ION

O FILE DRAWER(S)
N/A O MICROFILM REEL(S)

KUNBPH DO COMPUTER TAPE(S)

1. riLe 15 useD

X paiLy O WEEKLY

O MONTHLY

12. FILE BECOMES INACTIVE AFTER

O MoNTH O vyear(s) N/A
(s} (s)

Dayton Shop Office

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

f4. 15 RECORD SERIES DUPLICATED ELSEWHERE?

{1w ves, sreciry raoency or orrice)
D vyEs X{no

1S. ACCESS RESTRICTIONS

In-House Restrictions

X yES
{1r vz, ciTe LAW|S) & nrrauLaTION(S)

g No

1¢. AUDIT REQUIREMENTS

X nowE O STATE O rEDERAL O INDEPENDENT

0 vyes X¥ NO

17. 1S AN INDEX SYSTEM USED? ()¢ veB.m)PFLAIN
BRIEFLY AND DESCRIRE ANY HARDBARE/SOFTWARK )

18. RECOMMENDED RETENTJON

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

2. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Teresa L. Beechie
Office Secretary 410-333-7589 8/31/92

DGS 330-4 (REVISED 2/87)

<
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O oTHFR(SPECIEY)Y !




kY
IPNSTRYCTIONS - - TYPE OR PRINT A
SEFARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES,

{pGs 8BO-1)

FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLCO ROAD
P.O., BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTURY

pace 2 or 9

m——

DEFARTMENT /AGENCY

Department of Transportation

2. bivision

State Highway Administration

3. wIT

Dayton Shop

DEF IN1T 10N - RECORD SER'ES-A GROUP OF RELATED RECORDA NOMMALLY ¥ILRD

REFERENCEK AS WELL AS RETENTION AND DISPFrOB

AND USED AS A UNIT Fonr
ILTION PURFOSESR

4. RECORD SERIES TITLE

Correspondence — General

5. EARLIEST YEAR/LATEST YEAR
1988 vo _1992

‘In THE SERIES,

this office.
Four complete file drawers:

. Safety through Work Schedule

6. RECORD SERIJES DESCRIPTION ‘BRIIFLY DESCRIRE THX TYPKRS OF INFOMTION,DOCWTBIPOR"B FOUND

INCLUDR THE PURPFOBE OR FUNCTION OF THX saries)

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

1. Miscellaneous through Community Services

2. Complaints through Interstate Condition Report

3. Inventory Management System through Doug Rose (District Engineer)
4

i
7. RECORD SERIES FORMAT(S) 8. RECORD SBERIES SEEQUENCE 9. VOLUME
X LETTER S1ZE D MICROF ILM B ALPHABETICAL M riLe onavenr(s)
. O MICROFILM REEL(S)
O LEGAL SI1ZE 0O COMFUTER TAPE O NWERICAL 4 O cOMPUTER TAPE(S)
) RUNBER p OTHER(SPECIFY)
0 pourip BOOK O FLOPPY DISK O CHRONOLOGICAL, . :
t
n +
AUDIO TAPE VIDEO TAPE 0 GEOGRAPHICAL 10. AMNUAL ACCUMULAT 1OH _
O oTHER(|SPECIFY) O OTHER{EPECIFY) O FILE DRAWER(|S]) !
. O MICROFILM REEL{S)
ROUEPR O COMPUTER TAPE(S)
O orveER(SPECIEY)
- rite 1s usep 12. FILE BECOMES INACTIVE AFTER . !
X paiLy 0 WEEKLY D MONTHLY 2 O MONTH(S) XX yEAR(S) ;

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

Dayton Shop Office

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{ir yes, sPeciFY raexcry on orrice)
a vyes XX wno

1S. ACCESS RESTRICTIONS 0 yes XKno

(1" yes, crte LAwW{Ss) & nRrauLATION(S)

16. AUDIT REQUIREMENTS

X NomE O STATE O FEDERAL D INDEPENDENT

17. 1S AN INDEX SYSTEM USED?! (i1r vyeB.E)PLAIN

BRIEFLY AND DESCRIBE® ANY MARDBARE/SOFTNARK)

Oyes 4 no

RECOMMENDED RETENTION

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

2. NAME AND TITLE OF PREPARER 20.

Teresa Beechie 410-333-7589

TELEPHONE NUMBER

21. DATE

9/2/92

DGS $30-4 (REVISED 2/87)




INSTRYSTIONS - -TYPE OR PRINT A
SEFARATE FOIM FOR EACH NEW OR
"REVISED RECORD GSERIES. FORKARD

WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT PIVISION
7278 WATERLOO ROAD
P.O. BOX 278

AGENCY RECORDS INVENTURY

{DGS B30-1) JESSUP,

MARYLAND 20794

pace 3 _or 9

L Y

. DEFARTMENT /AGENCY 2. bivision

Department of Transportation

State Highway Administration

3. wmIT
Dayton Shop

DEF 1841 T 1 Ot - RECORD 5ER|ES°A GROUP OF nNXLATRD RIQOI'!DB NOMMALLY FiLED
REFERENCK AS WHLL AS RETENTION AND DISFrOn

AND UBED AS A UNIT POR |

4. RECORD SERIES TITLE . )
Personnel Correspondences/Directives

LTIOH PURFOACR

B. EARLIEST YEAR/LATEST YEAR
1988 o 1992 - -

‘N THE SBERIES.

initiated and received by this office.

Officer ).

8. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THX TYPKS OF INPOMTION/DOCWTBI'OWB PFOUND

JNCLUDK THE PFPURPFOSE ON FUMCTION OF THK sEriES )

This series consists of alphabetical filing of personnel correspondences/directives,

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

7. RECORD SERIES FORMAT({S)

BOWUXD BOOK U FLOPPY DISK

AUDIO TAPE O VIDEO TAFPE

o o o g =

OTHER{ SPECIFY)

O CHRONOLOGICAL,
0 ceocHAPHICAL

O ONHER({SPECIFY)

8. RECORD SERIES SEQUENCE 9. VOLUME
LETTER S1ZE U MICROFILM X ALPnasET1CAL XX FILE DRAYER(S)

O MICROFILM REEL(S)
LEGAL S1ZE U COMFUTER TAPE O NUERICAL 2

O COMPUTER TAPE|S)
RUWBER 3 orpmp|sPECIFY)

10. ANNUAL ACCUMULATION

X1 FiILE DRAWER(S)

KOWEPIT O COMPUTER TAPE(S)

!
l
] D MICROFILM REEL{S) ‘
i

(tr vyro, ctvx tan{s) & neauLaTiONSB)

O OTHER{SPECIEY}
"'e rite 1S useD 12. FiLE BECOMES INACTIVE AFTER !

¥ paiLy O wEEKLY o Y 2 O MoTH(S O YEAR(S

. MONTHL. ROTEYT (s] (s]
13. CURRENT LOCATION{S] (BLDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPLICATED ELSEWHERE!
{1r yzn, sreciry roency on orrice) .
Dayton Shop Office o yes XX no

1S. ACCESS RESTRICTIONS avyes X rno 1s.

AUDIT REGQUIREMENTS o

BXNONE U STATE O rEDERAL 0O [HDEPENDENT

17. IS AN INDEX SYSTEM USED?! (1r yeo.E>PLAIN

BRIEFLY AKD DERSCRIBE ANY MANDIA"E/BOFTIAR!)

0 YES fX NO

18. RECOMMENDED RETENT ION

Keep current and previous year in active file%
Retain for 5 years, then destroy. [

'9. NAME AND TITLE OF PREPARER 20.

Teresa Beechie

TELEPHONE NUMBER

410-333-7589

21. DATE

9/3/92

DGS 330-4 (REVISED 2/87)




STRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES., FORWARD

WITH RECORDS RETENTION SCHEDULE
(pGs sB0-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTURY

7278 WATERLOO ROAD
P.O. BOX 273
JESSUP, MARYLAND 20794

1

b o 9

PAGE

. DEFARTMENT /AGENCY

Department of Transportation

2. plvision

State Highway Administration

3. NIT

Dayton Shop

DEF INIT 1ON - RECORD SERIES-A OROUP OF RXLATED RECORDE NOMMALLY FILRD

4. RECORD SERIES TITLE )

Bi-Weekly Time Sheets

REFERENCE AS WELL AS RETENTION AND DISroOs

AND UEED AS A UNIT FOR
LTICH FURPOAESR

5. EARLIEST YEAR/LATEST YEAR

1988 10 _1992

8. RECORD SERIES DESCRIPTION (IRIIFLT DESCRIBE THE TYPES OF INFOMTIONIDOCWTBIFOWU FOUND

‘IN THE SERIES. INCLUDR THE PURPOSE OR FUNCTION OF THK SEFRIES)

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

7. RECORD SERIES FORMAT{S]
O LETTER S12ZE O MICROFILM
XX LEGAL S1zE O COMFUTER TAPE
.

0 OTHER(SPECIFY)

BOUND BOOK O FLOPPY DISK

AUDIO TAPE 0O VIDEO TAPE

8. RECORD BERIES SEQUENCE
XX atPHABETICAL
0 NumERICAL

O cHRONOLOGICAL

9. VOLUME

XX FiLE DRAWER(S)
0O MICROFILM REEL(S) .
1 0 COMPUTER TAPE(S) '

RUWBER § orpeR(sPECIFY)

O GEOGRAPHICAL

O OTHER(SPECIFY)

10, ANNUAL ACCUMULAT ION

XXFiLE DRAWER(S)
1 O MICROF LM REEL(S)

' riLE 1S USED

O palLy

oy

12.
D MONTHLY

FILE BECOMES INACTIVE AFTER
O MoNTH( S)

|
]
RUTEPRE O COMPUTER TAPE(S) l
i

X yearis)

Dayton Shop Office

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

X vyes 0O no

12, IS R.ECORD EERIES DUPLICATED ELSEWHERE?
f1r vyeB, srrciry raency on orrice)

DOT Payroll

15. ACCESS RESTRICTIONS

O vyES
{1r vyes, ciTe LAW(S) & RrRAULATIONSB)

Bno 16.

AUDIT REQUIREMENTS !

ALnoE O STATE O rEDERAL O INDEPENDENT '

o0 yes X wno

17. IS AN INDEX SYSTEM USED? (i1r ves.m)PLAIN
BRIEFLY AKD DRSCRIRE ANY HANDRARE/BOFTYRARE)

after 5 years.

RECOMMENDED RETENT ION

Keep 2 years in active file.

Destroy !

2. NAME AND TITLE OF PREPARER

Teresa Beechie

20. TELEPHONE NUMEER

410-333-7589

21. DATE

9/2/92

DGS 830-4 (REVISED 2/87)




IHSTRUCT ICQLIS--TYPE OR PRINT A
SCPARATE FORM FOR EACH NEW OR
RNEVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

P.O.
(PGS 850-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WAIERLOO ROAD

BOX 278
JESSUP, MARYLAND 20794

V4
AGENCY RECORDS INVENTURY

PAGE D or 9

qI.. DEFARTMENT / AGENCY 2. DIVISION
Department of Transportation

State Highway Administration

3. UNIT !
Dayton Shop

DEF INITION -FECORD SERIES-® ONOVP OF ARLATED RECORDS NORMALLY FILED AND USED AS
REFERENCR AS WELL AS RETENTION AND DISPFOBITION FPURFPODES

A UNIT Fror

A. RECORD SERIES TITLE '
Crew Day Cards

5. EARLIEST YEAR/LATEST YEAR
1991 To _1992

‘IN 'THE SERIES.

8. RECORD SERIES DESCRIPT ION '-RIIFLY DESCRIBRE THE TYPES OF INFOMTION[DOCWTBIFOWB FOUND

INCLUDE THE PURPOBE OR FUNCTION OF THEK SEPFIES)

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

7. RECORD SERIES FORMAT(S) 8.
O LETTER S1ZE D MICROFILM
O LEGAL S1ZE D COMFUTER TAPE
0 pouein POOK O FLOPPY DISK
AUDIO TAPE 0D VIDEO TAPE
? oTHER({SPECIFY)
6x8.5 card

RECORD BERIES SEQUENCE 9.
O ALPHAEETICAL
O NUMERISCAL
XK crronoLoOGI CAL
O GEOCRAPHICAL

O OTHER(SPECIFY)

VOLUME

FILE DRAYER(S)
) O MICROFILM FEEL(S)
O COMPUTER TAPE(S)
RGTBER § oryep(sPECIFY) !

10, ANNUAL ACCUMULAT ION

A FILE DRAYER(S)
1 O MICROFILM REEL(S)

KUHBER O COMPUTER TAFPE(S]

O oyHER{SPECIFY)

(1" ven, c17x LAw(S) & rREGULATION(S)

FILE 1S USED '2. FILE BECOMES INACTIVE AFTER l
dXpaiLy 0 wEEKL o o '

Y O MONTHLY MONTH( S YEAR(S)

30012 0:04; 8
13. CURRENT LOCATION(S] (BLDG.,FLOOR,ROOM) f4. 15 RECORD SERIES DUPLICATED ELSEWHERE?

{ir yes, sreCiFry roency on orrice)
Dayton Shop Office 0 yes B no l
1
13. ACCESS RESTRICTIONS ovyes Xno 16. AUDIT REQUIREMENTS 1

W NoNE D STATE U FEDERAL U INDEPENDENT !

17. 1S AN INDEX SYSTEM USED?! [(iy yms.mO)PLAIN

BRIEFLY AND DRSCRIBE ANY HARDWARE/BOFTWARE )

0 yes X& NO

18, RECOMMENDED RETENTION

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

9. NAME AND TITLE OF PREPARER 20,

Teresa L. Beechie

TELEPHONE NUMEER
410-333-7589

21. DATE

9/2/92

DGS 330-4 {REVISED 2/87)




INSTRYGTIGNS - - TYPE OR PRINT A
SEFARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

P.O.

AGENCY RECORDS INVENTURY

{DGS 3B0-1)

BOX 278
JESSUP, MARYLAND 20794

pace _6 or 9

———

., DEFARTMENT /AGENCY 2. blvision

Department of Transportation

State Highway ‘Administration

. NIT

Dayton Shop

DEF IN1T 10N - RECORD SERIES'A GROUP OF RILATED RECORDHN NOMMALLY FILED
ARFERENCE AS WELL AS RETENTION AND DISFROS

AND USED AS A UNIT FOR |

4. RECORD SERIES TITLE '

Maintenance Management Worksheets/Equipment Usage Reports

1TI1ON _Punroscs

B. EARLIEST YEAR/LATEST YEAR
1992 To 1993

‘1IN THE SERIES.

8. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBRK THE TYPKS OF INFOMTION/DOCMNTBIPOWB FOUND

. INCLUDK THE PURPOSE OR FUNCTION OF THK sErtes|

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) 8.

XX LETTER S1ZE O MICROFILM

O LEGAL S1ZE O COMFUTER TAPE
e

, [N
8] OT}-ER(SPECIFY)

BOWND BOOK O FLOPPY DISK

AUDIO TAPE O VIDEO TAFPE

RECORD SERIES SEQUENCE
O ALPHABETICAL

6 nwERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY}

9. VOLUME

X FILE DRA®ER(S)

1 O MICROFIIM REEL(S)

U COMPUTER TAFE(S)
RUMBER 0 oypen(sPeciFY)

10. ANNUAL ACCUMULAT ION

¥riLe DRAVER(S) i
O MICROFILM REEL(S) l

KOWEPR U COMPUTER TAPE(S]

. riLe 1s usep

O pAlLY O WEEKLY b monmHLY

O ommep(spectey) !
FILE BECOMES INACTIVE AFTER |

& O MONTH(S) X YEAR(S) ,

12.

13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM]
Dayton Shop Office

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

tir yes, orEciFY raency or orrice) ;
O vyes BXno {

1S. ACCESS RESTRICTIONS 0vyes ¥ wno

(1" yes, crvx rawls) & nraurarion(s)

i
16, AUDIT REQUIREMENTS !

XXNoNE D STATE D FEDERAL U INDEPENDENT :

17. IS AN INDEX SYSTEM USED? (tr yus.E>PLAIN
BRIEFLY ARD DEBECRIBE A.NY m"D.AR&IQOFT“ARK)

£ nNo

0 YEB

18. RECOMMENDED RETENT ION

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

9. NAME AND TITLE OF PREPARER 20.

T. Beechie

TELEPHONE NUMEBER

410-333-7589

21. DATE

9/3/92

DGS 330-4 (REVISED 2/87) ‘




IUSTRUCTIONS - -TYPE OR PRINT A
SEFARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORFWARD
WITH RECORDS RETENTJON SCHEDULE
{DGS sB0-1)

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

AGENCY RECORDS INVENTORY

Pace _7_or _9

"I',:mrnnnnunvAcéch

Department of Transportation

2. pivision

State Highway ‘Administration

3. WNIT
Dayton Shop

DEFINITION - RECORD SERIES-A OROUP OF RELATED n!ﬂﬂbb NONMMALLY FILED

ARFERENCE AS WHLL AS RETENTION AND DIBPOS

4. RECORD SERIES TITLE
Contract Proposals

AND UEBED AS A UNIT FOR
LIION PURPOSESR

B. EARLIEST YEAR/LATEST YEAR
To

8. RECORD SERIES DESCRIPTION (IRlIFLY DESCRIBR THX TYPES OF INFOR“ATION/DOCUH!LNTB,POW! FOUND

‘IN THE SERIES.

JNCLUDKR THE PFURPOBE OR PUNCTION OF THK BEFIESE)

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)

X LETTER S17E O MICROFILM

0O LEcAL SI1ZE 0 COMFUTER TAPE.
0 pourid BOOK O FLOPPY DISK

.3 AUDIO TAPE O VIDEO TAPE

O oTHER(SPECIFY)

8. RECORD SERIES BEQUENCE
O ALPHABETICAL
X8 nuvenRtcaL
O cHRONOLOGICAL,
O GEOGRAPHICAL

O OTHER(SPECIFY]

9. VOLUWME

XXFiLE DRAWER(S)

O MICROFILM REEL(S)

1 U COMPUTER TAFE(S)
HUMBER b orHER(EPECIFY)

10. ANNUAL ACCUMULAT ION

¥ riLe prawER(S)

1 D MICROFILM REEL(S)
KRURERT O COMPUTER TAPE(S)

"'. riLe 1s useED

O paiLy O wEEKLY

f12.

¥ mormHLY e

O YEAR(S)

D oyHER{SPECIFY) |
FILE BECOMES INACTIVE AFTER
O MoNTH(S)

|

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

Dayton Shop Office

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?

(7 YES, BPECIFY 20ENCY OR OFrice)
¥XvyEs D NO

District 7 Office

15. ACCESS RESTRICTIONS 0 yes BiXio 16. AUDIT REQUIREMENTS
(1r yes, ciTe LAn(s) & nrautaTion(s)
XXnyonE D STATE D FEDERAL O INDEPENDENT
17. 1S AN INDEX SYSTEM USED? (1r vms.mxrLAIN 18

BRIRFLY AKD DESCRIBE ANY HANDRARE/BOPFTWARE)

a vyes g No

RECOMMENDED RETENT ION

Retain until contract has been completed,
then destroy.

9. NAME AND TITLE OF PREPARER

Teresa Beechie

20. TELEPHONE NUMBER

410-333-7589

21. DATE

9/3/92:

DGS 3%50-4 [REVISED 2/87)




1

INSTRUCTIONS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES, FORWARD

A TMENT 2 RAL SERVICES .
e o o 1C AGENCY RECORDS INVENTURY

7278 WATERLOO ROAD

wITH RECORDS RETENTION SCHEDULE P.O. BOX 278
or
{DGS 880-1) JESSUP, MARYLAND 20704 PAcE Q. —
.*I'.EEFARDGDH7AG€NCY 2. DIVISION 3. wuT
Department of Transportation State Highway ‘Administration Dayton Shop

DEF IN1T 1 ON - RECORD SER!ES-‘ GROUPr OF RXLATED RECORDS NOPMALLY FILED

AND UERED AS A UNIT FORN
REFERENCE AS WELL AS RETENTION AND DISPFOS

1TI1OM PURFORER
4. RECORD SERIES TITLE ) . : 5. EARLIEST YEAR/LATEST YEAR
Reports : Alggs 10 _1992

c NTS /FORMS PFOUND
8. RECORD SERIES DESCRIFPTION ‘BRlIFLT DESCRIBK THE TYPKS OF JNFORMATION/DOCUMENT /

‘1IN THE SERIES. JHNCLUDR THE PURPOBE OR FUNCTION OF THK BEFRIES)

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.
H
7. RECORD SERIES FORMAT(S} 8. RECORD SERIES SEQUENCE 9. VOLUME
XX LETTER S12E O MICROFILM O ALPHABETICAL XKFiLe pRARER(S)
. O MICROFILM REEL(S)
O LEGAL S12E O COMFUTER TAFE 0 NUMERICAL . -

1 O coMmPUTER TAPE(S) !
NUMDB

E s
O BounD BOOK O FLOPPY DISK " D OTHER(SPECIFY)

O CHRONOLOGICAL,
AUDIO TAPE 0O VIDEO TAPE

O GEOGRAPHICAL

10. ANNUAL ACCUMULAT JION
O OTHER(SPECIFY)

XX oTHER(SPECIFY) O FILE DRAWER(S) |
O MICROFILM REEL{S)
Monthly reports grouped togethei,
KUNBER 0 COMPUTER TAPE(S
Tort Clmtms-topetier, etc. . . {s}
' : OTHER(SPECIFY)
- FiLE 1S USED ‘ : 12.

FILE BECOMES INACTIVE AFTER !
#XpaiLy XX wesLy XX morrmHLyY NUEB!H' O MoNTH(S) O vEAR(S]

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

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

’ {1 yes, sreciry roency on orrice) :
Dayton Shop Office . 0 ves X no € . :

15. ACCESS RESTRICTIONS ° ovyes Xno

16. AUDIT REQUIREMENTS A : o
(1" vz, cive LAwls)} & rrauLaTION(S)

&XNONE O STATE DU FrEDERAL O INDEPENDENT {

17. 1S AN INDEX SYSTEM D ' JE>: : :
SY USEDT [1r vyxs.exrLain 18. RECOMMENDED RETENT ION
BRIIEFLY AKRD DKBCRlBg A_NY HA"DIA"ZI BOFTHARE , .
g vyes &X no Keep Current year and previous year in
active file. Destroy after 5 years.

9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

Teresa L. Beechie

410-333-7589 9/2/92

DGS 330-4 {REVISED 2/87)




ISTHYCTIOMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
"REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
{pes s80-1)

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

AGENCY RECORDS INVENTORY

pace 9 or 9

———

. DEFARTMENT /AGENCY
epartment of Transportation

2. Dlvision

State Highway Administration

3. INIT
Dayton Shop

DEF IN1T 10N -RECORD SERIES-A GROUPF OF NELATED RECORDS NOMMALLY FILED
RAEFERENCK AS RELL AS NERTENTION AND DIBSPFroOs

AND USED AS A UNIT FrOR

4, RECORD SERIES TITLE
Employee Leave Request Slips

LTIOH PURFOBER :

B. EARLIEST YEAR/LATEST YEAR
1988 TO _1992

8. RECORD SERIES DESCRIPTION 'HRIIPLY DESCRIBRR THX TYPKEB OF INPOMTIONIDOCWTIlFOR‘IS FoOuUND

‘Ix THE SERIES. IHCLUDR THR PURFOBE OR FUNCTION OF THK BHEFIES)

This series consists of all employee leave request slips.

7. RECORD SERIES FORMAT(S)
B{LETTER S512ZE U MICROFILM

O LEGAL SI1ZE O COMFUTER TAPE
O powridb POOK O FLOPPY DISK
O Auplo TAPE O VIDEO TAPE

U OTHER(SPECIFY)

8. RECORD SERIES GEQUENCE 9. VOLUME

X ALPHARET I CAL
O HNUERICAL

O cHronoLOGICAL
O ceEocRAPHICAL

0 OTHER(SPECIFY)

Y8 FILE DRAVER{S])
O MICROFILM REEL(S])
1 O COMPUTER TAPE(S)

RUWBER q OTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

O FILE DRAYER(S)
D MICROF ILM REEL(S)

KGUEERR O COMPUTER TAPE(S)

"1 riLe 18 USED

X paiLy O WEEKLY

O MONTHLY

12. FiLE BECOMES INACTIVE AFTER

% O MOtTH(S) WXyEAR(S)

O orHER{SPECIFEY])

Dayton Shop Office

13. CURRENT LOCATION{S]} {BLDG.,FLOOR,ROCM)

14. 15 RECORD BERIES DUPLICATED ELSEWHERE!

{ir yeB, sreciry roexcy on orrice)
0 yEs RiNo

15. ACCESS RESTRICTIONS

0 vyes XR No
{tr yes, ciTx LAB(S) & nEautaTion(s)

16, AUDIT REQUIREMENTS

XXNONE O STATE D reDERAL U INDEPENDENT

g yes XX nNo

17. 1S AN INDEX SYSTEM USED? (i1r yus.m>PLAIN
BRIEFLY AND DRSCRIBE ANY HA“D‘A“EISO'THARK’

18, RECOMMENDED RETENT JON

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

t92. NAME AND TITLE OF PREPAIER

Teresa Beechie

20. TELEPHONE NUMEBER 21. DATE

410-333-7589

9/3/92

DGS 330-4 (REVISED 2/87)




