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Daicription

INVOICES: This series includes an alphabetical
filing of all invoices processed through this office.

TMS FORMS; This series consists of all TMS forms
(exempt purchase orders, Commodities, and withdraws)
filed in numerical order.

SNOW STORMS: This series of reports are filed by the
winter season (for example, winter of 90-91, winter
of 92-93)

1126 FORMS: This series incluldcs the police and cost
reports of all repairs made by our maintenance forces
upon receiving a police report indicating the damaged
caused by an accident. These reports are filed
chronologically by the accident date.

MATERIAL SAFETY DATA SHEETS: This series is two-bound
books containing the material safety data sheets for
all items used by our shop.

I<V p u p N

Retention

Files kept in active file
for one year. Maintained
for a period of three
years, then destroy.

Keep active for one year.
Maintain for a period of
three years, then destroy.

File active for the winter
season. Keep current
season plus the last two
winters, then destroy.

Active for one year.
Maintain these records
for three (3) years,
then destroy.

This file is never inactive
As long as the items are
being used by anyone in th<
shop, all sheets have to
be maintained. Tf a produc
is no longer needed or
ceases being used, then thi
sheet for the product can
be destroyed.

H»Jul» Appiuvad by D«pu«lrti«n«,

Agoicy, or Dlvlilon R*p

/ f
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No.

6.

7.

8.

•

9.

10.

11

Description

INTERSTATE ROUTE FTI.ES; This scries incliulos an
alphabetical filing of correspondence, incoming anil
outgo ing, for specific routes in Washington County

MONTHLY TRUCK REPORTS AND EQUIPMENT US ACE REPORTS:
Monthly Truck Reports—show monthly available and
charged hours!for dump truck usage. Equipment Usage
Report indicates vehicle ending odometer readings for
mileage reporting.

CORRESPONDENCE - GENERAL:
a 1phabet ica1
but not 1imi ted
correspondence,
office.

This series consists of
filing of all general correspondences,

to, all. incoming and outgoing
both initiated and received by this

PERMITS : Tli i s
and Cominerc i n I

is a series of Residential, Utility,
Permits and-forms.

PROPOSAL BOOKS AND CONSTRUCTION CONTRACTS: This is
a series of Proposal Hooks and Contracts for work to
be performed in Washington County, and contract
correspondence.

CTTTZEN C0MP1.ATNTS: This is a series of citizen
complaints on Maryland routes of: hazardous road
conditions, signal, malfunctions, signing problems
and damaged signs, dead animal carasses and property
damage.

Retain current and previon
year in active file.
Retain for seven years,
then destroy.

Current and previous year
in active file, retain for
seven years and destroy.

Keep current and previous
year in active file,
retain for seven years and
destroy.

Current and previous year
i n act i ve file, reta i n
for ten years, then destro

Retain one year after
completion date, then
«les troy.

Current and previous year
in active file, retain for
7 years.

gt^jtc./irf?fi
Data S l u l . A r . l . K I . I



!HSTKV)CTir.fl?_- -TYPE OR PlilNT A

tiliHAHATiC KOMI FOR EACH NEW OR

R^B^ED RECO[m SERIES. FORWARD

w^Jr RECORDS RETENTION SCHEDULE

| on:; nso - i )

I . DEPAliTMENT/AGENCY

llept. of Transport;! 1; i on

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMErJT DIVISION

72 7 8 WATERLOO ROAD

P.O. l>ok 2 73

JESS! IP, MAUYI-AND 2 0794

2 . DIVISION

State Highway Administration

AGENCY RECORDS INVENTORY

PAGE 1 OF 11

J . I M I T

llaf>ersl:own Maintenance Complex

DEFINITIOJ-RECORn SERIES-* a n o u r o r H K L A T i : D MfcoiuJD HOIIIMLLV r'll.eci AND usco Aa A uri IT ron

"?!!Y:!?!rNt:5_£5_*F:h:Li_.A.?_F!-'T?:r!T!9?!. AMR. R! ° f2 : ! IT 19.ti runroata :

4. UKcnuo :;i:ii 11;:5 T I T L E

^Invoices

EARLIEST YI.AR/LATENT YEAR

1990 TO 1993

6. RECORD SERIES DESCRIPTION j B H ' K r ' l - Y D K B C R i H E • T H E TYrcn op- i I I I -OHMAT I ON /oocmmriTu / roRito roiiMa
•IN THE SERIES. IHCI.IIDH Tilt: Mim-OHC OH riJNCTION Or THK DCrlESj

This series includes an alphabetical filing of all invoices process through this office.

7. RECONII SERIES FOHMAT(S)

Jĵ ^pTTEH iil7E ri MICIWFIUI

fl l.tr.AI. t i |2E H COMR.JTER TAPE

n ijotrni I.XXDIC n F L O P P Y D I S K

II AIIOIO TAI^ II VIDEO TA>»ti:

II OTIIfl-:( SJI-'EC I fY )

a. mrconn S E H I E U SECJIIENCE

* ALPIIAFKTICAL

n NUMERICAL

Cl CHRONOLOGICAL

n GEOGRAPHICAL

n oTi IER| ai'i::r. i FY )

I- I I. i; i : i i ILI li i)

•^ I)A I I.Y II VVEEKLY n Morrnn.Y

I I . CUUREMT l.OCATION|S) ( BLDG . , FLOOR . ROOM )

current file—Supply Officer's Office

old files—up stairs file room

I S . ACCESS RESTRICTIONS • YES O NO

I if Yen, ciTir I.AW| u ) & nitaiiUATlON{ s)

17. IS AN INnEX SYSTEJI USED7 | i r YEO,u:n.AlN

in: I ti- I.Y ANH riEiiciiinc ANY tiArtnn Ane/ oorTWAni; )

n YES n no

to. riAt.ir; Ann T I T L E °I' P R E P A M C H

Linda M. TIIOIM.-IS, Supply OfFicior

l\T

B. VOLUME

K r|LE DRAWER)S|

H MICFiOFILM H(tEL|S)

3 „ n couptrTER TAPEISI
NiiiuTcn ...

II OTHER! SI-EC I FY )

1 0 . AMHIIAI. AC.l-.l IMIII.AT ION

n FILE PDAWEIII s )

N/A " " l < ; f * Q | r l l - l l HL.EI.|S)
FrnwiitfW " cuMi-trruH TAPE(LJ |

!! r>'i i iEu( aiitf: i K:V )..
i z . l-"ll.li UliCOMIitJ I t l A C T | Vt: A I ' lu 'K

" Y E A R ) S |

14. IS RECORD SERIES DUPLICATED ELSEWHERE!

I if veu, Oftcirv AOCMCY OI« orrice)

C1 YES O no

16. AUDIT REQUIREMENTS

— -n-noNE n STATE n FEDERAL n INDEPENDENT

U. RECOLIMEMnED RETErfT I ON

Maintain these records for a period of

three (3) years, then destroy.

2 0 . TELEM-lOfJi-: NiiMia.lll

(301) 70l-/i7«)O

2 I . HATE

01/OH/93

n<;:; a so -A ( I V E V I r;i"n 2 / 1 1 7 )



I HiSI!iL!£IJ£tJS.-"TYPE OR PRINT A

j SEPARATE FOM.I FOR EACH NEW OR

I^MTVISED RECORD S E R I E S . FORWARD

j^P~rn RECORDS RETENTION SCHEDULE

i (DGS s B o -1 )

; I . DEFAKTMENT/AGENCY

i Dept. of Transportation

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

72 7 8 WATERLOO ROAD

P.O. LtOX 2 7 3

JESSUP, MARYLAND 2 0794

AGENCY RECORDS INVENTORY

2. DIVISION

State Highway Administration

PACE OF -11

3 . 11WIT

Ilagerstown Maintenance Complex

D E F I N I T I O N - R E C O R D S E R I E S - " * O n O U r O r H«"-ATKQ RfCOHDB NOIIMALLY M U E D AND USED AB A UNIT rON

HgrEBENCg An 5El_U_AO_nETENT I O N A N D D I QI"O U | f | Ofj rWRTQata ;

4. RECORD SERIES TITLE

IMS Forms

B . EARLIEST YEAR/LATEST YEAR

1990 TO 1993

6. RECORD SERIES DESCRIPT ION ( " " ' t C r U Y DEECHInC THE TYPED Or I Ml OKMAT I ON/DOCUWCrlTb/rORMO rOCIMD
•IN THE S E R I E S . INCLIIDB THE rURKOBE OH FUNCT I ON Or THE OEFTIEE

This series consists of all IMS forms (exempt purchase orders, Commodities, and withdraws)
filed in numerical order.

7 .

•

RECORD SERIES FORMAT(S)

LETTER S12E n MICROFILM

LEGAL l i I Z E n col.lFirrER TAPE

1JG(CJD IJOOK H FLOPPY D I S K

AUDIO T A I t H VIDEO TAPE

OTI IEI:.'( iJWEC I KY )

I I
H" I l.li I ti llSEtl

iX I)A I I.Y H WEEKLY

B. RECORD SERIES SEQUENCE

n ALPHABETICAL

K NUMERICAL

n CMRONOLOCilCAL

n CEOGRAI1 I ICAl .

n OTHER I SI-L:C IFY )

n i.JorrniLY

1 3 . CURRENT L O C A T I O N ( S ) ( BLDG . , FLOOR , ROOM )

I S . ACCESS RESTRICT IONS • YES O NO

( i f vet; t C I T E I . A H U ) & RBOUUAT ION ( s )

17. I S AN INDEX SYSTEM USED 7 ( | r v c u . u n . A I M

l l l : l t l« l .Y AND [ iLLCI l lU i ; ANY MA nD» A HI! / UOrT W ANIE )

fi YUii n M O

I I I . NAME AND T I T L E O F PREPAIvER

l.inda M. Tliomus, SuppLy Off ic ier
iV-

Dt;u j s i i . j | n ; v i F;L"D 2 / n 7 }

e. VOLUME

& FILE DRAWERf s I
Cl MICROFILM REEL(S)

3 n coMptrrER TAPEISI
Niniiiefi ...

N OH(tfi| SPEC I FY)

10. ANNUAL ACCUMULATION

U K I L E DRAWER)S)

. H MICROFILM R L E L ( S )

RTHUulfTS" " COIII^UTEH T A P E ( S |

.: H O i l ILIti( SHECI EY. )

1 2 • F I I .K LIUCOMliS INACT IVE A I I U K

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

l i r vca, or-ccirY /.OENCY OH o f f i c e )
O YE3 D No

{al 1 of these forms are entered
16. AUD.Y REQUIREMENTS l n t ° C O m P U t e r ) .

— —D-MONE n STATE H FEDERAL n INDEPENDErrr

I B . RECOr.U.lENDED RETEffr I ON

Maintain for a period of three (3)
years, then destroy.

2 0 . TELEPHONE NUMI.ajn

(301) 791-4790

2 I . DATE

01/OH/93



INSTRUCT I r.TlS_- -TYPE OR PHI NT A

j SEPARATE FOM.I FOR EACH NEW OR

! REVISED RECORD SERIES. FORWARD

i ^ l T W RECORDS RETENT 1 ON SCHEDULE

^fDGlS 3 B 0 - t )

; I . DEFAI<TMENT/AGENCV

i Dept. of Transportation

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. l«X 273

JESSUP, MARYLAND 2 0794

Z. DIVISION

State Highway Administration

AGENCY RECORDS INVENTORY

PAGE OF 11

S. IIMIT

llagerstown Maintenance Complex

DEFINITICN-RECORD SERIES- A o n o u r °r R«f«-ATIID RtcouDD N O I I H A L U Y M U D AMD USED AB A UNIT row

WCrERCNCE AH 5Cy^AO_neTCNT I Or<_ AND_ D 1 B^OU ( T | OH rUfirQat.a 1_

4. HECfluu SERIES TITLE

Snow Storms

6 . EARLIEST Yt. AR/LATE£> T YEAR
U-l n(-Ai- *

o£ 90/91 TO 92/93

6. RECORD SERIES DESCRIPTION { " " ' K I * U V DEBCRIllE THE TYt-Cn OK I HI OKMAT I ON/DOCIIMCrlTU/fORMO rOUND

•IN THE SERIES. iNcuma THE runpaue OH MUICT I ON or* THK oerrics1

Snow Storm reports are filed by the winter season (for example, winter of 90-91,
winter of 91-92, and winter of 92-93)

7. RECORD SERIES FORMAT(S)

$ LETTER SIZE H MICROFILM

tl LEGAL l i IZE El COI.lFtJTER TAPE

II I J O H W I.ICOIC I) FLOPPY DISK

11 AUDIO YAÎ C IT VIDEO TAPE

n o-nii;r:( t.i-'EC I F Y )

6. RECORD SERIES SEQUENCE

n ALPHABETICAL

n NUMERICAL

n ci IRONOLOC; i CAL

n GEOCRAnilCAI.

t¥ OTHER ( SI-L1C I KY )

by seasons and storm number

11 " FII.U: îi uatr> WHENEVER NEEDED
" DAILY O WEEKLY ~O MONTI ILY

13. CURREMT LOCATION(S) ( BLDG . . FLOOR , TiOOM )

Supply Officer's Room

1 5 . ACCESS RESTRICTIONS O YES O N O

| l r YEK, CITIC I . A n U I Bt R s a u t A T I O N l S )

1 7 . IS AN INDEX SYSTEM USED? ( i f YE a . BO.PLA IM

III.-ltl'LY AKD [lUUCNICK ANY IIAnDB ARE/ SOrTW ARE )

Q YES O NO

II ) . NAME AND TITLE °rr PREPAMCR

l . t 'nda M. Tl io fu. - is , S u p p l y O f f i c i c r
. ._ jy

n«; ; s s n - 4 (ivi:v l fa.rn 2 / 0 7 )

9 . vo i .L IME

& ir"ILE DRAVSER( s )

O MICROFILM R E E L ( S )

I ^_ " CO/.IP1JTER T A P E I S )
rtiiMiiEW ...

" OHlER|Sr-ECI FY)

10. ANNUAL ACCUMULATION

" FILE DRAWER!S)

N/A " M l i : | : * o | r I L M REEL|S)
RTiWiilflT n COiilH/TER TAHE(S|

_ H. 011 IL:H( SHICCI £Y j

1 2 • F I I . I ; UI:C:OMI£S I N A C T I V E A I - I U H WINTER SEASON

H |.»OflTII(S) (I Y£AH(S|
rni!?mnr_

14. IS RECORD SERIES DUPLICATED ELSEWHEREt
i r vea, sr-c

YES Q NO
h e vea, DpircirY /.OENCY on o r f i c e )
& YE

16. AUDIT REOJJIREMEIfrS

Q- NOME n STATE O FEDERAL O INDEPENDENT

10. RECOf.U.(ENDED RETEtfTION

Keep current winter season plus the
last two winters, then destroy.

2 0 . TELEPHONE NHMIJin

(.101) 79l-/i7<)()

2 I . DATE

01/OH/93



lfJSTKt'CTICfl?_- -TYPE OR PRINT A

j SEPARATE FOM.| FOR EACH NEW OR

! REVISED RECORf) SERIES. FORWARD

I RECORDS RETENTION SCHEDULE

U 3 BO - I )

; I . DEFAI.TTMENT/AGENO

i Dept. of Transportation

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 7 8 WATERLOO ROAD
P.O. t)OX 2 73

_,. JESSIJP, MARYLAND 2 07 84

2. DIVISION

State Highway Administration

AGENCY RECORDS INVENTORY

li
PACE OF

3. IN IT

llagerstown Maintenance Complex

DEFINITION-RECORD SERIES-A a n O U r °*" H"LATIID RCCOIIDO NOIIMALLY rtl-Ha AMD USED AS A UNIT rON

HgrEREWCE All »ELL AO RETEHTipij _*Mr?. R! OfO!l | f | Of j rUllfQata ;

4. m:conn SERIES TITLE

1126 Forms

B. EARLIEST YLAR/I.ATE£> T YEAR

1990 TO 1993

8. RECORD SERIES DESCRIPTION ( ""* " C r U Y DECCHIUC THE TYPED OP- I HKOKMAT I ON / DOCUMENT tl/ rORMB rOUND
•IN THE SERIES. INCUIIDS THIS runposE an runcrioN or THK OBrricB)

This series includes the police and cost reports of all repairs made by our maintenance
forces upon receiving a police report indicating the damage caused by an accident.
These reports are filed chronologically by the date of the accident.

7 . RECORD SERIES FORMAT(SJ

0[ LETTER SIZE Cl MICROFILM

^ P LEGAL UI2E n COMFUTER TAPE

11 LOIctD' DOOK H FLOPPY DISK

n AUDIO TAI^E n VIDEO TAPE

I) OTI IEW( i iPEC I FY )

8 . RECORD SERIES SEQUENCE

n ALPHABETICAL

n NUMERICAL

C^ CHRONOLOCi I CA1,

Cl GEOGRAPHICAL

H OTHER | SI-EC If-Y |

I I . K I i i £ i : i i >_a i r r >
11 DAI I.Y

WHENEVER NEEDED

f-i VVEI:KLY n Morrn ILY

I a . CURRENT l.OCAT I ON ( S ) ( I3LDG . , FLOOR . ROOM )

current and 1 year old — Supply Officier's
Office

1 5 . ACCESS RESTRICT IONS D YES D NO

( I f YEB , C I TIT 1-AW( D ) & R S Q U L A T I O N I S )

17. IS AN INDEX SYSTEM USED? | I r Y E D . O T U I N

« i i : i e r u Y A N D r iEScniEC A N Y MAnDBAne/aorTWARE )

n YES & NO

I I ) . NAME AND T I T L E °'-' PREPAIVER

l . i n d a M. Tlioni;!:; , S u p p l y O f f i c i o r
. . . . . . _ _ _ . Tit

n<;:i 3 s 0 - 4 ( IVI.V 1 r;i."D 2 / 117 )

9 . VOLUME

& f ILE DRAWER(S)

n MICROFILM HEEL(S)

J: CJ COMPUTER TAPE | S )

Cl OTHER[ SPEC I FY )

1 0 . ANNUAL AC.CA itMll.AT \OtI

" FILE DRAWEH(S)

N/A n M " : R O » r IL»-« REEL(S)
RTiiTiriFfi" " CiJI.ll^ITUH TAPL(ti)

_. . ! ! . Dl 1 lt:ii( tiliHCI EY )

I 2 . Fll. l i UirCOMKS IMACTIVC AI-'Tu'K

1

. Rnmnnr.-
n ^v^f^^l|£^) K VEAH(S)

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
( ir Yen orircirv /OCKCY OH orrice)
X YEa • N O ALL REPORTS AND COST FORMS ARE

SEN-T—TO-&ALT-IMQRE FOR PA¥MEN-T-^—

16. AUDIT REQUIREMENTS

n-NONE n STATE O FEDERAL H INDEPENDENT

IB. RECOMMENDED RETENTION

Maintain these records for three (3)
years then destroy.

20. TELEPHONIC uuuia:ii

(101) 7°!-47«)O

2 I . HATli

01/08/93



! R

IMSTKT'CTICTI?_- -TYPE OR PRINT A
SEPARATE FOFJ.I FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

ITU RECORDS RETENTION SCHEDULE

DC1S 3 BO - 1 )

; I . DEFAIO1.IENT/AGENCK
|

i r>ept. of Transportation

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 7 » WATERLOO ROAD
P.O. BOX'273

JESSUP, MARYLAND 2 0 7 9 4

2. DIVISION

State Highway Administration

AGENCY RECORDS INVENTORY

11
PAGE OF

3 . IIMIT

llagerstown Maintenance Complo

DEFINITION-RECORD SERIES-* anOUI* ar «Kl-ATIID KCCOUDB HOHMALLY I-IUD AMD USED AB A OH I T rOH
WErEBKNce An ̂ E L L A 5 _ I I E 7 C N T lor jANn p I or-oy | f |&fj rwrifQata ;

4. RECORD SERIES TITLE

Material Safety Data Sheets

t> . EARLIEST YCAH/I.ATEE.T YEAR

TO

8. RECORD SERIES DESCRIPTION { B R "ri'UY DEBCRine THE TYPED or I tu OKMAT I ON/DocuwtriTU/romto rounn
•IN THE SERIES. INCLUDE THK: fUHPoac OH cimci ION or» THE onrriEB'

This series is two bound books containing the material safety data sheets for all items
used by our shop.

7. RECOItf) SERIES FORMAT(S)

fJ L E T T E R S I Z E Cl M I C R O F I L M

Ftl LEGAL U I Z E O COMFtJTER TAI»£

M IJOKID LOOK n FLOPPY DISK

'1 AllIHO l A I ^ n VIDEO TAPE

H GTI IEI'-:( : i t J l iC I FY )

B. RECORD SERIES SEQUENCE

n ALPHABETICAL

n NUMERICAL

n CIIROMOLOO I CAL

O GEOCRAinilCAl.

K .OTHEI»( Sl'LC IFYEH( Sl'LC IFY I ,

#s pages, thDist r ic t JFS pages, then forwarde
to our office, where we inser t t
the pa-ge"~mirn{Krrs".~

Kii . i : i i i i idt-n WHENEVER NEEDED
11 DAILY f WEEKLY n Morrriii.Y

13. CIJKHEIIT LOCATION! S) ( BLDG . , FLOOR . ROOM )

Suply Officer's Office

IS. ACCESS RESTRICTIONS • YES 8 NO

( i f VEfi, C I Tf I.An|n| Ot R S O U L A T I O N U I

17. IS AN INDEX SYSTEM USED 7 | I r Yea.ttO:PLAIN

III:IC:>«LY AKD DEUCHICE ANY HAnoioARe/aorTWARC )

n YES n MO

0. NAME AND TITLE OF PREPARER

l . i n d a M. T h o m a s , S u p p l y O f f i c i e r
. . _ TO

n c ; i ; 3 s o - 4 ( I T I J V I s-xn z / n 7 |

9 . VOLUME

NiiMtieb x

Q r I L E DRAWER(sI

O MICROFILM REEL(SI

O COf.lPUTER TAPE(S)

Ol I (ER( SPEC IFY I

Books

1 i. .

10. ANNUAL AC:I: I IMIJLATION

I N FILE DRAWER!S)

tl M I i:i'<OK I LM fJEEL ( S J

RTiKririTfiT " coiii-nrrEH TAPE(a)
(!. en iiu:ii( si ieci K:V )..

F I I . I ; uiicoMiia IMAC:TIVK AI-'TU'K NEVER

H MONTI I |S) II VEAR(S)
fm??«¥ir_

14. IS RECORD SERIES DUPLICATED ELSEWHERE 1
lie Yes, sr-ecirv ACJENCY OH OKCICE)
a YES a MO Every shop in the district has

a—complete -listing.

16. AUDIT REQUIREMENTS

— -n-NCME 13 STATE n FEDERAL CJ ̂/DEPENDENT

I a . RECOMMENDED RETENTIOTi

As long as the items are being used by
anyone in the shop, all sheets have to be
maintained. If a product is no longer
needed or ceases being used, then the shee
for the product can be destroyed.

2 0 . TELEPHONE Ulll.ll.ajn

(301) 791-4790

2 I . DATE

01/08/93



!f<ST!VV'CTiq-i;p_- -TYPE OB PHI NT A

SEPARATE" FOhJ.I FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

û hi RECORDS RETENTION SCHEDULE
| H 350-1 )

I

I . DEFAIiTMENT/AGENCY

Dept. of Transportation

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

72 7 8 WATERLOO ROAD

P.O. l)Ox'z7 3

JESSUP, MARYLAND 2 07 94

2. DIVISION

State Highway Administraj^ion_

AGENCY RECORDS INVENTORY

li
PACE OF

3. INIT

Hagerstown Maintenance Complex

DEFINITION-RECORD SERIES-* ° n O U I* Or RKLATUD RtCOHDn NOI1MALLY CILED AMD USED AD A UNIT fOH

HEWEHENCE AB HELL At! RETKHTIOH AND PI BfOa |_T.I &ff._CUnCQa ta 1_

-i. HEconn SERIES TITLE

Interstate Route Files

B. EARLIEST YEAR/LATEST YEAR

1992 TO 1993

6. RECOM) SERIES DESCRIPTION jBR|IC''UY' DEGCRlnC THE TYPED Or I MFORMATI ON/DOCUMCMTU/rORMa rOUND
•IN THE SERIES. INCLUDS THE fiiHPoac OH rurtcriON or THE oerrics]

Correspondence, incoming and outgoing, for specific routes in Washington County.

7. RECOIln SERIES FORMAT(S)

d^.ETTEW SIZE O MICROFILM

^ ^ ^ C G A I . a i 2 E a ccn.iFi.rrER T A P E

1) IXXJJD UOOK O FLOPPY DISK

tl AUDIO TAI^t: fl VIDEO TAPE

H OTIIt:i:!( :JIJEC IFY)

RECORD SERIES SEQUENCE

0 ALPHAEETICAL

tl NUMERICAL

Cl CKRONOLOCilGAL

Cl CEOCRAPIIICA1.

M OTI1EH( SptlC IF Y| _

Route No.

F I I L ; i a iisirt)

M DAILY H U/EITKUY n KJOfrnii.Y

13. CUKUENT LOCATION! S) ( BLDG . , FLOOR , ROOM )

Reception Area upstairs storage area

IS . ACCESS RESTRICTIONS ,O YES • NO

( i f Yea, ciTtJ I.AD( s ) & RKOULATIONI E )

17. IS AN INDEX SYSTEM USED? ( I r Yea.UTLAIN

I I I . ' l tKLY AND ClUUCMlEC ANY HAnDO Af)E/ £JOrTWAFJIT )

O YES iX N O

111. NAME AND TITLE OF PREPARER

Kay Kirk, Office Asst. Ill

8. VOLUME

H if ILE DRAWER( s )
• MICROFILM REEL(S|

3 D COMPt/TER TAPE | S )
HUMMER ...

O OTHER)SPEC IFY)

10. ANNUAL ACi;tiMUI.ATION

^ FILE DRAWER(S)

~ u Mii:FioKiLM nu:t;L|s)
RTTCruiflRr " COMPUTER TAPE|S)

.i_-.r!..CllllEH(filiECl E t )
I i. . FILE UirCOMliS INACTIVE AK'lu'M

I TV—I* RECORD SERIES DUPLICATED ELSEWHEREt
I I f YES, Dr-CCIPY /.OENCY OH O f f l C E )
Cl YES Q NO

16. AUDIT REQUIREMENTS

n NONE O STATE n FEDERAL a INDEPENDENT

I B . RECOMMENDED RETEr/TION

Current and previous year in active file,
retain for 7 years and destroy

2 0 . TELEPHONE NIIMia:n

(301) 791-4790

2 f . DATE

01/08/93

no:; a so-4 |Ri:visi"n z/m)



I J/iSIh'ii£JJf.tl5.- "TYPE OR POINT A
SEPARATE FOKM FOR EACH NEW OR

1SED RECORD SERIES. FORWARD
I RECORDS RETEJJTIOM SCHEDULE
3 BO - I )w1

• I . DCFAimiENT/AGENCY

I Dept. of Transportation

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7Z7b WATERLOO ROAD
P.O. HOX 2 73

JESSUP, MARYLAND 2 07 94

2. DIVISION

State Highway Administration

AGENCY RECORDS INVFNTOKY

l i
PACE OF

J. INIT

Ilagerstown Maintenance Complex

DEFINITION-RECORD SERIES-A anOUI* O r HltLATKD HCCQHDO NOHMAUUY CILED AND USED AD A UNIT rON
werTCRgNCg AB BELL An nngNfiprj AND D| npoa LT.ieH..runtQaEa :

4. RECORD SERIES TITLE
Monthly Truck Report and Equipmerrt Usage Report-

6. EARLIEST YLAR/LATEST YEAR

1992 T O 1993

6. RECORD SERIES DESCRIPTION j B R I i t r r l - Y DEECRII1E THE TYPED Or I HFORWATI ON/DOCIIHCrlTlf/fORtla rOUMD
•IN THE SERIES. INCLima THE PUHI-OBC OH KUNCI I ON or THE osrricsj

1. Monthly Truck Reports shows monthly available and charged hour for dump truck usage.

2. Equipment Usage Report indicates vehicle ending odometer readings for mileage reporting.

7. RECOlin SERIES FORMAT(S)

#LETTER SIZE Q MICROFILM

J.EOAL UIZE O COMPUTER TAPE

ii ijotrm LICOK ti FLOPPY DISK

" AUDIO TAPE 0 VIDEO TAPE

H OTI0ih'( i.l̂ EC IFY)

B. RECORD SERIES SEQUENCE

O ALPHABETICAL

n NUMERICAL

H CHRONQLOCJICAL

O GEOGRAPHICAL

n OTIIER( SPEC IFY)

I . KILE Iti I IS EO

<•' I J A I I . Y TJ WEEKLY « MON-n ILY

1 3 . CURRENT L O C A T I O N | S ) [ BLDG . , FLOOR .TBOOM )

Reception Area

15. ACCESS RESTRICTIONS • YES D NO
|ir YEO , CITK I.AO(O) & HKOULATIONUI

17. IS AN INDEX SYSTEM USED 7 ( | r r ro , lu:rLAIH

HIMtCUY AND OEBCIIIEE ANY MAnOtl ARe/ SOrTWARE )

U YES (X NO

19. MAME AND TITLE °F PREPARER

Kay Kirk, Office Asst. Ill

B. VOLUME
^ FILE DRAWER)S|
D MICROFILM REEL(S)

Partial o COMPUTER TAPE|S)
NUM1ICR* _

O OTHER(SPEC I F Y )

1 0 . ANNUAL ACCUMULATION

8 F I L E DRAWER)S)

Partial " H I C W | : | L M ntEL|s)
RTiKfii&S" " ct)iirtJTI£H TAPfc(B)

f! OlllEU(SliECIEY )
I 2 . FILE UfCOMfS INACTIVE AKiu'H

T4"T"~IS RECORD SERIES DUPLICATED ELSEWHERE!
l i r Yrrei, nr-EciFY AOCNCV OH off ice)
» YES a NQ District 6

16. AUDIT REQUIREMENTS

n riONE n STATE n FEDERAL a INDEPENDENT

B. RECOMMENDED RETEr/T I ON

Current and previous year in active
file, retain for 7 years and destroy.

2 0 .— TELEPHONE Ml IMLOrR-

(301) 791-4790

2 f . DATE

01/08/93

nc;:; sso.4 ( ici .visrn z / » 7 )



lf<STKUCTICri?_- -TYPE OR PHI NT A

j SKPAHAtk FOM.I FOR EACH NEW OR

! REVISED RECORD SERIES. FORWARD

i RECORDS RETENTION SCHEDULE

i i 9 SO - I )

; I . DEFAimiENT/AGENCY

I Dept. of Transportation

DEPARTMENT OF CLNERAL SERVICES

HECORDS MANAGEMErJT DIVISION

72 7 8 WATERLOO ROAD

P.O. imx 27 S

JESSUP, MARYLAND 2 07 94

2. DIVISION

State Highway Administration

AGENCY RECORDS INVENTORY
li

PAGE OF

J. IMIT

Hagerstown Maintenance Complex

CEFINITIGN-RECORD SERIES-* a n O U I * °r HIILATIIQ BCCOIIOD NOHMALLV riLED AND USED AI A UNIT rON
• BEftRENCE AB »ELI- AH RgTENTIOM AND DIBfOalTIOH TUnCQaCa J

4. RECOfiO SiUHIES TITLE

Correspondence — General

B. EARLIEST YfAR/LATEST YEAR

1992 TO 1993

8. RECORD SERIES DESCRIPTION ( *"* ' KrX~* DKBCHIUC THE TYPefl Or I NFOKMAT I ON / DOCUMCMTU/fOmia rOUND
•IN THE...SERIES . ~- IMCLIIDH THE rtlRKOSC OH FUNCTION Ol» THK BCfTICB)

This series consists of alphabetical filing of_.a!.L. general correspondences, but not limited

to, all incoming and outgoing correspondences, both initiated and received by this office.

1. General correspondence A-Z (10 drawers).

2. Cross reference of outgoing correspondence A-Z (1 drawer).

7. RECOHn SERIES FORMAT!S)

JX LETTER SIZE O MICROFILM

'LEGAL UIZE n COMFUTER TAPE

11 UG<CJD IJGOK <3 FLOPPY DISK

£1 AUOIO TAPE n VIDEO TAPE

II OTinil:!( iiHEC IFY J

B. RECORD SERIES SEQUENCE

tX ALPHABET I CAL

n NUMERICAL

O CIIRONOLOCilCAL

n GEOGRAPHICAL

H OTHER( SI'tC IFY )

I I . K i i.i: i ti i i^ui)

LK DA II.Y fl WEEKLY n K»o«TniLY

13. CUHREMT LOCATION(S) [ BLDG . , FLOOR , ROOM )

Reception Area & upstairs storage room

15. ACCESS RESTRICTIONS D YES D NO

I I f YEB , CITE LA«r( B ) Ot RROUUAT I ON ( 6 )

17. IS AN INDEX SYSTEM USED? | | r YE a . B->:p UA IN

nr. i tPLY AND cjEscniee ANY HArmoAne/sorTWARE )

n YES (¥ NO

10. NAME ANU TITLE OF PREPAIVER

Kay Kirk, Office Asst. T.T.T.

S. VOLUME

_11
NIIMllCh

H FILE DRAWER)S)
P MICROFILM REEL(S)
Cl COMPUTER TAPE|S)
n OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

U FILE DRAWEH(S)

" MICROFILM F)EEL(S)
RTiluiiffi" n coi.ipirrUH TAPE| s I

_i_...fl..a:i llliH(SHECIEY )
l 2 - FILE UECONUiS INACTIVE AKTu'll

mAr__J^ l!^!ii l Lf. .Yf ̂-!J
14. IS RECORD SERIES DUPLICATED ELSEWHERET

I IK YES, OPKClrV AOENCY OH O C P I C E I
D YES D NO

16. AUDIT REQtJIREMENTS

•̂  NONE a STATE n FEDERAL O INDEPENDENT

I~B. RECOrUAENDED RETENTION

Keep current and previous year in active

file, retain for 7 years and destroy.

2 0 . TELEPHONE NIIMLfER

(301) 791-4790

2 I . DATE

01/08/93

nar, a so-4 (ra:visi;:n z/m)



I IHSTKUCTICMS--TYPE OR PHINT A
j SEPARATE FOhJ.I FOR EACH NEW OR
JREVISED RECORD SERIES. FORWARD
j ^ f t n i RECORDS RETENTION SCHEDULE

i^^JGli 3 6 0 - I )

I . DEFAimiENT/AGENCY

I
I Dept. of Transportation

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 7 8 WATERLOO ROAD
P.O. 1OX 273

— JESSUP, MAUYI1ARD" 2 07B4

2. DIVISION

State Highway Administration

AGENCY RECORDS INVENTORY

l i
PACE OF

S . IIMIT

llagerstown Maintenance Complex

D E F I N I T I O N - R E C O R D S E R I E S - A a n O U ' * Or l " t L A T U D UCCOltOa NOHHALUY C ILEP AMD USED AB A UNIT rON
• nereRENCE AB BELL AB HETKNTION AND PInpoaIT>OH FUHCQata :

J. RECORO SERIES TITLE

Permi ts
6 . EARLIEST YT-AR/LATEST YEAR

1992 TO 1993

6. RECORD SERIES DESCRIPTION (BRMt''UV DEOCRII1E THE TYPED OK IMFOHMATI ON/DOCUMCrlTB/rORMO rOUND
•IN THE SERIES. INCLIJDK TMK PURPOSE OH FUNCTION Or THE BEFTlrS]

1- Residential Permits and forms (1 drawer).

2. Utility Permitsand forms (3 drawers).

3. Commercial Permits and forms (1 drawer).

7 .

•

RECORD SERIES FORMAT)SJ

I ETTEK SIZE Cl MICROFILM

LtGAL ii I 2t • COMFUTER TAPE

IJOICJD UOOK n FLOPPY DISK

AUDIO TAPE n VIDEO TAPE

OTI UCK{ sii^liC I FY )

8 . RECORD SERIES SEQUENCE

n ALPHABETICAL

n NUMERICAL

Cl CIIRONOLOCilCAl,

n GEOGRAPHICAL

X OTIIER( Sf ' tC If-'Y )

Route No.

1 1 . F I L E IS IISEIl

M DAILY TJ WEEKLY " MONTHLY

Ii. CUKREMT LOCATION(S) (BLDG.,FLOOR.ROOMJ

Reception Area and upstairs storage room

1 5 . ACCESS RESTRICT IONS D YES O NO

I I f YCQ, C I T E LA»( D ) &t PtBQULAT I ON ( S )

1 7 . I S AN INDEX SYSTEM USED 7 ( 11> VHD,B.>:pUA IN

m . - l t f L Y AND [iL'QCIUCe ANY IIAnDB ARe / SOrTWARC )

o YES rK N O

1 0 . NAME ANIJ T I T L E Of" pnEPATxtlR

Kay Kirk, Office Asst. TTT

S . VOLUME

_ 5
NliT.. iltW

K f I L E DRAWER(S)
a MICROFILM REEL(S)
Q COMPUTER T A P E | S (
O OI I ( t ;R|SHECI FY)

1 0 . ANNUAL AClUiMUl.ATION

R F I I E nnAWER(s)

5 n MICROFILM REEL(S)
RTJITui?̂ * r j COMPUTEH TAPE|S)

f! Ol I1U:»( SBECI E* )

F I L E LurcOMliS INACTIVE AFTuU

___mnkw Hl^lLV !_?. V!^^J
12 .

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YCM, BPEClrY AOENCY OH Office)
O YE3 D no

16. AUDIT REQUIREMENTS

n NONE Q STATE H KEDERAL Q INDEPENDENT

I~B ."* RECOf.U.tENDED RETErfT I ON

Current and previous year in active file
retain for 10 years.

2 0 . TELEPHONE MtlMlfliR

(301) 791-479O

2 I . DATE

01/08/93

n c : i a i o - 4 ( R j ; v i s i r n 2 / 0 7 J



JilSIIi!i£JJSriS.-- TYPE OR PHI NT A
iSLPARATE FO8J.I FOR EACH NEW OR
REVISED HECOliD SERIES. FORWARD

•
it RECORDS RETENTION SCHEDULE
ii 3 BO - ! J

I . DEFAKTMENT/AGEmiY

Dept. of Transportation

DEPARTMENT OF GENERAL EErA/ICES

RECORDS MANAGEMENT DIVISION

72 7 9 WATERLOO ROAD

P.O. UOX 273

JESSUP, MARYLAND 2 0794

2. DIVISION

State Highway Administration

AGENCY RECORDS INVENTORY

10 11
PAGE OK ~_

3. IHIT

Ilagerstown Maintenance Complex

DEFINITICW-RECORD SERIES- A a n O U r Or HKUATBO KCCOUOn N O I I H A L L V FILED AMD USED AD A UNIT rON

WCMERgNCE AB » E U . AH HETCMTIOM AND O| Bf-Q3 |T | CifCEUntQaEa L_

B. EARLIEST Yt-'AR/LATEST YEAR

1992 TO 1993

4. RECORD SERIES TITLE

Proposal book and construction contracts

6. RECORD SERIES DESCRIPTION { B R" t r i- Y DBBCHlnC THE TYPED OP" I MIOKMATI ON/DOCUMCMTU/rORHB TOUHD
•IN THE SERIES. IHCLIIDB THE rUHPOOC OH CUNC1ION Ol> THE BCfTICB

Proposal books and contracts for work to be performed in Washington County, and contract
correspondence (2 drawers)

7. RECOUn SERIES FORMAT(S)

X^.ETTEW SIZE O MICROFILM

^^ECAI. UIZE Q COWF1JTER TAf»E

11 IJCUCJD LIGOK U FLOPPY DISK

Cl AUDIO TAPE U VIDEO TAPE

n OTIUiKl SPECIFY)

6. RECORD SERIES SEQUENCE

Cl ALPHABETICAL

n NUMERICAL

O CHRONOLOaiCAL.

n GEOGRAPHICAL

* OTHER( SF-EC I FY )

Contract No.

i i .
F I L E I Li llSlCn

PI DAI I.Y fJ WEEKLY n MONTHLY

13. CimKEliT LOCATION|S) ( BLDG . , FLOOR , ROOM )

Reception Area

15. ACCESS RESTRICTIONS Q YES O NO

I i r v t c , ciTtr I . A D ( D ) Bt R S Q U L A T I O N ( S |

17. IS AN INDEX SYSTEM USED? | | K Y E B . U T U I N

II»:ltl«UY AND CJtnClllEE ANY IIAnoUARe/ aOTTWARE )

a YES H. NO

111. NAME AND TITLE OF PREPAIVER

Kay K i r k , O f f i c e Asst.. Til

9. VOLUME

8 r ILE DRAWERf sI
• MICROFILM HEEL(S)

2 Q COMPUTER TAPEIS)
^ " ^ ^ a orHER( SPECIFY)

10. ANNUAL ACCUMULATION

Q FILE DRAWER)S)
_ tl MICROFILM HLfL(S)

RTTRliifTS" n COiu-UTEH TAPt(S)

f! OlllEU(StiECIEY )_ _
1 2 • FILE UUCOMliS INACTIVE AK'lu'li

rmmnrn". Cl MONTH( b) 1 & YEAR) B )

14. IS RECORD SERIES DUPLICATLIJ ELSEWHERE!

I ir» Y C « , orecirv / O E N C Y O H orricc)

a YES a no

16. AUD I T REQtJ I REMENTS

n NONE a STATE H f-EDERAL • INDEPENDENT

I B . RECOMMENDED RETENTION

Retain 1 year after completion date

2 0 . TELEPHONE NIIMIOJR

(301) 791-4790

2 I . DATE

01/08/93

n a n s a 0 - 4 |r?r:vi&rn 2 / n 7 )



INSTRUCT I CMS- -TYPE OR PRINT A

j SEPARATE FORM FOR EACH NEW OR

! REVISED RECORD SERIES. FORWARD

RECORDS RETENTION SCHEDULE

SEO - I )

I . DEFAKTMENT/AGENCY

Dept of Transportation

DEPARTMENT OF GENERAL EERVICES

RECORDS MANAGEMENT DIVISION

727 8 WATERLOO ROAD

P.O. EJOXZ73

JESSUP, MARYLAND 2 0794

2. DIVISION

State Highway Administration

AGENCY RECORDS INVENTORY

PAGE
11

OF
11

3 . UNIT
Hagerstown Maintenance Complex

DEFINITION-RECORD SERIES-A a R O U I" Or R«"-*TED RCCOUDB NOBMAUUV I-ILED AND USED AB A UNIT rOR
• WgrERgNCE AB »EU. At! RE1EHTIOH *iJD_D I SPOS I f 1 °.N_pUBEBaEa

4. HECOHO SERIES TITLE

Citizen Complaints

B. EARLIEST YLAR/LATEST YEAR

1988 TO 1993

6. RECOUIJ SERIES DESCRIPTION j D R I I t r ' l - Y DEBCHinE Tilt TYPED OP" INFOKllATION/DOCUHtNTU/rORMIl POUND

•IN THE SERIES. INCLUDH THE PURPOSE OH rUNCTION OP THE BCFTIEE

This is a series of Citizen Complaints on Maryland routes of: hazardous road conditions,

signal malfunctions, signing problems and damaged signs, dead animal carcasses and property

damage.

7. RECORD SERIES FORMAT(S)

<X LETTER SIZE • MICROFILM

jl.EGAL 13IZE O COMPUTER TAPE

I) UCXHD LOOK D FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

n onOCK( tifEc i FY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

n NUMERICAL

O CHRONOLOGICAL

n GEOGHAPHICAl.

* OTHER(SPEC IFY)

Filed by month and No. of

11 .FILE IS USED

'* DAILY O WEEKLY

Complaint.

O MOMT1ILY

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

Reception 'Area

15. ACCESS RESTRICTIONS O YES O NO

| IK YED , CITE U A B ( B ) & RKOULATION ( S)

9. VOLUME

D r I L E DRAWER(s)

• MICROFILM REEL(S)

£>• D co^-^Pt^•ER T A P E ( s )
N U M l I E R " MOTIIER( SPECIFY,

Notebooks

10. A^U•̂ llAL ACCUMULATION

D FILE DRAWER(S)

O MICROFILM RtEL(S)

KntTm?W n COIIHUTEH TAPE ( S )

TLmilEHf-SEEClEX)
1 2 • FILE BECOMES INACTIVE AKTfH

jmiar^Jl^H^l 1YEAR(s)

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(IP Y c», BPECIPY /.aCKCY OR OPPICc)
a YES a NO

16. AUDIT REQUIREMENTS

O NONE Q STATE D FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|r YES. EXPUA IN

UKIEfLY AKD DESCRIBE ANY HAF7DB ARE/SOI-TW ARE )

D YES NO

I 8. RECOMMENDED RETENTION

Current and previous year in active file,
retain for 7 years.

U. NAME AND TITLE O K PREPARER

Kay Kirk, Office Asst. Ill
20. TELEPHONE NUMLiLR

(301) 791-4790
2 I . DATE
01/08/93 '

DCS 3 SO -4 (RCVISITD Z/07)


