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No. Description Retentiun

1. INVOICES: This series includes an alphabetical Files kept in active file
filing of all invoices processed through this office. | for one year. Maintained

for a period of three
years, then destroy.

2. IMS FORMS: This series consists of all TMS forms Keep active for one year.
(exempt purchase orders, Commodities, and withdraws) Maintain for a period of
filed in numerical order. three years, then destroy.

3. SNOW STORMS: This series of reports are filed by the | File active for the winter
winter scason (for example, winter of 90-91, winter season. Keep current
of 92-93) season plus the last two

winters, then destroy.

. 1126 FORMS: This series incluldes the police and cost| Active for one year.
reports of all repairs made by our maintenance forces | Maintain these records
upon receiving a police report indicating the damaged | for three (3) years,
caused by an accident. These reports are filed then destroy.
chronologically by the accident date.

5. MATERTAIL, _SAFETY DATA SUEETS: This series is two-bound| This File is never inactivyg
books containing the material safety data sheets for As long as the items are
all items used by our shop. being used by anyone ian the

shop, all sheets have to
be maintained. Tf a produc
is no longer needed or
ceases being used, then the
sheet for the product can
be destroyed.

eduls Approved by Depurtment,

Statw Archiviet
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lt';:: Description Retentiun

6. ITNTERSTATE, ROUTE FILES: This series includes an Retain current and previou:

alphabetical filing of correspondence, incoming and
outpoing, for specific routes in Washington County

MONTHLY TRUCK REPORTS AND EQUTPMENT USAGE REPORTS:
Monthly Truck Réports—-show monthly available and
charged hoursi for dump truck usage. Equipment Usage
Report indicates vehicle ending odometer readings for
mileage reporting.

CORRESPONDENCE — GENERAL: This series consists of
alphabetical filing of all general correspondences,
but not limited to, all incoming and outgoing
correspondence, both initiated and received by this
office.

PERMITS: This is a series of Residential, Utility,

and Commercial Permits and -forms.

10. PROPOSAL._BOOKS AND CONSTRUCTTON CONTRACTS: This is
a series of Proposal Books and Contracts for work Lo
be performed in Washington County, and contract

correspondence.

CTTTZEN COMPLATNTS: 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.

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,
rctain for seven years and
destroy.

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

Retain one year after
completion date, then
destroy.

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

chedule Appraved by Depurtment,
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JUSTRUCTIGRS - -TYPE OR PHINT A
SEPARATE FOFRM FOR EACH NEW OR

REEASED RECORD SERIES. FORWARD
W RECORDS RETENT 101 SCHEDULE -

DEFARTMENT OF GUNERAL
RECORDS MAMAGEMENT DIVISION
72758 \YATI”RI 00 ROAD

SERVICES

AGENCY RFFORDS INVENTORY

CBEFIMNITION-RECORD SERIES-

NEFERENCE AD_SELL AN_

4. RZCOIN SERIES TITLE

-.Invoices

A GROUPr OF NULATED RECONDD MHORMAILLY WIILED
RETENTION |

Al USEG AN A UMIT FOR

ITICH FUREQILS,

P.O, BOX 273 11
Pace _ |1 oF
NG5 380-1) JESSLP, MARYLAND 20794
. 1. DEPARTMENT /AGENCY 2. DIVISION . traiT
i
i Dept. of Transportation State Highway Administration  |llagerstown I*ia_j_nlenanco (‘omplox“

AHD _nlaray
EAILTEST YUARJLATEST YEAR

—1390 vo 1993

6.

‘1IN THE SERIES.

DRIKFLY DEGCRINE THE TYPEO OF [HFORMATION DOCuUMEN ORIt ouHD
' 6. RECORD SERIES DESCRIPTION | / Tu/FORNiE ¥

THCILUDE THE PURPONHE QR FUNCTION OF THE ﬂl!'?l!ﬁ'

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

7. RHECORI SERIES FORMAT(S) 8. RECORD SERIELS SEQIENGE 8. VOLUME
FTER S1ZE 0 M1CROF LM X ArrHanETICAL B 71 orawer(s)
0 MICROF 1L HEEL(S)
I 1EGal. G1ZE 0 COMFUTER TAPE 0 NUMERICAL 30 conPuTER TAPE(S)
: NOTOEW [ e e
D Loten ook ) FLOPPY DISK 0 CHROMOLOG | CAL, NER|SPECIFY )
0 Aun1o raE N 10 TAPE 01 GEOGRAPIIIGAL T e T e m e
Aunt rAI VIDEO TAPE ' 10. AMMUIAL ACCIRNIN_AT 100
o SriEc 1Y) 0 OTHER| SI:CILFY) 0 FilLE DRAWENH(S)
N/A M pcroriey REEL|S)
- S FULGIZW ) COMPUTER TAKLE (5 )
TSRO PR I SRECIEY ).

12.

(301) 7‘)!—4 I‘)()

lhom.m, Supply Officier

i | A
{reEvIESIED 2/67)

Linda ™.

NC:s 150-4

LI FILE 18 DSBED FELE BUECOMIS IRIACT EVE A
X 0 wEE O ot 12 A porrii s (1 YEAR(S
DALY WEEKLY nounu.uv_“m_  FmEeT (&) Am_“(___l_*__
13, CURHENTY LLOCATION(S) (BLDG.,FLOOR,ROOM] 14. IS RECORD SERIES DUPLICATED EL.SEWHERE 1
current file——Supply Officer's Office tir ves, srecirv saency on orrice)
old files——up stairs file room 0 YES 0 NO
15. ACCESS RESTRICTIONS 0 YES 0 No 16, AUDIY REGUIREMENTS
lir veo, cirve Law{n) & reaurarvion|s] o
- —~FronE 0 STATE 0 FEDERAL 1 {MNDEPEMDENT
17. 1S AM IMDEX SYSTEM USED? [1pr yed.m>:rLAIN SR
( * 18, HRECOMMENDED RETENT IOM
BRITFILY ARD OEGCRIRBE ANY MA"DHA“IZ/!IOI"TWARII‘
Maintain these records for a period of
1 ves 0O Mo three (3) years, then destroy.
10, MHAME AND TITLE OF PREPAREIR 20, TELEPHONIE 1hnwa il 2. DATIZ

()1/08/‘)'1




[

'

] JUSTRUCTICHS - - TYPE OR PRINT A DEFARTMENT OF GEMNERAL. SERVICES
i ORDS SME AGENCY RFF()RD? INV[NTUI(Y
I SEPAHATE FORM FOR EACH NEW OR RECORDS MAMAGEMENT DIVISION FRRRR
! ISED RECORD SERIES, FORWARD 727% WATERLOO ROAD
M1 RECORDS RETENTION SCHEDULE P.O. DOX 273 11

: PAGE _2 _ OF -
i PGS 550-1) JESSUP, MARYLAND 20794

t. DEFAINTMENT/AGENCY 2. pIVISION 3y, T
i . . - H
i Dept. of Transportation State llighway Administration llagerstown Maintenance Complex

A GROUPFr OF RELATED RECORDO MORMALLY FILED AND USED AB A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DIAPON|ITION FUREQOIEYN.

" BEFINITION-RECORD SERIES-

4. RECORD SERIES TITLE ' ' B. EARLITEST YEAR/LATEST YEAR
IMS Forms . 1990 To 1993
DRIy DESCRINE HE YreEg OF ¥, (]
" §. RECOID SERIES DESCRIPTION ‘ LY ! T T l""ORhAT'ON/DOCUL’EHTH/FOR‘(E rFouMO

‘IN THE SERIES. INCLUDE THE PFURPOSE OHR FUNCTION OF THE BEFIES )

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

7. RECORN SERIES FORMAT(S) 8. RECORD SERIES SEQUENGE 9. VOLUME
g LETTER S12ZE £ MICROFILM 00 ALPHABET I CAL % #1Le DRAWER(S)
1 MICROFILM REEL(S)
}LEGAL, $51ZE D COMFUTER TAPE A NUMERICAL 3 0 COMPUTER TAPE(S )
Fiorn EW(W o . .
D Lotan ook {1 FLOPPY DISK 0 CHIRONOLOG [ CAL OVHER( EFECIFY |
0 Aunto TaPE 0 VIDEO TAPE {1 GEOGRAPI11 CAL, T '
10. AFMMUIAL ACCINNA_AT 1O
N ornne( LirEcIFY) 0 OTHER(SHEC 1 FY | 1 FILLE DRAWER(S)
' N/A T MICROFILM REEL(S)
. RN U COLMPUTER TAPE(S )
e 1 e e e e mvaeae Ve L OTHER (SBECIEY Ve
Ve e s usen 120 FlLE WBECOMES IMAGTIVE AFN
X 0 WEE 0y 1 1 O pormii( s ® vear(s
e l_)_,\ '__I_-_Y WELRLY L] torm -._Y____ o e FTOTTET] (=) - ...___( ,
13. CURRENT LOCATION{S) [BLDG.,FLOOR, ROOM ) 14. 1S HECORD SERIES DUPLICATED ELSEWHERE ]
&IF YES, BFECIFY 2.0ENCY OH OFFICE)
YES 0O pno
L (all of these forms_are entered
' into computer}).
15. ACCESS RESTRICTIONS 0 vES 0 nNno 16. AUDIY REQUIREMENTS p )
{1r vea, crve Law{B) & REGuULATION]S) '
— - =k porte 0 STATE 0O FEDERAL 1 INDEPEMNDENT
17. 185 AM (MNDEX SYSTEM USEDT (1r YEU.mFLA TN — e
. =re ( e 16. "HECOMMENDED RETENT 10M
BEIEFLY ARD DESCRIDRE ANY HAI‘IDHAHE/.‘JOFTWANI& )
‘ Maintain for a period of three (3)
1 yizas 001 MO
years, then destroy.
10, NAME AND TITLE OF PREPARER 20, TELEPHOMNE NUMLLR 21. DATE
Linda #. lhomas, Supply Officie (301) 79l—h790 01/08/93
T { . e e e e e e - —

NGH 3504 (REVISED 2/87)




M

JHSTRUCTICHNS - -TYPE OR PRINT A

-

DEFARTMENT OF GENERAL SERVICES -
A - ”
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMEMT DIVIS|ON AGENCY RECORDS THVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD ' Tt T T T
1M RECORDS RETENTION SCHEDULE P.O. DOX 273 11
i PAGE 3 OF

DGS 550-]) JESSUP, MARYLAND 20794 m———
f. DEFARTMENT/AGENCY 2. DIVISION 3. INIT

Dept. of Transportation

State llighway Administration

llagerstown Maintenance Complex

s

A GROUPr OF RUHLATED RECORD

DEFINITICN -RECORD SERIES-

NEFERENCE AB_WELL AS_RETENTION_AND_DIfroy

4.

RIZCORND SERIES TITLE

Snow §torms

8 NORMALLY FILED AND USED AS A UNIT FOR

LTIOH FURPFQILY.

éznm.'nssr YEARJLATEST YEAR
°T 90/91 vo 92/93

ﬁ'..
of"

ARINFLY DEGSCRIDE THE TYPED OF INFORM ON /DO (<]
6. RECORD SERIES DESCRIPTION | Y ! 1 KMATION /DOCUMENTY [ FORME FOUND

‘4N THE SERIES.

Snow Storm. reports are filed by the winter season (for example, winter of 90-91,

winter of 91-92, and winter of 92-93)

INCLUDE THE PFPURPOBE OH FUHCTION OF THE UET.'IES‘

7.
X
g
0
0

B}

RECORD SERIES FORMAT(S) 8. RECORN SERIES SEQUENCE 8. VOLUME
LETTEHR SI1ZE 0 MICROFILM 0 ALPHABETICAL # 71LE DRAWER(S)
. 0 MICROFILM REEL(S)
LEGAL. $512E [0 COMPUTER TAPE 0 NUMERICAL 1 () COMPUTER TAPE(S)
: ROMOEYR O o ne g .

LOLEID LOOIK ) FLOPPY DISK 0O CHIRONOL OG | AL , OTHER| SHECIFY )
AUDIO FAPE 1) VIDEO TAPE (1 GEOGRAI I} CAL, T e e
A T = 10. ANMUAL ACCUMULAT 10

O VIR SIPEG TFY ) X OTHER( SI:EC1FY ) 0 FILE DRAWER(S)
N O MICROFILM REEL{S]
} by seasons and storm number m{ﬁﬁ?ﬁ" [ COMPUTER TAPE(S )
o o e e e e e SLOTTHE R SRECIEY ) o

Ve p i s ousep WHENEVER NEEDED FILE BECOMES IMAGTIVE arn:ne WINTER SEASON
8] o} = -1 b e [0 X7e d g Y I 'l YEAR(S

oo m\n.:r WEEKLY MORTY "'_Y__._ 177 o () A “__“(‘_J ]

13. CURRENT 1LLOCATION(S) [BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERS T
é‘n- YES, BPECIFNY JGENCY Oh OFFICE)

Supply Officer's Room YES 0O no

15. ACCESS RESTRICTIONS 0 YES 0 No 16, AUDIT REGUIREMENTS
(tr vea, cive 1awlB) & REauLaTionls)
—_ - —B-poME O STATE 0 FEDERAL 11 IMDEPENDENT

17. 1S AM INDEX SYSTEM USED? (1w YEO.g)rLAIN . G

1.

Linda M. Thomas,

DREITYrLY AND DEHCRIBE ANY IIAHDHARE/SOFT\‘JARE)

0 vyes 0O nNO

10, “RECOMMENDED RETENT10M

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

HMAME AND TITILE OF PREPARER 20, TELEPHONE i)

(301) 791-4790

Supply Officier
L

V—

b

NCH 350-4 (REVISED 2/87)

(81§ 21. DATE

01/08/93




v

EERVICES

l JUSTRUCTICHS - -TYPE OR PRINT A DEFARTMENT OF GENERAL.

; SEPARATE FORt FOR EACH NEW OR RECORDS MAMAGEMENT DJVISION AGENCY RF”)RDQ [NVENTORY
; REVISED RECORD SERIES., FORWARD 7275 WATERLOO ROAD T o Tmmmem T T/

i i RECORDS RETENTIOH SCHEDULE P.O. bBOX 275 P 4 11

. AGE oF -

i G5 350-1) JESSUP, MARYLAND 20794 —OF

;1. DEFAKTMENT/AGENCY 2. DIVISION 3. tNIT

I Dept. of Transportation State llighway Administration

llagerstown Maintenance Complex

A GROUPFr OF RHELATED RECORDS HORMALLY LED
BEFINITIGN -RECORD SERIES - Fi
ngERENCE A wWELL

AT _RETENTION AND _DISPOy

.

4., RECORND SERIES TITLE

AND USED AB A UNIT FOR
LTICH PUREQILY.

5. EARLIEST YEARJLATEST YEAR

1990 1o 1993

1126 Forms

‘IN THE SERIES.

DRIKFLY DESCRIHBE THE TYPES OF INFOKRMATION/DOCUME
6. RECORD SERIES DESCRIPTION | T N/ cu rrru/romtu FOUND
INCLUDE THE PurPasE an FUNCYTION OF THE BEFRIES)

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.

8. RECORD SERIES SEQUENCE

7. RECORD SERIES FORMAT(S)

O LETTER S1ZE O MICROFILM 0 ALPHABETICAL

‘ 1LEGAL.

0 NUMERICAL

51z 0O COMFUTER TAPE
U oty ook 1 FLOPPY DISK [XCHRONOLO(.'ICAL
0 Aunto varE [ VIDEO TAPU ) GEOGRAPI{1 CAL

N OonNiER{ SIPECIFY) N OTHER(SHECIFY )

g e+ e

8. VOLUME
¥ #1LE DRAWER(S )
1 MICROFILM REEL(S)
1 O COMPUTER TAPE(S )
[} [} ﬁ
NUWOER 0 Gy eR(sPECIFY |
10, AMMUAL ACUCLIMULLAT ION
0 FI1.E DRAWER(S)
U1 141 CROF LLL
N/A MICROF ILM REEL(S])

RURIEW ) COMPUTER TAFLE (5 )

e e VL O NMER( SBECVEY Yo .

Ve v s usep  WHENEVER NEEDED 12 plig DECOMES IMAGTIVE AT
0 0 weEE 0 T 1 O Mormi s B vean(s
MLy WEEILY SN SR ;111113 1ol (=) vEAm(s)
13. CUHRREHT LLOCATION(S) [BLDG.,FLOOR, ROOM) 14. IS RECORD SERIES DUPL ICATED ELSEWMERE 1
current and 1 year old —— Supply Officier's|_ ____{i1r ves, mrecirvy roc e )
Office ¥ ves 0O no ALL REPOR'IS AND C()ST FORMS ARE
_ — SENT-TQO-BALTIMOREEOR- PAYMENT . —-
15. ACCESS RESTRICTIONS 0O vyes 0O NO 16. AUDIT REQUIREMENTS
{i1r vyea, c17T taw|s) & reaguLATiON(S) )
— ——f-pHopE 1 STATE 0 FEPERAL 1 INMDEPEMNDENT
17. IS AN INDEX SYSTEM USEDT? e o : PR,
( VEG.EXPLAIN 18. RECOMMENDED RETENT ION
HEIEPFLY AND DESCRIBE ANY "AﬂDhARE/ﬂOI’TWANE) . .
Maintain these records for three (3)
0 ves # no years then destroy.
10, HAKME AND TITLE OF PREPARER 20, TELEPHOMNE Hukian 21. DATE
Linda M. Ihom.u,, Supply OFficier) (301) 7‘)!-111‘)() 01/08/93

Tv—

NGH 350 -4 (REVISED 2/07)




R
L

IHSTRUCTIGHS - -TYPE OR PRINT A
EPARATE FORM FOR EACH NEW OR
FORWARD

<3

REVISED RECORD SERIES,

DEFARTMENT OF GENERAL. SERVICES
RECORDS MAMAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RFFORDS INV[NTURY

1M RECORDS RETENT IO SCHEDULE P.O. BOX 273 pace 5 oF 11
! DGS 350-1) JESSUP, MAHYLAND 2 07 94
1. 2., DIVISION 3, INIT

DEFANKTMENT JAGENCY

Dept. of Transportation

State Illighway Administration

llagerstown Maintenance Gomplex

A GROUPF OF RELATED RECOHDS MHORMALLY WILED

CEFINITION -RECORD SERIES-

REFERENCE AQ BELL

AT _NETENTION _AND_Dl8rou

4. RBECOIN) SERIES TITLE

Material Safety Data Sheets

AND USED AB A UNIT FOR
LTICH rFUREQILY.

El\l(l..l EST YLARJLATEST YEAR
TO

8.

This series is two bound books containing the material safety data sheets for all items

‘N THE SERIES.

used by our shop.

BRIKFLY DEGCRIDE THE TYYPED OF HEFORMA o DOCUM Rt ou
6. RECORD SERIES DESCRIPTION | tHr TION/POCUMENTY [FORNE FOUND
THCLUDE THE PFPURPOSE OGH FUHCTION OF THE uurlzsl

7. RECORND SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
0 LETTER S1ZE 0O MICROFILM 0 ALPHABET1CAL 0 #ILE DRAWER(S)
‘ 0 MICROFILM HEEL(S)
01 LEGAL. 81ZE 0 COMFUTER TAPE 0 NUMERICAL 2 0 COMPUTER TAPE(S)
Nlllll)!ﬁ x
W Lotnid LooKk (1 FLOPPY DISK 0 CHROMOLOG | CAL, OVt ER|SPECIFY)
___Books N
0 Aunto vaPE 1 VIDEO TAPE 01 GEoGRAFHIICAL
10. AMIUAL ACCUMA_ATION
D onur(SeEciey . % omni HSELECIFY 1 FIlLLE DRAWER(S
( , Dlstrict‘# pages, khen forwarddd i (3]
. 1 MICFOF LM REEL(S)
to our offlce, where we insert Hy . [ o . o
h R RUKPR 1) COLIPUTER TAPE (&)
. s e w et the pagc num AL I R L ONNER(SRECIEY ) L
Ve e 1w usen WHENEVER NEEDED V2. e uecomEs inactive arnde NEVER
1 ) wEE a poerr 0 pmorrmi s N YEAR(S
ey wEEa-Y bbb DR : 111114 (=) LYERRLS) ]
13. CURRENT 1LOCATION(S) (BLDG.,FLOOR, ROOM] 14. 1S HECORD SERIES DUPLICATED ELSEWMERE?
(Il’ YES, BPECL‘II'Y IGEI’I:IJCY OH DEF‘&E h
- . - ' ivery shop in the district
Suply Officer's Office 0 ves 0O no y p as
o - a—complete-listing. -
15. ACCESS RLESTRICTIOMS 0ves & pno 16, AUDIT REQUIREMENTS
(1r vea, ci7e Law{s) & rxauLaTion!s) e
- ~H-HerE O STATE 0 FEDERAL 0 |MDEPENDENT
17. 1S AN INDEX SYSTEM USED? (I1r yep.g2PLAIN S
( 18. RECOMMENDED RETENT ION
HEIEVLY ARND DESCRIBE ANY HANDWARE/dOorTware ) . 3 :
As long as the items are being used by
0ves 0 po anyone in the shop, all sheets have to be
maintained. 1If a product is no longer
needed or ceases being used, then the shec
. for the product can be destroyed.

19.

FIAME. AND TITLE OF PREPARER

Linda M.

NG

3I50-4

Thomas, Supply Officier
JX

20,

(301) 7‘)1—4/‘)()

=y

(REVISED 2/07)

TELEPHOMNE HNunLaiR

23. DATE

01/08/93




' IHSTIUCTIGHS - “TYPE OR PRINT A
Il SEFARATE® FORM FOR EACH NEW OR
; REV ISED RECOWD SERIES, FORWARD
[
i

DEFARTMENT OF GLNERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD

AGENCY RECORDS INVENTORY

1. DEFAKRTHMENT /AGENCY

Dept. of Transportation

State llighway Administration

w. RECORDS RETENT ION SCHEDULE P.O. BOX 273 6 11
GE N
{ S50-1] JESSUP, MARYLAND 20794 PAGE OF —
2. DIVISION s, NIT

lagerstown Maintenance Complex

CEFINITIC! -RECORD SERIES-

A GROUPF QF RULATED RECOHDE NORMALLY FILED
REFERENCE AS _WELL AR RETENTION AND DIfFOy

4. RECORN SERIES TITLE

Interstate Route Files

AND USED AB A UNIT FOHN
LTIGH . EUREQILY.

5. EARLIEST YEAR/LATEST YEAR
1992 vo _1993

‘IN THE SERIES.

‘ Correspondence, incoming and

. BRIKFLY DESCRIDE HE YrPEf O QH
6. RECORD SERIES DESCRIPTION ‘ T T F INF HMATION/DOCUNENTHIFOR"S FOUND
INCLUDE THE PFPURPOSE OGR FUNCTION QF THE GEITIES}

outgoing, for specific routes in Washington County.

7. RECORD SERIES FORMAT(S)

X ILETTER S1ZE 0O MICROFILM

IGAL, 51ZE 0O COMFUTER TAPE
D Lotaind ook 1 FLOPPY DISK
(1 aunta vaAPE (1 VIDEO TAPE

1 onuR{SIPECIFY)

8. RECORD SERIES SEQIENCE
0O ALPHABETICAL

0 NUMERICAL

0O CHRONOLOGICAL,

{1 GEOGRAP111CAL.

O oTHER({SHECIFY]__

Route No.

e e
K nanny

18 LISED

0 WEEKLY

12,

0 Morminy an%gﬁ

VOLUME
# #ILE DRAWER(S )
D MICROFILM REEL(S)
3 0 COMPUTER TAFE(S)

NOMhE
whER OTHER{SFECIFY )

AMPILIAL ACLCLIRRA_AT 1O

d Fie DRAVER(S )

€1 141 CROF ILM HEEL(S)
RUKLEW ) COMPUTER TAPE (8 )

10,

FLLE WZCOMI2
CF pormif s)

i S OVHER( SRECIEY. Yoe e

S IMNACTIVE AFTICIE
A yEAR(S)

13,

CUHRENT LLOCATION(S) [BLDG.,FLOOR,RSCM )

Reception Area Upstairs storage area

{ir ves,
0 vyes 0O nNO

13.rs RECORD SERIES DUPLICATED ELSEWHERE?
BFECIFY 20ENCY OH OFF‘CE)

X

O ves MO

BIEITEFLY AND GESCRIRE ANY "AnDhAnE/ﬂOFTNANE)

retain for 7

15, ACCESS RESTRICTIONS .0 YES 0 No 16, AUDIT REQUIREMENTS
{ir ve6, ci7ve Law(s) & REGuULATION|S)
0 HoME 0O STATE 0 FEDERAL O IMNDEPENDENT
17. IS AN INDEX SYSTEM USED? 4 o . K: — e
(rr yeo.mrLain 8. TRECOMMENDED RETENT ION

Current and previous year in active file,

years and destroy

1. MAME AND TITIE OF PREPARLER

Kay Kirk, Office Asst. TII

20, TELEPHOMNE HUIMEAIR

(301) 791-4790

21. DATE

01/08/93

NGSH 350-4 (REVISED 2/07)




IUSTRUCTICNS - -

5

TYPE OR PRINT A
EPARATE FORt! FOR EACH NEW OR
I1SED RECORD SERIES., FORWARD

DEFARTMENT OF GLHNERAL EERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO RQAD

AGENCY RFFORDS INV[NTORY

7 11

Dept. of Transportation

DEFAKTMENT /AGENCY

{ RECORDS RETENT |OH SCHEDULE P.O. BOX 273 P AGE o
|DGS s50-1) JESSUP, MARYLAND 20794 = F
DIVISION 3. NI

2,

State Highway Administration

Hagerstown Maintenance Complex

" BEFINITION-RECORD SERIES-

A JROUPF OF RELATED RECOHDHE NORMALLY WILED

NEFERENCE AS_WELL AS RETENTION AND_D|BPOs

4.

RECORN SERIES TITLE

Monthly Truck Report and Equipment Usage Report- ——

LTICH_ _EUREQIES.

AHND USED AB A UNIT FOR

EARIIEST YULAR/LATEST YEAR
1992 rto 1993

5.

‘N
1.
2.

PRIRKPF DEGC ne = [ 4 o
' 6. RECORD SERIES DESCRIPTION ( [ ¢ Rt T TYPED F lHl-ORMATlON/DOCIIMEHTU/FDRNH FOUND
INCLUDH THE PFPURPOBE OR FUNCTION OF THE HEF'II!E’

THE SERIES.

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

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

7. RECORN SERIES FORMAT(S)
‘LE'I’I‘EH S1ZE O MICROFILM
LEGAL. 812E 0O COMFUTER TAPE
N oiein ook 0 FLOPPY DISK
0 Auntlo TAPE 0 VIDEO TAPE

13.

T onuRr(uIPECIFY)

{3 (ISED

FilEg

U panty N WEEKLY

8. RECORD SERIES SEQUENCE 8. VOLUME
0 ALPHABETICAL % #1LE DRAWER(S)
D MICROFILM REEL{S)
0 NUMERICAL Partial O comrPUTER TAPE(S)
NOMDER
O CHRONOLOG I CAL, 0 OVIER(SFECIFY)
01 GEOGRAPH I CAL T o TTmmTmm T
10. AMHUAL ACCUMULAT IO
0 OTHER({SFECIFY) 8 ¥ii.e DRAWER(S)
1 MICROFILM REEL|S)
Partial
Eﬁfﬂ-??ﬁ' ) COMPUTER TAFE(S )
. ey e = s e ) OVHER(SEECIEY ) — ..
12. piiE BECOMES INAGTIVE AFIT:R
d mormay 0 MorTI| S ) h YEAR(S |
~.___HU!ZJ\.E'EIT e

CURREMNT LLOCATION(S) (BLDG.,FLOOR,ROOM)

4TS RECORD SERIES DUPLICATED ELSEWHERS?

lir ves, sreciry raency on orrice)
Reception Area YES 0O na  District
15. ACCESS RESTRICTIONS 0O vES 0 No 16, AUDIT REQUIREMENTS
{tr veo, ciTe LAw(B) & REGULATION(S]
0 HoreE 0O STATE 0 FEDERAL. 0 ({NDEPEMDENT
17. 1S AN INDEX SYSTEM USEDT (1rF YEG.Z>PLAIN —
18. RECOMMENDED RETENT ION

19,

HEIEFLY AND DESCRIEBE ANY NAHDBARE/BOFTWARE)

0 vyes A no

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

HAME AND TITLE OF PREPARLR

Kay Kirk, 0fF1ce Asst. IIX

20, TELEPHONE HlISL-R~

(301) 791-4790

NCH s30-4 (REVISITD 2/87)

21. DATE

01/08/93

——— ..




I JUSTRUCTICHS: - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

; thAHATE FOR1{ FOR EACH NEW OR RECORDS MANAGEMENT DIVISION A(FNCY RFranS [NV[ NT“RY

; REVISED RECORD SERIES., FORWARD 7278 WATERLOO ROAD T g '"“'“l’l-""‘"

i Vi RECORDS RETENT 10 SCHEDULE P.O. DOX 273 p

. AGE

i G5 350-1) JESSUP, MAHYLAND 20794 £ OF . L
i 1. DEFAKTMENT/AGENCY 2. DIVISION . S.owNIT

' 3 - . 3 *

| Dept. of Transportation State Hlighway Administration llagerstown Maintenance Complex

A GROUP OF HHELATED RECOHDD NORMALLY FILED AND USED AS A UMIT FOR

CEFINITION -RECORD SERIES-
REFERENCE A8 WELL AT RETENTION AND DISPOg|TICOH _PUREQILY.

4. RECORD SERIES TITLE ' _ 5. EARLIEST YEAR/LATEST YEAR
1992  vo 1993

Correspondence - General

BRIX i
' 6. RECOWD SERIES DESCRIPTION ( IXFLY DESCRIBE T} TYPED OF mrom.u-rlou/nocum:u-ru/romm rFOUND .
‘IN THE_ SERIES. SHHELUDA THE PURPOSBE GHR FUNCTION OF THE aurlts)

This series consists of alphabetical filing of...a.l.Lgener.al. 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).

. RECORN SERIES FORMAT(S| : 8. RECORD SERIES SEQUENCE 8. VOLUME
O LETTER S1ZE 0 MICROFILM d(m_pm\g:r.cm, B rie DRAWER( S )
‘ , D MICROFILM REEL(S)
LEGAL. 512E [ COMFUTER TAPE 0 NUMER)ICAL __1_1 0 COMPUTER TAPE(S)
: NOWDER - .
0 Lot ook 0 FLOPPY DISK 0O CHRONOLOG | GAL, 0 OMIER(SHFECIFY
0 Aunio TAPE 0 VIDEO TAPE ' {1 GEOGRAP11 (AL cToT o e
10. AMMUAL ACCUMULATION
N onwe SrECIFY) 1 OTHER({SIHECIFY) 0 FIIlLE DRAWER(S)
01 MICROFILM REEL(S)
- SO RUKUER P COLPUTER TAFE(S)
et e+ oo < . - S TUUPRSIREUTE UUR e L OTNER( SBECIEY Yoo
YR e s nsen 12. . FILE BECOMES INAGYIVE AFNII
KAy € WEEKLY 0 porTLY 2 0 mormifs) 2 A year(s)
e e RSN ISR (#1111 4 1) et
13. CURRENT ILLOCATION(S} [BLDG.,FLOOR,ROOM] 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

t1r ves, sreciry saency on OrFrice)

- . 0 8]
Reception Area & upstairs storage room VES O

15. ACCESS RESTRICTIONS O vyES 0 No 16. AUDIT REGQUIREMENTS

l1r ve6, cive Law{B) & reaGuiaTion|s) ,
# NoME O STATE 0 FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USEDT [1r vyES.EXPLAIN - ——
[ ' 18. RECOMMENDED RETENT ON
BEIEFLY ARND DESCRIBE ANY HANDRARE/ SOrrTware )

Keep current and previous year in active

0ves & pno
file, retain for 7 years and destroy.

1., MAME AND TITLE OF PREPARER 20, TELEPHOMNE ML R 21. DATE

Kay Kirk, Office Asst. TT1T (301) 791—4790 01/08/93

NGS 3s50-a4 (REVISED 2/087)




l l[ISIhUCTI(“Li--TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
i SBEPAHATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS TNVENTORY
| REVISED RECOND SERIES, FORWARD 7275 WATERLOO ROAD '"“""”""'”"é’ ‘"'_"II'—"
N RECOKDS RETENTIOH SCHEDULE P.O, DOX 2793 PAGE o
AGE - .
DGS 3B50-1) — JESSUP, MARYLARD 20794 F -
1. DEFAKTMENT /AGENCY 2. DIVISION 3. tNIT
' 3 ) r) 3
| Dept. of Transportation State llighway Administration llagerstown Ma}_ntenance Complex

A QROUP OF RELATUED RECOHDE NORMALLY FILED AND USED AB A UNIT FON

" BEFINITION -RECORD SERIES-

REFERENCE A8 BELL AT RETENTION AND DISPOSITICH _PUREQIEN.
5. EARLIEST YLAR/LATEST YEAR
Permits 1992 ro 1993

BRIK ESC 4 o
' 6. RECORD SERIES DESCRIPTION | IxrLy o RIBE THE TYPED OF INFOHMATION/DOCUMENTH /FORMS FOUND
‘IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BEFIES |

4. RECOR SERIES TITLE

‘ 1. Residential Permits and forms (1 drawer).
2. Utility Permits and forms (3 drawers).

3. Commercial Permits and forms (1 drawer). e

7. RECORND SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
LETTER S1ZE [ MICROFILM f1 ALPHABETICAL ¥ 71LE DRAWER(S)
0 MICROFILM REEL(S)
LEGA(. 412t O COMFUTER TAPE 0 NUMERICAL, .5 O COMPUTER TAPE(S )
. 1IER . .
U Loinid LooK 1 FLOPPY DISK 0 CHRONOLOGICAL, t oniER(SFECIFY)
0 Aaupto vaPE [ VIDEO TAPE 01 GEOGRAPIIIGAL T e T
10. ANMUAL ACCUMULLAT 1O
N oTIwR| SFECIFY) & OTHER([SHECIFY ) B rie DRAWER(| S )
5 0D MICROFILM REEL(S)
) Route No. RURUIER [ COMPUTER TAPE (& )
e R ——— e THER(SRECIEY )
Ve g s usED 12. FILE UECOMES INACTIVE AFTLEN
R oAy 1 WEEKLY 0 poNTHLY 1 0 mormi| s) 14 YEAR({ &)
R e NN I 1171114 5 s
13. CUKRREMT LOCATION(S) [BLDG,,FLOOR,ROOM)| 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
{i1r ves, sPECIFY r0eNCY O OFrFice)
Reception Area and upstairs storage room ... P YES Do
15. ACCESS RESTRICTIONS O ves a0 Nno 16, AUDIT REQUIREMENTS

{1r vyea, ciTe Law(B) & REGuULATIONS)
0 NOME 0O STATE 0 FEDERAL 0O {NDEPENDENT

17. IS AN INDEX SYSTEM USED? IV YRO.E)XPLAIN —
( * 18, RECOMMENDED RETENT ION

BHEIErLY ANO OLSGCRIBE ANY HAnDI!AnE/BOFTNARE]
Current and previous year in active file

0 ves X no
retain for 10 years.

19, MAME AND TITLE OF PREPARER 20, TELEPIHONE thmutan 21. DATE

TTT (301) 791-4790 01/08/93

Kay Klrk, Ofﬁce Asst.

DCS asn-4 (RUVISED 2/87)




l INSTRUCTICHS - - TYPE OR PRINT A

i SEPARATE FORM FOR EACH NEW OR

| REVISED RECOKRD SERIES. FORWARD
: 'l RECORDS RETENT IO SCHEDULE
! (85 550-1)

DEFARTMENT OF GLNERAL. SERVCES
RECORDS MAMAGEMENT DIV1S 10N
7275 WATCRLOO ROAD
P.O. DOX 273
JESSUP, MAHYLAND 20794

RDS INVENTORY

AGENCY RECO

11

10

PAGLE OF

{. DEFAXTMENT /AGENCY

!
| Dept. of Transportation

2, DIVISION

State lighway Administration

s. INIT

A GROUF OF RHLATED KECORDD NORMALLY FILED

‘ BEFINITION-RECORD SERIES-

REFERENCE AS_WELL AD NETENTION_AND_DISros

4. RECORN SERIES TITLE

Proposal book and construction contracts

AMND USED AB A UNIT PFOR
LTICH PUREQIEN.

5. EARLIEST YUAR/LATEST YEAR

To _1993

1992

DRI ESC ne He Yreg o 1FaOKRM o o
' 8, RECONI SERIES DESCRIPTION ‘ rLyY o Rl T h F INFORMATI N/D CUNENTU/I’ORMS FOUND

‘IN

THE SERIES.

TNCLUDE THE PURPOSE OH FUNCTION OF THE ﬂﬂl’!’l!ﬁ‘

: Proposal books and contracts for work to be performed in Washington County, and contract

correspondence (2 .drawers)

7. RECORN SERIES FORMAT(S| 8. RECORD SERIES SEQUENGE 8. VOLUME
XL LETTER S1ZE O MICROFILM 0 ALPHABETICAL o 71LE DRAWER(S)
0 MICROFILM REEL(S)
TEGAL. $1ZE O COMFUTER TAPE 0 NUMERICAL, .2 £} COMPUTER TAPE(S)
NUMDER o S ER(S
(Ot LOOK O FLOPPY DISK 0 CHRONOLOG | CAL, ) UIMER({SPECIFY |
01 Aup1O ‘rAapeE 0O EO TAPE 01 GEOGRAPtI]CAL T em T e e
ot APE vip PE $0. AMMIIAL ACCHMULAT I OM
1 OTHER (| WPECTFY) ﬂ»OTHER(SFECIFY) 8 FILLE DRAWER(S)
2 0 MICROFILM RLEL(S)
. Contract No. RUGEW 1) CONPUTER TAPL (S5 )
e e - ey et o e b [ ONMER(SRECIEY ) .
VU R e 1S GSsED 12. FlLE UCCOMES IMAGTIVE AF 1K
0 : a 1 O MoMTH | & 1 X vear(s
o vad I.T WEEKLY MON‘I_'_I—II..\;" _____ e _-.*(_-_-_L___-“ YEAR (.__’_w__._._
13. CURRENT 1LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATLD ELSEWHERE?
Li1r ves, sreciry raency ow orrice)
Reception Area O ves 0O no
15. ACCLESS RESTRICTIONS 0O YES a No 16, ALUDIY REQUIREMENTS
[sr ven, cive raw(s) & rREauLATION(S)
N NoME O STATE 0O fFEDERAL 0O INDEPENDENT
17. IS AN (NDEX SYSTEM USED? (K 4 B.EXPLAIN @ | = —em
L1r ves, 18 TRECOMMENDED RETENT ION
HEIRBNLY AND DESCRIBEE ANY HATIDIIARE/!!OFTWANE)
a0 ves X no Retain 1 year after completion date
19. MAME AND TITLE OF PREPARCR 20, TELEPHONE MIMULRA 21. DATE
(301) 791-4790 01/08/93

Kay Kirk, Office Asst. T11

DGH 3s0-a (REVISED 2/07)




INSTRUCTIGHS - - TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECOKD SERIES. FORWARD

V4 RECOHDS RETENT ION SCHEDULE
‘ﬁ S50-1)

DEFARTMENT OF GLENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD
P.O. BOX 273
JESSUP, MAKRYLAND 20794

AGENCY RECORDS INVENTORY

1)

11

PAGE . OF

i . DEFAKTMENT /AGENCY
Dept of Transportation

2. DIVISION
State Highway Administration

5. wuT
Hagerstown Maintenance Complex

A GROUP OF RELATED RECONHDS NORMALLY PJLED

' BEFINITION-RECORD SERIJES-

REFERENCE AS WELL AS RETENTION AND DIBPOs

4. RECORD SERIES TITLE

Citizen Complaints

AND USED AB A UNIT FOR

rI.lQ.N_..EUBEQSE:L
5. EARLIEST YLAR/LATEST YEAR

1988  Tto _1993

.} =
© 8. RECOMWD SERIES DESCRIPTION | RIKFLY DESCRIDE THE TYPES OF INFOKMATION/DOCUMENTE [FORMB FOUND

‘IN

' This is a series of Citizen Complaints on Maryland routes of:

THE SERIES. INCLUDH THE PU

RPOSE OR PFPUNCTION OF THE BE"IBB‘

hazardous road conditions,

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

damage.

7. RECORN SERIES FORMAT(S]

X LETTER S1ZE O MI1CROFILM

.I.EGAL

51z O COMFUTER TAPE
Ll otein ook O FLOPPY DISK
0 Aublo rAPE 0O VIDEO TAPE

0 OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
0 ALPHABETICAL

00 NUMERICAL

0 CHROMOLOGICAL,

0 GEOGRAPHICAL,

X OTHER(|SFECIFY)

Filed by month and No. of

8. VOLUME

O FILE DRAWER(S)
D MICROFILM REEL(S)
4 0 COMPUTER TAPE(S
NUMDER (s]

R M oriER(SPECIFY)
Notebooks

AMMUAL ACCUMULAT ION
0 FI1.E DRAWER(S}
0 MICROFILM REEL(S)
ROMUER [} COMPUTER TAPE(S)

10.

Complaint. — e D CNNER(SEECIEY.)_ .

e FlLE 1S USED 12. FILE BECOMES INAGCTIVE AFTER

% oalr. 0 WwEEKL Q0 MOMTH 1 0 poNTH(S % vear(s
L oany Y Y | mumwew (s | YEAR(S]
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) t4. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(IF YES HSPECIFY J.GENCY OR OFFCCE)
Réception ‘Area a ves NO

15. ACCESS RESTRICTIONS QO YES 0 NOo 16. AUDIT REQUIREMENTS

{1r vEs,

ci1TvE LAaw(8) & REGuLATION(S)

0 NONE D STATE

O FEDERAL 0O INDEPENDENT

17, IS AN

INDEX SYSTEM USED? (I1rF YES.E)PLAIN
BREIEFLY ARD DESCRIEBE ANY HAnDBARE/SOFTWARE)

18.

RECOMMENDED RETENT 1ON
Current and previous year in active file,

0 YES D No retain for 7 years.
M v . 5
19. MAME AND TITLE OF PRLPARLR 20, TELEPHONE HUMLLR 21. DATE
(301) 791-4790 01/08/93 : e e

Kay Kirk, Office Asst. II1

NDCS 350-4 (REVISED 2/87)




