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RECORDS RETENTION AND DISPOSAL SCHEDULE
AGENC1 DIVISION

Itam
DESCRIPTION RETENTION

Federal Grants
These files contain support data for federal grant awards,
award documentation, the proposals submitted, expenditures
of funds, progress and final reports, and Financial Status
Reports.

Contracts ^
Files provide supporTf3g data for special, general, and
federal projects. In acfSition, these files contain
informationon expenditures for project studies BB-4's
contracts,correspondence, reports, award notices,
and invoices.

Reader
Reader file copies of correspondence filed chronologically.

General Files
Maintainedby subject, some broken down by FY chronologi-
cally.

Power Plant Research Reports
198 different reports pertainingto a varietyof
subjects concerning the Power Plant Research
Program. (Distributedto the public upon request;
some sold).

Elms Property
Files and information on the Elms Property, St. Mary's
Co., (power plant site). These files include historical
information, tenant information and service contracts.

Permit Review Application-Correspondence Project Review
environmental review permit applications, supporting
documents, and related correspondence.

Retain 3 yrs.,or until all audit
requirements have been fulfilled,
then destroy.

Retain 5 yrs., after contract
completed or until all audit
requirements are fulfilled,
then destroy.

tetain 2 yes. tiren destroy.

Sateen annually, dsstcoy material no
longer needed for current business. •
Directives, policies, other materials
related bo planning & policy that
illustrates the development of the '
agency, retain permanently for
eventual transfer bo the Archives.

Ffetain permanently. Transfer
periodically to j© state Archives.
Send a maxinuTi of tovo copies of
each report.

Same as Item tt 5.

Retain 30 yrs., then destroy.

Schedulo Approved by Department,
Agency, or Division Representative

Schedule Authonzedby
Hall ol Records CommiHall ol Records Commisfiiop /J g
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Item
No. Description Retention

8

10

11

14

15

16

17

18

19

Sports Fisheries Advisory Commission Minutes and
reports of the Advisory Commission.

Fisheries Permits
Short Season quota-based commercial fishing permits.

Sport Fishing License Records '
Sport Fishing License Applicationdata.

Commercial Catch Records
Hard copy of monthly-report of catch by commercial
harvesters of fin fish, oysters, clams, and crab
result from monthly random samples.

Scientific Collection Permits
Scientific collection permits as per MD regulations.

Rivers Commission
Materials related to rivers and the Commissions
regulating them. Contains background with agreements
and policies or problems which arise.

Seaside and YellowPerch and crab files. Fish
population information. Data concerning annual
research and monitoring of targeted species and
habitat conditions.

Tidal Fish License Revocation
Legal documents supporting revocation of a persons
Tidal Fish License.

Code of Maryland Regulations- Fisheries
Forms and analyses relative to developmentof
Fisheries Regulations.

Artificial Reef Permits
Permits and monitoring documentation.

Landfill Files
Files, folders, plans, drawings,and assorted documents
on all existing landfill records.

Oyster Propagation Records
Files contain scientific reports, harvest records,
shell dredging, surveys, etc.

: ' ' i
Retain Permanently.
Transfer periodically to the '
Maryland State Archives.

Retain 2 yrs., then destroy.

Retain 1 yr., then destroy. ,

Same as Item # 9.

Retain 5 yrs., then destroy, j

Same as Item # 8.

Same as Item # 8.

Retain 30yrs., then destroy.

Same as Item # 1 5 .

Same as Item # 8-

Sanie-'a'S"lterrr#~8." ~,t. i

Same as Item U 8.

F i e . RA



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BBO-I )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE /' OF d>&

I. DEFARTMENT/ACENCY

Natural Resources

2. DIVISION Chesapeake Bay
Research & Monitoring Div.

3. UNIT

Tidewater Administration

DEFINITION-RECORD SERIES-* O l t O U F O F ««-*T*D **CORD« NORMALLY FILED AND U K D A* A UNIT FOB
RKFKRKNCK A«' WEH. AW RETENTION AND PtBPOBITION PURPO1EI

4. RECORD SERIES TITLE

Federal Grants
8 . EARLIEST YEAR/LATEST YEAR

89 TO 92

«. RECORD SERIES DESCRIPTION (•"IW'ur B M C H I K THE TVFES OF" INFORMATION/DOCUMENTB/FORM* FOUND
•IK. THE SERIES. INCLUDE THE FURFO8E OR FUNCTION OF TH( SERIES )

Theses files contain support data for federal grant awards, award documentation, the
proposals submitted, expenditure of funds, progress and final reports, and Financial
Status Reports.

•

7. RECORD SERIES FORMAT(S)

M LETTER SIZE O MICROFILM

a LEGAL SIZE O COMPUTER TAPE

O BOUND BOOK • FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

B ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL.

O GEOGRAPHICAL

° OTHER(SPECIFY)

9. VOLUME

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

1/2 D COMPUTER TAPE(S)
HUUmm* 0 OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

H FILE DRAWER(S)
±/4 D MICROFILM REEL(S)

KTHIOTr ° COMPUTER T A P E ( S )

D
II FILE IS USED

D DAILY ^ WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER
3 D MONTH(S) < X Y E A H ( S )

13. CURRENT LOCATION(S) (BUDG..FLOOR.ROOM)

Tawes State ofc. Bldg., B-2

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF VTB, BFKCIFV /.OfNCY OR OFFICE)
O YES H NO

IS. ACCESS RESTRICTIONS Q YES M NO

(IF Y K S , CITK t-Awim) a RKO U L A T I O N I S )
16. AUDIT REQUIREMENTS

O NONE D STATE 35 FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF VKS.KXPLAIN
BRIEFLY AND OlfCRIM ANY HARDIAKK/ BOFTWARK ) 18. RECOMMENDED RETENTION

Q YES £ NO
Retain for (3) years from the date of an
acceptable final. Financial- Stsatus report
or until audit resolution' is"'[reached,
whichever is later.

n>^>

NAME AND TITLE O F PREPARER

Karen Spencer
Administrative Officer

20. TELEPHONE NUMBER

410-974-3782

2 I. DATE 3*

June •£, <a09>2.r;;ov-*j^.*M *!"

DOS 350-4 (REVISED 2 / 0 7 )



4
I f <STRUCT 1QNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DCS 990-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE £ OF (£$^

I. DCPARTMENT/AGENCY

Natural Resources

2. DIVISION

!oastal Resources Division

a. UNIT

Tidewater Admini stration

DEFINITION-RECORD SERIES-A OROUP OF RELATED RECORDS NORMALLY FILED AND UtCO A* A UNIT FOR
REFERENCE AM »ELL AW RETENTION AND DISPOSITION PU»PB«g»

4. RECORD SERIES TITLE

Grants - Federal Coastal Zone Me

Section 306/306A
Section 309

S. EARLIEST YEAR/LATEST YEAR

85 TO 92

• . RECORD SERIES DESCRIPTION (•»Jfn-r DmmcnlBK THE TYPES Or INPORMATtON/DOCUMEHTS/PORMS FOUND
•IN THE SCRIES. . INCLUDE THK PURPOSE OR FUNCTION OP THE lErtEl)

These files provide all federal grant awards, award documentation, federal grant
applications, financial status awards, extension, correspondence pertaining to'
these grants. .

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

LEGAL SIZE • COMPUTER TAPE

'D BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE O VIDEO TAPS

Q OTHER(SPECIFY)

8. RECORD SERIES SE

• ALPHABETICAL

• NUMERICAL

>1XCHRONOLOOICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
X^FILE DRAWER! S)
• MICROFILM REEL(S)

3 D COMPUTER TAPE(S)
NUtakE* Q OTHEUJSPECIPY)

1 0 . ANNUAL IT IONLL ACCUMULAT
/Q FILE.DRAWER(S)

3/4 O MICROFILM REEL(S)
RTJHWrD COMPUTER TAPE(S)

Q nrrnPB(fiprriFY)

I I t . FILE IS USED

B DAILY GCtaEEKLY • MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER
5* • MCNTH(S) a YEAR(S)

I 13. CURRENT LOCATICN(S) (BLDO. .FLOOR. ROOM)

Tawes State Office Bldg. B-2

14. IS RECORD SERIES DUPLICATED ELSEWHERET
t i p vca, • p r c i r v /.OEKCT OR OFFICE),
• YES ^ NO

IS. ACCESS RESTRICTIONS a YES £ NO
(IP YM, CITK LAW(S) * RiauUATION(s)

16. AUDIT REQUIREMENTS

• NONE • STATE ^ D E R A L • INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( IF VKS.EXPLAIN
BRIEFLY AKO DUCRIU ANY HARDWARE./•OFTWARE)

O YES XK NO

18. RECOMMENDED RETENTION

At least 5 years after completion of Federal
Grant requirements and until all audit require
ments are fulilled.

r. NAME AND TITLE OF PREPARER

Trudi Baer - Admin. Officer

20. TELEPHONE NUMBER

410 - 974-2784

2 I. DATE

6-12-92

DCS 990-4 (REVISED 2/87)



• _

I f JSTKUCT IQNS • - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

fcWITH RECORDS RETENTION SCHEDULE
'(DCS BBO-I )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE Q OF C?oL

I . DEPARTMENT/ACENCY

Natural Resources

2. DIVISION

Coastal Resources Division

S. UNIT

Tidewater Administration

DEFINITION•RECORD SERIES'A OROUP or RELATED RECORDS NORMALLY PILED AND uin AS A UNIT FOR
MPKMWCT A* WELL A* RETENTION AND DIBPOIITtCN PUHPOlet •__

J 4. RECORD SERIES TITLE ' Sanctuaries and
; Grants - Federal Coastal Zone Management Reserves - Sec. 31^

8. EARLIEST YEAR/LATEST YEAR

as TO q?

, •RIBFLY DESCRIBE TMC TYPES Or INFORMATION/DOCUMENTS/FORM* FOUND
• • RECORD SERIES DESCRIPTION ( w , ^ . _,_,__ '

•IN THE SERIES. . INCLUDE TMK PURPOSE OR FONCTION OF THI WP1E»]

These files provide all federal grant awards, award documentation, federal grant
applications, financial status awards, extensions, correspondence pertaining to
the individual grants.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE • MICROFILM

LEGAL SIZE D COMPUTER TAPE

BOUND BOOK ° rLOPPY DISK

• AUDIO TAPE a VIDEO TAPS

O OTHER(SPECIFY)

8. RECORD SERIES SE

• ALPHABETICAL

• NUMERICAL

XR CHRONOLOGICAL

O GEOGRAPHICAL

O OTKER(SPECIFY)

9. VOLUME

3
NU&EET

•a FILE DRAWER(S)
• MICROFILM REEL(S)
• COMPUTER TAPE(S)
• OTHER!SPECIFY)

t O . ANNUALL ACCU
• 0 " F I U

ULATION

. FILE DRAWER(S)
1 / 2 a MICROFILM REEL(S)

RTJHWrO COMPUTER TAPE(S)
D erruPtti sp r r i FV \

! " * FILE IS USED

O DAILY X5J WEEKLY 0 MONTHLY

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

Tawes State Office Bldg.i - B-2

l2* FILE BECOMES INACTIVE AFTER

5* D MONTH(S) Q YEAR(S)

1 4 . IS RECORD SERIES DUPLICATED' ELSEWHEREt':
t l F VKt, SPKCIFV' /.OENCT OR OFFICe)
a YES 5? NO ;

IS. ACCESS RESTRICTIONS • YES 5?XN°

(IF VKS, CITK LAW(S) * RKaULATION(s)
16. AUDIT REQUIREMENTS

Q NONE ° STATE D FEDERAL ; P • ^ E P E N D E N T

17. IS AN INDEX SYSTEM USED? (|F VKB.KXPLAIN

BRIKPLY AND CKICNIBS ANY HAROBARK/SOPTWARK i

• YES & NO

18. RECOMMENDED RETENTION

At least 5 years after completion of Federal
Grant requirements and until all audit
requirements are fulfilled.

r. NAME AND TITLE OF PREPARER

Trudi Baer - Administrative Off.

20. TELEPHONE

410-974-2784

2 I . DATE

6-12-92

DCS SBO-4 (REVISED 2 / 6 7 )



fNSTPVCTK2NS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BBO-I )

t . DEPARTMENT/AGENCY

-D A/ r\ /T'I APL) ,\Tt° r Ham; n

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT D I V I S I O N

727B WATERLOO ROAD
P . O . BOX 278

JESSUP. MARYLAND 20704

2. DIVISION

AGENCY RECORDS INVENTUK'

PACE *j or boi.

a: UNIT

• DEFINITION-RECORD SERIES'* anOU'' O F «LATKD RKCORDS NORMALLY rlLKD AND VKD AS A UNIT rOH
RKfgRgNCK A« IKU. A» RKTKNTIOM AND PIBrOSlTIOM >UWrOBg« •__

A. RECORD SERIES TITLE

r€ n P r" ?v / /»- r ̂ i "7" f//^
B. EARLIEST YEAR/LATEST YEAR

9. RECORD SERIES DESCRIPTION immtKruV OK«CRIBK TKK TYMCS OF" INrORMATION/DOCUMKNTS/rORMS POUND
•IN THE SERIES. . INCLUDK THE PURPOSE Oil FUNCTION Or THK K n e i ]

fgc/eri/ 6̂

"n..,.,

7. RECORD SERIES FORMAT(S)

° LETTER SIZE O MICROFILM

ETLEGAL SIZE • COMPUTER TAPS

O BOUND BOOK D FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPS

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

NUMERICAL

D'CHRONOLOOICAL

• GEOGRAPHICAL

D OTHER{SPECIFY)

B. VOLUME

NUUEKIC

B^FILE DRAWER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S) .
a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
O^FILE DRAWER(S)

I/;/ O MICROFILM REEL(S)
hhUkUM a COMPUTER TAPE(S)

n nnrmrp(gPFglFY)

II . FILE IS USED

Q DAILY a WEEKLY iMONTHLY

tZ' FILE BECOMES INACTIVE AFTER
~~ D MONTH(S) t^YEARtS)

• ; 13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
kir vrs,.irecirr /.arKcy on oprice)
O YES X NO

IS. ACCESS RESTRICTIONS O YES ^ N O
(If YKS, CITK LA»(«) A RKOULATION(s)

10. AUDIT REQUIREMENTS

B NONE X'STATE //0VEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? (tf YKS.K>J*UAIN
• f.-IKFLY AKD DKSCRIBK ANY HARDIARe/tOrr«AR()

IS. RECOMMENDED RETENTION

a YES p. NO

kit. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

Cfa> ?7/'3733

2 I . DATE

DGS 380-4 (REVISED 2 / 8 7 )

Fig. 7



•

I f ̂STRUCT IQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

,\ WITH RECORDS RETENTION SCHEDULE
(DCS B80-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE O OF 6>.<R

1. DEPARTMENT/AGENCY

Natural Resources

2. DIVISION

Coastal Resources Division

3. UNIT

Tidewater Administration

DEFINITION-RECORD SERIES A amour or RKLATBD M C O R D I NORMALLY PILXD AND utio AS A UNIT FOR
"RKFKRKNCK A« »8U. A« WKTKNTtOH AND PIBFOBITION fUHPOBgl •__

4. RECORD SERIES TITLE
Section 309

Contracts - Coastal Zone Management - Section ̂ Ofi/̂ OfiA

5. EARLIEST YEAR/LATEST YEAR

85 TO 92

• . RECORD SERIES DESCRIPTION (""J*^ B « C I I I « ™ * • * « • °" "NFOHVATfON/DOCUMKNTB/rORM. fOUHD
•IN THE SERIES. . INCLUDK TMK PURPOSE ON FUNCTION OF THK SKPMKS)

These files provide original contracts, BB-4's, invoices, all supporting
correspondence for federally funded coastal zone management projects. In addition,
all related project reports are also maintained.

7. RECORD SERIES FORMAT(S)

(XO LETTER SIZE O MICROFILM

HXLEGAL SIZE P COMPUTER TAPE

O BOUND BOOK • FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

a ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

• OTHER(SPECIFY)

9 . VOLUME
XJ? FILE DRAWER(S)

O MICROFILM REEL(S)
Q COMPUTER TAPE(S)
DXOTHER(SPECIFY)

'Fi1e hoxps ' :

8
HXJBSSK •

10 . ANNUAL ACCUMULATION
JOFILE DRAWER(S)

I D MICROFILM REEL(S)
fitBWirD COMPUTER TAPE(S)

•': I'O OTMFP(RPFrlFY)

II FILE IS USED

)0fDAILY • WEEKLY B MONTHLY

12. FILE BECOMES INACTIVE AFTER
•*-•'.(,

NUMBKW
• MONTH(S) O YEAR(S)

I IS. CURRENT LOCATION(S) (BLDO..FLOOR.ROOM)

(file boxes in basement storage
Tawes State Office Bldq. - B-2

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlF **•» IKCIPV AOr.NCT OK OFFICE)
Q YES *> NO

IS. ACCESS RESTRICTIONS Q YES q<NO

(IF VIS, CITK LAl(l) ft RKOULATIONt*)

16. AUDIT REQUIREMENTS

° NONE JP STATE XX FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( IP YKS.O7UAIN

BRIKFLY AKD DKSCRIMJt ANY MARDBAKK/SOPTWAMC)
IS. RECOMMENDED RETENTION

&™ NO Contracts are filed by
consecutive contract no.
within a given project.

At least 5 years after- completion"of .Federal
CZM Grant and until all audit iequiremen-
are fulfilled.

NAME AND TITLE OF PREPARER

Trudi Baer - Admin. Officer

20. TELEPHONE NUMBER

410-974-2784

2 I . DATE

6'-12r-9.2; ,;v r * I -i: "•» K - "'
ttr

DCS 580-4 (REVISED 2/87)



4
INSTPUCT IQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS BBO-I)

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE J±__ OF (<>&

1. DEPARTMENT/AGENCY

Natural Resources

2. DIVISION

Zoastal Resources Pivisi or

3. UNIT

Tiriewat.gr Adminigfrafinr

DEFINITION-RECORD SERIES A OROUP OP RELATED RECORDS N O R U U V PILED AND USED AS A UNIT FOR
REFERENCE AS SELL AS RETENTION AND DISPOSITION P U U f B . g l

4. RECORD SERIES TITLE
Chesapeake Bay National Estuarine Research

Contracts -Reserve - Maryianri
9. RECORD SERIES DESCRIPTION imHtKWXmT OMUCMtmtt THE TYPES Or INPORMATION/DOCUMKNTS/PORMS FOUND

•IN* THE SERIES. . INCLUDE TMK PURPOSE OH FUNCTION OF THE UPiei)

These files provide original contract's, BB'4s, invoices, all supporting correspondence
for federally funded projects pertaining to CBNERR-MD program. In addition, all
related project reports are maintained.

7. RECORD SERIES FORUAT(S)

30fa LETTER 8IZE ° MICROFILM

LKOAL SIZE • COMPUTER TAPE

• BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE • VIDEO TAPS

• OTHER(SPECIFY)

8. RCCORD SERIES SEQUENCE

• ALPHABETICAL

XS NUMERICAL

O CHRONOLOOICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

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

£ D COMPUTER TAPE(S)
K G H ¥ S * D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

-fl FILE DRAWER(S)
, ,-. a MICROFILM REEL(S)

NtftlltW ° COMPUTER TAPE(S)
• (YrHFP(fiPFC)ITY)

It . FILE IS USED

X> DAILY • WEEKLY • MONTHLY

12. FILE BECOMES INACTIVE AFTER
5* D MCNTH(S) XHYEAR(S)

13. CURRENT LOCATION(S) (BLDO. .FLOOR.ROOM)

TAWES State Office Bldg., Annapolis B-2

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlP Vtl, SPECIFY /.OfKCY OR OFFICE )
• YES 19 NO

19. ACCESS RESTRICTIONS O YES J? NO

(IF YES, CITE LA*(a) a RBaULATION(s)

16. AUDIT REQUIREMENTS

O NONE ^ STATE X> FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (lF YES.EXPLAIN

•RIEPLY AKO DKSCRimB ANY HARDS ARE/SOFTWARE )

)P YES o NO contracts are" filed by

consecutive contract numbers

within a given project.

18. RECOMMENDED RETENTION

At least 5 years after completion of Federa
CZM Grant and until all audit requirements
are fulfilled.

9. NAME AND TITLE °P PREPARER

Trudi Baer - Administrative
Officer - PRD

2 0 . TELEPHONE NUMBER

410-974-2784

21 . DATE

6-12-92

DCS BBO-4 (REVISED 2/87)



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

7i' / \—i
OF GgoC

I. DEPARTMENT/ACENCY
Natural Resources/Tidewater
Administration

z. DIVISION Chesapeake Bay
Research & Monitoring Div.

3. UNIT
Tidewater Administration

DEFINITION-RECORD SER1ES-A amOU* OW «"-ATKD KCOUDI NORMALLY PIUO AND UIID AS A UNIT FOR
RBFKRKNCK AS K U . AS RKTKNTION AMD PIBPQIITION PURPOSES

4. RECORD SERIES TITLE

"Contracts - Management Studies and Consultants"
8 . EARLIEST YEAR/LATEST YEAR

88 TO 9±

9. RECORD SERIES DESCRIPTION lmnlKn-r OHCRIBK TKX TYMI Of INrORMATf ON/DOCUMENTS/FORMS FOUND
IK THE SERIES. . INCLUDK TMJC PURPOSE ON FUNCTION OF THC SBR1EI)

The files provide supporting data for special, general and federal projects. In
addition, these files contain information on. expenditures for project studies. Files,
contain BB-4's, contracts, correspondence, project reports, contract award notices (for
non-exempt contracts) and invoices-

7. RECORD SERIES FORMAT(S)

Cf LETTER SIZE O MICROFILM

R LEGAL. SIZE • COMPUTER TAPE

• BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE O VIDEO TAPS

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

n NUMERICAL

H CHRONOLOGICAL.

0 GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

ft FILE DRAWER(S)
• MICROFILM REEL(S)

2 1/2 D COMPUTER TAPE(S)
^ ^ ^ D O T H E R l SPECIFY)

10. ANNUAL ACCUMULATION
& FILE DRAWER(S)

jy4 D MICROFILM REEL(S)
Rramrr° COMPUTER TAPE(S)

D QTHFPfRprrirvi

II . FILE IS USED

& DAILY • WEEKLY O MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER '

mW "MONTHtS) * Y E A R ( S )

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

Tawes State Ofc. Bldg., B-2

1 4 . IS RECORD SERIES DUPLICATED. ELSEWHERE?'
( I F YCS i K C i r v /.qrwcv OR^OFF'IC^E)"* *
D YES O NO

. . I

18. ACCESS RESTRICTIONS Q YES H NO
(IF YKS, CITK LA*(S) A RKOULATION(S)

18. AUDIT REQUIREMENTS • - V ''

Q NONE H STATE • FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( IF VKS.KXFUAIN
•RIIFLY AKD DKSCRIBK ANY HARDIARK/ SOFTWARK )

^ YES a NO Contracts are filed by Project:
001 - Gen. Dir.
002 - Impact Assessment

003-Fisheries Research, 004-Power Plant
Topical Research, 005-Toxics, 007 Oxford,

•3 Habitat • Impaeto

18. RECOMMENDED RETENTION :
i

5 years after completion of project and i
until all audit requirements are ful- j
filled, then destroy.

0?9. NAME AND TITLE OF PREPARES
Karen Spencer
Administrative Officer

20. TELEPHONE NUMBER
410-974-3782

2 1 . DATE

6/9/92

DCS 3 5 0 - 4 (REVISED 2 / 8 7 )



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 5 8 0 - 1 )

1 . DEPARTMENT/AGENCY

T>N'R /T;jeuAT*?r AAr»;n.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT D I V I S I O N

7278 WATERLOO ROAD
P . O . BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

Fs&Arr-i + A

AGENCY RECORDS INVENTORY

PACE 71 OF G^\

3. UNIT

' DEFINITION-RECORD SERIES-* amOVn Or ">LATKD RECORDS NORMALLY* PILED AND USED AS A UNIT rOR
REFERENCE AS WELL AS RETENTION AND DUrOBITIQW PUHrOBgl •__

4. RECORD SERIES TITLE ' •

' Fisler :*»s~$);(/i 5 i*f" Co*Tr*cT Fi/e-S
8. EARLIEST YEAR/LATEST YEAR

/?#£ TO /?#?

•. RECORD SERIES DESCRIPTION lmHlmrUY D U C R I K TKK TYPES OP* INPORMATION/DOCUMKNTB/PORMS fOWD
•IN THE SERIES. , INCLUDK THE PURPOSE OR FUNCTION OP THK SKFrtES]

7. RECORD SERIES FORMAT(S)

B LETTER SIZE O MICROFILM

LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE a VIDEO TAPE

O OTHER(SPECIFY)

«. RECORD SERIES SEQUENCE

• ALPHABETICAL

^NUMERICAL

D CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

9..VOLUME

X rxxje. DRAWER(s)
' • D MICROFILM REEL(S)

^ D COMPUTER TAPE(S)
**USSSW a OTHER( SPECIFY)

10. ANNUAL ACCUMULATION'
• , }i FILE DRAWER(S)
-'• 'l/A.' ,Q^MICROFILM REEL(S)

LUUligw D COMPUTER TAPE(S)
O QTHgP(KPFriFY)

! "* FILE IS USED

a DAILY WEEKLY O MONTHLY

t '
« | 13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM)

12 • FILE BECOMES INACTIVE AFTER
-3*" O MONTH(S) ^YEAR(S)

NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERET
( I F vrs. trtcirr /.orNev OR orrice)
D YES R N O

18. ACCESS RESTRICTIONS • YES ^f NO
(if YKS, CITE LA*(s) A REGULATION!8)

IS. AUDIT REQUIREMENTS

D NONE y( STATE ^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 ( I F V E S . E > J > L A I N

• r?l«ri_Y AND D H C R I l i ANY NARDIARe/ SOFTWARE ) IS. RECOMMENDED RETENTION

YES ^ NO

I f . NAME AND TITLE OF PREPARER
^r> n.cf£> l~tift C*/*t tj

dl >-?r\Tii't* CJ^Q

DCS S50-4 (REVISED 2 / 0 7 )

re*r

20. TELEPHONE NUMBER 2 I. DATE

Fig. 7



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BBO-t )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE tf OF &>ol

I . DEPARTMENT/AGENCY

DNR/Tidewater

2. DIVISION
General Direction

3. UNIT
Tidewater

DEFINITION-RECORD SERIES-* aMOUf> O F M«-ATKD RECORDS NORMALLY FILED AND USED A* A UNIT FOR
WKFgRgWCK AS WELL AM RETENTION AND DISPOSITION PUHPOK1 •_

4. RECORD SERIES TITLE
Contract

8. EARLIEST YEAR/LATEST YEAR

8ft T O 92

«. RECORD SERIES DESCRIPTION (BRIEFLY BMCRIK
•IN THE SERIES.

TKS TVPEB OF* INPORMATION/DOCUMENTS/PORMS POUND
INCLUDK THE PURPOSE OR FUNCTION OP THE SERIES)

Files are maintained by contract and contain advertisements, bids, contract,
contract invoices, correspondence, notice of awards, etc.

7.

2

RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE • VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

0C NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME
QCFILE DRAWER(S)
D MICROFILM REEL(S)

~^^ D COMPUTER TAPE(S)
NU*1"1* O OTHER{SPECIFY)

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)

1 fileD M | C R O F | L M REEL(S)
ktilftgH ° COMPUTER TAPE( S )

DC<yrHE"Pf g p f r i r v l

II FILE IS USED

° DAILY O WEEKLY QC MONTHLY

12 • FILE BECOMES INACTIVE AFTER
D MONTH(S) O YEAR(S)

I IS. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM)

Tawes, C-2

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF VC>, SPECIFY f.ar.ncY on O W C E )

D YES jP NO

IB. ACCESS RESTRICTIONS • YES Q<NO
(IP YES, CITE LAB(l) * REOULATION(s)

10. AUDIT REQUIREMENTS

D NONE C^STATE D FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YES.EXPLAIN
• r.'IKFLY AKD DESCRIBE ANY HARD«ARE/SOFTWARE)

• YES • NO

18. RECOMMENDED RETENTION

Retain i" yeais after contract completed
or until all audit requirements-
fulfilled, then destroy.

NAME AND TITLE OF PREPARER

Joyce L. Heinemeyer

20. TELEPHONE NUMBER

(410) 974-2926

2 I . DATE

6i-lp/92

DCS 550-4 (REVISED 2/87)

Fig. 7



IMSTHVJCTIQNS- -TYPE OR PRINT A
SEPARATE FORM FOR CACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS » B O - I )

I . DCPARTMENT/AGENCY
Department Of Natural

Resources

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7 1 7 1 WATERLOO ROAD

P . O . BOX X7S

JE8SUP, MARYLAND 2 0 7 * 4

I. DIVISION

Tidewater Administration

AGENCY RECORDS INVENTORY

PACE 10 or O'oL

I. WIT p o w e r p l a n t and

Environmental Review Division

DEFINITION-RECORD SERIES*A aitour or RKLATKD RECORDS NORMALLY riLKD AND U K D AS A UNIT row
nmrmiocucx AS WKLX. AS WKTKNTION AND DISPOSITION rimroigi

4 . RECORD SERIES TITLE

Contract Files

I. EARLIEST YEAR/LATEST YEAR
1986 TO 1995

• . RECORD SERIES DESCRIPTION ( •NIKrUT DMCJtlSK TKX
IN THE SERIES.

TYP«S Of INrORMATION/DOCUMCNTS/PORMS POUND

INCLUMC THK PURPOSE OH FUNCTION OP TNK S K » t t r S |

Integrator contracts, Interagency/Interdepartment agreements, with supporting
documents that include: BB4's, scope of work and contract budgets. The individual
contract files also contain a copy of the billing and payment documents. These
contactors perform technical studies and tasks required by the Power Plant Research
Program.

7. RECORD SERIES FORMAT(S)

• LETTER SIZE • MICROFILM

gXLEGAL SIZE • COMPUTER TAPE

• BOUND BOOK O FLOPPY DISK

O AUDIO TAPE a VIDEO TAPE

O OT«B( SPECIFY)

». RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

O CHRONOLOOICAL

0 GEOGRAPHICAL

£XOTHER( SPECIFY)

By contractor

•. VOLUME

XM FILE DRAVER(S)
• MICROFILM REEL(S)

4 Q COMPUTER TAPE(S)

^ ^ * °15H^x^fCl i rYJ

10. ANNUAL ACCUMULATION

XH FILE DRAWER(S)
•, O MICROFILM REEL(S)

KOTWriT O COMPUTER TAPE(S)
• • <YrnrR[KPrrirY)

I I I .FILE IS USED

XX DAILY • WEEKLY O MONTHLY

l2* FILE BECOMES INACTIVE AFTER

O MONTH(S) X X Y E A R ( S )

J IJ. CURRENT LOCATION(S) ( BUDO. .FLOOR. BOOM)

Tawes Sta te Office Building B-3 and D basemeijt
• Annapolis, Maryland 21401

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?
ttr v r s , «prcu»Y /.arKCY OR o r r i e e )
a YES %xtio

1». ACCESS RESTRICTIONS O YES XJP NO

( ir YK8, CITK LA«(|] * RKOUUATI Ot< { •)
H . AUDIT REQUIREMENTS

• NONE RXSTATE O FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (lr VCS.KXPLAIM
BF.-IKFUV AKO DIICRIIK ANY KARDIAMC/ •OmTARS J

a YES XB NO

I t . RECOMMENDED RETENTION

I » . NAME AND TITLE OF PREPARER

Gayle Moreland Admst. Officer

DCS SBO-4 (REVISED l / t 7 )

10. TELEPHONE NUMBER

974-2261

Fig. 7

Z t . DATS

6/9/92



INSTRUCTIONS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 880-1J

1 . DEPARTMENT/AGENCY
Natural Resources

—Tidewater Administration

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

Fisheries

AGENCY RECORDS INVENTORY

PACE / / or ifcL

3; UNIT
Fish Health/Disease

DEFINITION-RECORD SERIES-A OltOUP o r MCLATKO RKCOROS NORMALLY FIUKD AMD V K O A* A UNIT FOR

R l f f W W C C AM WBLX. AM HWWWTIOW AND DISPOSITION PUHPO«E1 •__

4 . RECORD SERIES TITLE
Purchasing Records

B . EARLIEST YEAR/LATEST YEAR

1990 TO 1992

• . RECORD SERIES DESCRIPTION t
mm"an-r M I C R I " ™* m " Or IHrOWMTION/BOeiWBMT./l-OWW FOUND
•IN THE SERIES. . INCLUOK THE PURPOSE ON FUNCTION OF THK SBfrtKS)

Copy of Contract Awarded
Notice of Award of Contract
Purchase Order
Report of Partial Delivery
Requisition for Supplies

7. RECORD SERIES FORMAT(S)

H LETTER SIZE • MICROFILM

O LEGAL SIZE O COMPUTER TAPE

O BOUND BOOK H FLOPPY DISK

D AUDIO TAPE Q VIDEO TAPE

O OTHERJSPECIFY)

8. RECORD SERIES SEQUENCE

H ALPHABETICAL

D NUMERICAL

• CHRONOLOGICAL.

• GEOGRAPHICAL

D OTHER{SPECIFY)

9. VOLUME

S FILE DRAWER(S)
• MICROFILM REEL(S)

1 Q COMPUTER TAPE(S)
NU*lbK* D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

JO FILE DRAWER(S)
. • MICROFILM REEL(S)

NlilifcgH D COMPUTER TAPE ( S )
• O QTHFR(-;PFrlFY)

II . FILE IS USED

OC D A I L Y D WEEKLY D MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER^
a MONTH(S) » YEARJSJ

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

Cooperative Oxford Lab, Trailer
SN-46764

14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF V C S , ipecipy f.orf/cr on O F F I C E )
X> Y E S D N O Tawes State Office Bldg B-4

and C-2

IS. ACCESS RESTRICTIONS O YES (X NO

( ir vrs, CITK LA*(a) 4 RUUUATION(S)

l e . AUDIT REQUIREMENTS ~

a NONE O STATE O FEDERAL D INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED? ( | F VK8.K>^>UAIN

• rflKFUV AKO C K f C K I U ANY HAROIARn/tOPTIARK J

O YES « NO

1 8 . RECOMMENDED RETENTION

Retain for 3 Years

^t. NAME AND TITLE OF PREPARER

Kelly Greenhawk

20. TELEPHONE NUMBER

(410)226-5908

2 I. DATE

6/8/92

DCS SBO-4 (REVISED 2/87J

Fig. 7



IPSTin^TIQfSS- -TYPE OH PRINT A
EEPAHATC FOKM FOR EACH NEW Oft
REVISED RECORD 6CRIEB. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 1 1 0 - 1 J

DCFARTMENT OF WXERAl. SERVICES
RECORDS MANAGEMENT D I V I 6 I O N

7171 WATERLOO ROAD
r . O . BOX 171

JE8SUP, MARYLAND X07»4

AGENCY RECORDS INVENTORY

PACE fJLor (ficKj

I . DCFARTMENT/AGENCY
Department Of Natural

Resources

X. DIVISION

Tidewater Administration

». UNIT p o w e r p l a n t a n d

Environmental Review Division

DEFINITION-RECORD SCRIES-* * " O t r t ' °*. I t * l - A ™ «•«»«»• HOWMW-UV F IUD AND U.KO A. A UNIT « »
MPtHPta At H U AM WK-ntNTION AHP PllfOIITIOM P U . W i n •_

4. RECORD SCRIES TITUC

Power Plant Research Program Reports
• . EARLIEST YEAR/LATEST YEAR

1972 TO 1992

• . RECORD SCRIES DESCRIPTION ( •RIKFLT DCaCMtBK TKX TVPM Or INrOmiATION/DOCUMNTI/POPtHt fOUHO
I N ?HE SCRIES. . INCLUOC TMK PURPOSE OK rUNCTION Of TH« I M T I t l )

198 different reports pertaining to a variey of subjects concerning the Power Plant
Research Program.

7 . RECORD SCRIES FORMAT(S)

a LETTER SIZE • MICROFILM

a LSOAL SIZE • COMPUTER TAPE

X » BOUND BOOK Q FLOPPY DISK

O AUDIO TAPE a VIDEO TAPE

a OTVCK( SPECIFY)

« . RECORD SCRIES SEQUENCE

O ALPHABETICAL

• NLftCRICAL

• OnONOLOOICAL.

a OEOCRAPHICAL

HXoTT«R( SPECIFY) J

Bibliography Order

I . VOLUME

57
RuCEcJT

O FILE DRAVER(E)
• MICROFILM REEL(S)
• COMPUTER TAPE(S)
XXOTKCR( SPEC I FY)
shelves

10. ANNUAL ACCUMULATION

a FILE DRAWER(S)
4 • MICROFILM REEL(S)

KT7Bmr a COMPUTER TAPE(S)

• StmMFB(»»cr.rY| ShelViS

I M . FILE IS USED

O DAILY Kfenar O MONTHLY

I Z . FILE BECOMES INACTIVE AFTER
NA D MONTH(S) a YEAR(E)

• I S . CURRENT LOCATION(S) {BLDa. .FLOOR. ROOM)

Tawes Office Building B-3 and D Basement
•Annapolis, Maryland 21401

14. IS RECORD SERIES DUPL ICATED* ELSEWHERE T

( i f xx«, i r r c i r Y /.orNcr on o p r i c e l
O YES X£( NO

I I . ACCESS RESTRICTIONS • YES S^NO

( i f V I S , CITK LAw(s) * RKaULATION(s)
t « . AUDIT REQUIREMENTS

XX NONE O STATE O FEDERAL, P INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( IF VKB.KXPLAIN
• RIKPLV AKO OIICKIII AMY KAROWAmc/•OFTWAIUC )

ya.YES NO

A Bibliography of the Maryland Power Plant
Research Program

I * . RKCOMMENDED RETENTION

I • . NAfcC AND T I T L E OF pREPARER

Gayle Moreland Admst. Officer

1 0 . TELEPHONE

974-2261

2 1 . DATE

6/9/92

DCS 110-4 (REVISED Z / * 7 )

Fig. 7



IHSTKl>CTIQN5- -TYPE OR PHI NT A
SEPARATE FOKM FO« EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 110-1)

DCPARTMENT Or CCNERAL SERVICCB
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
r.O. BOX X7I

JESSUP, MARYLAND *07»4

AGENCY RECORDS INVENTORY

PACE !•£> or (o £L

I. DEPARTMENT/AGENCY
Department Of Natural

Resources

2. DIVISION

Tidewater Administration
». UNIT Power Plant and
Environmental Review Division

OCMNITION-RECORD SERIES-A mmovr or RKLATKD MOOUDI NORMALLY FILKD AND U K O A* A UNIT rox

mmntaatCK AM WKUL AW Rrr«HTlo* AHP Pl>ro»lTiOM ruwroiei

4. RECORD SCRIES TITUK

Vegetation Map Of Maryland - The Existing natural forests

I. EARLIEST YEAR/LATEST YEAR
1976 TO 1976

• . RECORD SERIES DESCRIPTION {*"*"-* » « C I I I M ™ * TTPM Or INfORMATION/DOCUMCNT*/™""* roVND
I M THE SCRIES. . tNCLWoc THX rwKPoae on rtmcTioN or THK K P I C I ]

Vegetation Maps Of Maryland - Existing Natural Forests
Sold separately and included with Power Plant Research Program Report #PPSP MP 13

7. RECORD SERIES FORMAT(S)

• LJETTER SIZE • MICROTILM

• UK2A1. SIZE O COMPUTER TAPS

O BOCND BOOK ° rLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

XH OTMER( SPECIFY)

Map

« . RECORD SCRIES SEQUENCE

O ALPHAHCTICAL

O NLftCRICAL

O OStONOLOOICAI.

• GEOGRAPHICAL

KXort«R{ SPECIinf )

NA

• . VOLUME

• TILE DRAWER(S)

O MICROFILM REEL(S)

3 Q COMPUTER TAPE(S)
R U C T C r lK0THER{ SPECIFY)

• Boxe
10. ANNUAL ACCUMULATION

O FILE DRAVER(S)

NA O MICROFILM REEL(S)

KTJDlTjr0 COMPUTER TAPE(S)
• O nfnffP(gpFrirv)

I M. FILE IS USED

Q DAILY XK WEEKLY O MONTHLY

» * • F ILE BECOMES INACTIVE AFTER

NA a MONTH(S) a YEAR(S)

• IS. CURRENT LOCATION! S) ( BLDO. .FLOOR. ROOM)

Tawes State Office Building D Basement
• Annapolis, Maryland "21401

14. IS RECORD SERIES DUPLICATED ELSEWHERET

( I F V T I , t K C i r y f.ar.ttcr OR o r r i c e )
• YES XH NO

II. ACCESS RESTRICTIONS • YES BXNO

( IT VKB, CITK LA«(a) * RKauLATION(«)
l«. AUDIT REQUIREMENTS

)SCNONK a STATE a FEDERAL a INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( | r VM.KXTLAIN

• RIKrLV AKD O I I C I I I K AMY HARO*AltK/•OFTWARS )

a YES MX NO

It. RECOMMENDED RETENTION

1̂ • . NAME AND TI TLE °* PREPARER

Gayle Moreland Admst. Officer

1 0 . TELEPHONE

974-2261

Z t . DATE

6/9/92

DCS 110-4 (REVISU1 1 / 1 7 ) .

Fig. 7



if<ST>A^CTIQNS- - TYPE OR PR I NT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION BOCDULC
(DOS 180-t)

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207t4

AGENCY RECORDS INVENTORY

PACE M OF (*2y

I . DEPARTMENT/AGENCY
Department Of Natural

Resources

2. DIVISION

Tidewater Administration
UNIT Power Plant and

Environmental Review Division
DEFINITION-RECORD SERIES-* 9nOvr Or l u r L * T I 0 « « » " > • NOIWOU.LY FILKD AMD UKO A* A UNIT rod

wnt imwa A« »KU. A« wmcNTION AND PIBPOBIT ION runpotn •__

4. RECORD SERIES TITUt

Elms Property
S. EARLIEST YEAR/LATEST YEAR

1975 TO 1992

«. RECORD SERIES DESCRIPTION ( •" « *r»-r M » « I M ™ * TYPM OP INPOMUTION/DOCUWNT1/PONM POUND
•IN THE SERIES. . INCLUOC TKK PURPOSE OH FUNCTION OP THK •(KIEt)

Files and information on the Elms Property, St. Marys County, MD. (power plant site)
These files include historial information, tentant information and service contracts.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

XK LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPS

D OTHER(SPECIFY)

». RECORD SCRIES SEQUENCE

XH ALPHABCTICAL

• NUMERICAL

O CHRONOLOOICA1.

• CCOCRAPHICAL

• OTHER(SPECIFY)

VOLUME

XX) FILE DRAWER(S)
• MICROFILM REEL(S)

1 D COMPUTER TAPE(S)
NUUkKR a OTHER{SPECIFY)

10. ANNUAL ACCUMULATION

XKFILE DRAWER(S)

25 D MICROFILM REEL(S)

KOTMTT ° COMPUTER TAPE(S)
•• O ffrHFP(sprrirv)

I I I . FILE IS USED

• DAILY • WEEKLY BXMONTHLY

1 2 . FILE BECOMES INACTIVE AFTER
N A D MONTH(S) Q YEAR(S)

IS. CURRENT LOCATION(S) (BLDO..FLOOR.ROOM)

Tawes State Office Building B-3
Annapolis, Maryland 21401

14. IS RECORD SERIES DUPLICATED ELSEWHERE*

t i p vra. I K C I P V /.orNCT OR O P P I C E )

a YES XS NO

II. ACCESS RESTRICTIONS O YES XU NO

(IP YTTB, CITS l_A*(s) * RKOULATIONI •)
It. AUDIT REQUIREMENTS

)&NONK ° STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (ir VKS.KXPLAIN

BRIEFLY AND DKBCRIBK AMY HARDIARC/ M P n i A M )

a YES XB NO

IS. RECOMMENDED RETENTION

/I QJ\-G I (\ per^fio4n+)w

I*. NAME AND TITLE OF PREPARER

Gayle Moreland Admst. Officer

2 0 . TELEPHONE NUMBER

974-2261

2 1 . DATS

6/9/92

DCS SSO-4 (REVISED 2 / t 7 )

Fig. 7



INSTRUCT IONS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS SSO-I )

1 . DEPARTMENT/AGENCY
Department Of Natural

Resources

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7*71 WATERLOO ROAD
P.O. BOX 27»

JES6UP, MARYLAND 20794

Z. DIVISION

Tidewater Administration

AGENCY RECORDS INVENTORY

PACE /£>"or QAy

i. UNIT power Plant and
Environmental Review

DEFINITION-RECORD SERIES A OROUP Or RKLATKD RECORDS NORMALLY FIUKD AND UIIO A« A UNIT FOR
RKFERKNCK AS WKLL AS RKTKNTION AND PISFOBITION PUHFOgEl •

4. RECORD SERIES TITLE

Permit Review Applications and Correspondence

8. EARLIEST YEAR/LATEST YEAR

\988 TO 1992

f . RECORD SERIES DESCRIPTION / • " I K r u r OMCRIK TKS TYPKS Of INrORMATION/DOCUMKNTS/rORMS FOUND
•IN THE SERIES. , INCLUDK TNK F-URFO0C OR FUNCTION OF TMK SKR1ES)

Project Review environmental review permit applications, supporting documents and
related correspondence.

7. RECORD SERIES FORMAT(S)

XH LETTER SIZE O MICROFILM

O LEOAL SIZE O COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

X K N U M E R I C A L

• CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

XKFILE DRAWER(S)
• MICROFILM REEL(S)

^ D COMPUTER TAPE(S)
R U B B i * Q OTHER(SPECIFY)

10. AWUAL ACCUMULATION
%XFILE DRAWER(S)

3 • MICROFILM REEL(S)
fnjOTWT ° COMPUTER TAPE(S)

. O o r v r p l s p r r r r Y l
I M. FILE IS USED

XJP DAILY • WEEKLY D MONTHLY

I* - FILE BECOMES INACTIVE AFTER
5 D MONTH(S) XB YEAR(S)

HUUBEH

•IS. CURRENT LOCATION(S) ( BLDG..FLOOR.ROOM)

Tawes State Office Building B-3
Annapolis, Maryland 21401

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
{•IF vti, mrrciry AOEKCY on O F F I C E )

a YES XX) NO

II. ACCESS RESTRICTIONS O YES }?XNO
(IF vra, CITK LA>(S) • RKOUUATIONIS)

16. AUDIT REQUIREMENTS

>tt NONE O STATE D FEDERAL O INDEPENDeNT

17. IS AN INDEX SYSTEM USED? (|F VKS.KxruAlN

• F.IKFL.Y AND DIICRIH ANY HAROIARl/ •OFTVARC)

O YES XX NO

IS. RECOMMENDED RETENTION

^Oyrs.

It. NAME AND TITLE OF PREPARER

Gayle Moreland Admst. Officer

2 0 . TELEPHONE NUMBER

974-2261 .
2 I . DATE

6/9/92

DCS SBO-4 (REVISED 2/«7)

Fig. 7



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 580-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 10 OF C^

I. DEPARTMENT/AGENCY

DNR/Tidewater
2. DIVISION

General Direction
3. UNIT

Tidewater

DEFINITION-RECORD SERIES-* OnOUW O P MLATKD RECORDS NORMALLY PILED AND U H D AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND PIMPOSITION PUWPOBEB

4. RECORD SERIES TITLE

Risk Management
8. EARLIEST YEAR/LATEST YEAR

RQ TO

«. RECORD SERIES DESCRIPTION ("RIKn-v DESCRIBE TKK TYPES OF" INPORMATION/DOCUMENTS/PORMS POUND
•IN THE SERIES. , INCLUDK THE PURPOSE O* FUNCTION OP THE SBRIKf |

1st Report of Injury
OSHA Forms
Risk Management Surveys
Statistical Report of Injury
SERMA/Basic Elements

7. RECORD SERIES FORMAT(S)

t^LETTER SIZE O MICROFILM

O LEGAL SIZE O COMPUTER TAPE

D BOUND BOOK O FLOPPY DISK

D AUDIO TAPE • VIDEO TAPS

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

CC ALPHABETICAL

«X NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

• OTHER(SPECIFY)

9. VOLUME

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

1 D COMPUTER TAPE(S)
N U M " * O OTHER( SPECIFY)

I 0. ANNUAL ACCUMULATION

D FILE DRAWER(S)

2 f i l e s ? MICBOFII-M
 R E E M S )

Rt)XI»CT'̂ 1 COMPUTER TAPE{S)
Of nTHFB(RPPrlFY)

I I I . FILE IS USED
O DAILY H WEEKLY a MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
? O MCMTH(S) qprEAR(S-)

NUMBER _ J E —

; IJ. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM)

Tawes - C-2

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

( IP Yt«, BPrciPY /.arwer on O P P I C C )

H YES • NO DNR Personnel

IB. ACCESS RESTRICTIONS OXYES D NO

(IP YK8, CITE LA«(s) 0, REOULATI ON ( 8 )

COMAR .06.01.04.10-.16

10. AUDIT REQUIREMENTS

%) NONE Q STATE ° FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED! ( | p m . U P U t I N
• r.'IK^LY AND D M C R I H ANY HARBIARE/ IOPTf ARI )

a YES o NO

18. RECOMMENDED RETENTION

3 Years

NAME AND TITLE OF PREPARER

Sandra Ziegler

2 0 . TELEPHONE NUMBER

(410) 974-2926

2 I . DATE

6/11/92

DCS 3 8 0 - 4 (REVISED 2 / 8 7 )

Fig. 7



INSTRUCT IONS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 800-1j

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

PACE /7 OF L? P-.

DEPARTMENT/AGENCY

DNR/Tidewater
2. DIVISION

General Direction
3. UMIT

Tidewater

DEFINITION-RECORD SERIES*A OROUP OP RELATED RECORDS NORMALLY* PILED AND t/KO A* A UNIT FOR
HlftMWCt AS WELL AS RETENTION AND DISPOSITION ruHPOBCl __

4. RECORD SERIES TITLE

Inventory

ga RECORD SERIES DESCRIPTION ( •"* • *l*ur DESCRIBE THJC TYPES OP* tNrOmUTION/DOCUMENTB/rORVS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE lErtCt]

Material and Supply Inventory
Physical Inventory
Fleet Management

I

7. RECORD SERIES FORMAT(S)

LETTER SIZE O MICROFILM

LEGAL SIZE a COMPUTER TAPE

BOUND BOOK » FLOPPY DISK

AUDIO TAPE • VIDEO TAPS

OTHERJSPECIFY)

0. RECORD SERIES SEQUENCE

• ALPHABETICAL

Of NUMERICAL

• CHRONOLOGICAL

B GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME .
• FILE DRAWER(6)
D MICROFILM REEL(S)

3_disns D COMPUTER TAPE(S)
****** tXOTHER( SPECIFY)

10 . ANNUAL ACCUMULATION
D FILE DRAWER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)
-fr crruFtti s p r r i F Y \

II FILE IS USED

K DAILY a WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER
_____ D MCNTH(S) D YEAR(S)
NUMBER

IJ. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM)

Tawes C-2

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF VC>, SPECIFY /.ar.NCY OR OFFICE)
# YES • NO DNR Supportive Services

IB. ACCESS RESTRICTIONS O YES 9cNO
(IF VEB, CITE LAB(S) A REOULATIONIS)

16. AUDIT REQUIREMENTS

Si NONE D STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HARD-ARE/SOFTWARE) IS. RECOMMENDED RETENTION

<X YES O NO Dbase Retain until updated, then destroy
old copy.

^ £ N A M E AND TITLE OF PREPARER

^ ^ Sandra Ziegler
20. TELEPHONE NUMBER

(410) 974-2926 '

2 I. DATE

6/11/92

DCS 380-4 (REVISED 2/87)

t
Fig. 7



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS BBO-I J

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE /o OF (jAj,

I. DEPARTMENT/AGENCY

DNR/Tidewater
2. DIVISION

General Direction
S. UNIT

Tidewater
DEFINITION-RECORD SERIES-* OltOUF O|r "LATED RECORDS NORMALLY FILED AND UIKD AS A UNIT FOR

REFERENCE Al IBLL AS RETENTION AND DISPOSITION PUBPOBgl •

4. RECORD SERIES TITLE

Accident Review Board

S. EARLIEST YEAR/LATEST YEAR
qq TO

0. RECORD SERIES DESCRIPTION Immt*rt-V DESCRIBE TKK TYPES OP* INPOMUTION/DOCUMeNTS/romm FOUND
•IN THE SERIES. , INCLUOK THE PURPOSE OR FUNCTION OF THE SERIES)

Information on accident and driving records for employees
having accidents with State cars.

7. RECORD SERIES FORMAT(S)

° LETTER SIZE O MICROFILM

XXLEGAL SIZE • COMPUTER TAPE

D BOUND BOOK O FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

D NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

XH OTHER(SPECIFY)

9 . VOLUME

XB FILE DRAWER(S)
• MICROFILM REEL(S)

1 / 3 O COMPUTER TAPE(S)
Hv**m* a OTHERfSPECIFY)

10 . ANNUAL ACCUMULATION
a p p r O X . D FILE DRAWERf S )
2 f i l e ° MICROFILM REEL(S)

fTDOTWr O COMPUTER TAPE(S)
. . O nTHPRlsppripyv

I I I . FILE IS USED
O DAILY D WEEKLY XJXMONTHLY

1Zm FILE BECOMES INACTIVE AFTER
O MONTH(S) O YEAR(S)

; 13. CURRENT LOCATION(S) (BUDC..FLOOR.ROOM)

C-2
14. IS RECORD SERIES DUPLICATED ELSEWHEREt

(IF YES, SPECIFY /.ar.Ncr on OFFICE)

X5t YES o NO Office of Secretary

IB. ACCESS RESTRICTIONS D YES XV NO
(ir VES, CITE LA«(S) * REOULATION(B)

16. AUDIT REQUIREMENTS

XH NONE O STATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|F VE8.E>J»UAIN
• r.lK>L.Y AKD OMCKIM ANY MARDMARE/SOFTWARE)

XJXYES a NO

D - b a s e I I I +

IS. RECOMMENDED RETENTION

Retain for 3 years, then
destroy

NAME AND TITLE OF pREPARER

Joyce L. Heinemeyer

2 0 . TELEPHONE NUMBER

(410) 974-2926

2 I . DATE

6/10/92

DCS 550-4 (REVISED 2/87)

-Fig. 7



.INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BBO-I J

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY- RECORDS INVENTORY

PACE _/£_. OF J/j£

I . DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

i DEFINITION-RECORD SERIES A onour or IUCL>TBD MCORDS NORMALLY* FILJCD AMD vmtco AM A UNIT FOR

RKFKRKNCK AM « U . A« RETENTION AND p t w i T i w runr-one* •_

4. RECORD SERIES TITLE 8. EARLIEST YEAR/LATEST YEAR

«. RECORD SERIES DESCRIPTION fBIIIItriLr DK8CRIBC TWC TYMCS OF" INFORUATION/DOCUMKNTB/FORM8 FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THK BKRteB)

7. RECORD SERIES FORMAT(S)

*lp-LETTER SIZE O MICROFILM

• LEGAL SIZE D COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

O OTHER(SPECIFY)

6. RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

^CHRONOLOOICAL

• GEOGRAPHICAL

B OTHER(SPECIFY)

9. VOLUME

^IFILE DRAVER(S)
<~ O MICROFILM REEL(S)
^ O COMPUTER TAPE(S)

N W M" 1* Q OTHERfSPECIFY)

10. ANNUAL ACCUMULATION

• FILE DRAWER(S)
• MICROFILM REEL(S)

KDBnnrD COMPUTER TAPE(S)
D nnffRlfiprriryl

II . FILE IS USED

O DAILY a WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

\ 0 a MONTH(S) "JCYEARJSJ

• • IS. CURRENT LOCATION(S) (BLDC..FLOOR.ROOM)

-pft-we^ to • ax
14. IS RECORD SERIES DUPLICATED ELSEWHERET

( I F YES,, frtciry /.arKCY OR ornce)

D YESf-NO

IS. ACCESS RESTRICTIONS D YES ̂ N O

(IF YKB, CITK L A » ( S ) » RKOULATION(s)

IS. AUDIT RECCIIREMENTS

"fĉ NONE D STATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( f r YKB.u^LAIN

• r.-IBFUV AND DIfCRIIK ANY H A R D M R E / I O F T M R C )

a YES JK NO

18. RECOMMENDED RETENTION

NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 2 I. DATE

DCS SBO-4 (REVISED 2/87)

-- Fig. 7



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

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20704

AGENCY RECORDS INVENTORY

PACE &Q or &?^>

t . DEPARTMENT/AGENCY .DIVISION ^ 3. UNIT

' DEFINITION-RECORD SERIES-* ° " O U F OF lUCLATKD RECORDS NORMAt.LV FILED AND UtIO AS A UNIT FOI?
i WKFgmtNCK AS mtCLX. AS RETENTION AND DISPOSITION f ^ O . E l •_

4. RECORD SERIES TITLE S. EARLIEST YEAR/LATEST YEAR

\qQ o TO \QQ?-
9. RECORD SERIES DESCRIPTION Imnlmrt-Y OKSCRIBK TKX TYPES OF" INFORMATION/DOCUMENTS/FORMS FOUND

•IN THE SERIES. . INCLUDK THK PURPOSE OH FUNCTION OF THE IKRIBt]

7. RECORD SERIES FORMAT(S)

O LETTER SIZE • MICROFILM

• LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK • FLOPPY DISK

• AUDIO.TAPE Q VIDEO TAPE

V OTHER(SPECIFYJ

•\JAUG£

9. RECORD SERIES SEQUENCE

O ALPHABETICAL

NUMERICAL

O CHRONOLOGICAI.

• GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

yt, FILE DRAWER(S)
• MICROFILM REEL(S)
O COMPUTER TAPEi.Sj
a. OTHERf spec ire j

10. ANNUAL ACCUMULATION
FILE DRAWER(S)

2_^ ° MICROFILM REEL(S)
MiMhKH D COMPUTER TAPE(S)^

• QTHFPISPrriFV)
II. FILE IS USED

O DAILY O WEEKLY MONTHLY

12. FILE BECOMES INACTIVE AFTER

_2U • MorrrH(s) K ^ t * )

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

•TrVw<fe6 BLDt d a -
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

{'IP YES, SPECIFY /.OrWCY OR OFFICE)
D YES W N O

IS. ACCESS RESTRICTIONS Q YES ^ NO
(IF YE0, CITE LA»(s) « RCOULATION(S)

IS. AUDIT REQUIREMENTS "

NONE O STATE O FEDERAL Q, INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YK8.»J>I_AIN
• F.IErCV AKO DESCRIBK ANY HARDWARE./SOFTWARE ) IS. RECOMMENDED RETENTION

p. YES a NO

^ ^ . NAME AND TITLE OF PREPARED 20. TELEPHONE NUMBER 2 I . DATE

DCS 3B0-4 (REVISED 2 / 8 7 )

Fig. 7



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 880-1)

1. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

AGENCY- RECORDS INVENTORY

PAGE C*7 OF g*A

3. UNIT

; DEFINITION-RECORD SERIESmA OROUP OP RJCLATKD RECORDS NORMALLY* FILED AMD UKD Al A UNIT FOR
REFERENCE AS W U A» RETENTION ANP DISPOSITION >lHM»g«

4. RECORD SERIES TITLE

spftgrfi^iofe UI£KT&£ <£&um>i
». EARLIEST YEAR/LATEST YEAR

0. RECORD SERIES DESCRIPTION lmHtKin~Y DESCRIBE TKK TYPK8 Of INPORMATION/DOCUMENTS/PORM0 FOUND
•IN THE SERIES. . INCLUOK THE PURPOSE OH FUNCTION OF THE SERIES)

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

• LEGAL SIZE •'COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

O AUDIO.TAPE • VIDEO TAPE

D OTHER(SPECIFYI

2W v M-k.

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

a NUMERICAL

O CHRONOLOOICAL

• GEOGRAPHICAL

^OTHER(SPECIFYJ

VOLUME
7^ FILE DRAWER(S)

^ • MICROFILM REEL(S)
. 0 D COMPUTER TAPE(SJ

h*1> a OTHERJSPECIFYJ

1 0 . ANNUAL ACCUMULATION
• FILE DRAWER(S)

I t\ • MICROFILM REEL(S)
NbUfcKW D COMPUTER TAPE(S)

D onmFBffiprriFYi
II. FILE IS USED

O DAILY O WEEKLY y~MONTHL>
f

• J 1 3 . CURRENT LOCATION(S) (BLDG..FLOOR.ROOM)

12. FILE BECOMES INACTIVE AFTER
. | O MONTH(S) V Y E A R ( S )
WUMBEB L

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF VEB, srrciFY /.ar.ncr on OFFICC)
D YES ̂ N O

IS. ACCESS RESTRICTIONS • YES "^ NO
(IF VKB. CITK LA*(B) 0t RROULATIONIB)

10. AUDIT REQUIREMENTS

T^NONE 0 STATE O FEDERAL D INDEPENDENT

17. IB AN INDEX SYSTEM USED! (IF YKB.KXFUAIN
• r.-lrPCY AND DK«CRIBK ANY HAROBARE/sOFTWAItK)

O YES V NO

IS. RECOMMENDED RETENTION

l V£fr£-

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 2 I. DATE

G>(/o(q
DGS S80-4 (REVISED 2/87)

Fig. 7



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 580-1J

1. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794

2. DIVISION

AGENCY- RECORDS INVENTORY

PAGE £c% OF &£

3. UNIT

12-
• DEFINITION-RECORD S E R I E S - * O I I O O F o r MW-ATBD RKCORDS NORMALLY FfLKD AND USKD AS A WHIT roi»
; WKFKRgNCK A i W L L AS IWntNTION AND DlgPOBITION P U U W g g l ; _

4. RECORD SERIES TITLE

CJhMi\\£l£JL &L &4Td4 E^i^OS
5. EARLIEST YEAR/LATEST YEAR

[pgn TO tfQi
• . RECORD SERIES DESCRIPTION (aRIK|rt-r OMCRIBK TKK TYPK8 OP" INrOR*IATION/DOCUMKNTS/PORM0 FOUND

•IN THE SERIES. . INCLUOK TMK PURPOSE OH rUNCTION OF THK SKITtes)

7. RECORD SERIES FORMAT(S)

• LETTER SIZE • MICROFILM

"6 LEGAL SIZE O COMPUTER TAPE

O SOUND BOOK O FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

O OTHER(SPECIFY)

0. RECORD SERIES SEQUENCE

^ALPHABETICAL

^ NUMERICAL

D CHHONOLOOICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

NuftfaKR

"P FILE DRAVER(S)
• MICROFILM REEL(S)
• COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

' • FILE DRAWER(S)
: ^| • MICROFILM REEL(S)
KllUhKR D COMPUTER TAPE ( S )

. • QTHFPISPTriFYI

II. FILE IS USED

DAILY
* •

B WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER
V D MONTH(S) "5f-YEAR(:S.).

• • 13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET

t ir vr». SPECIPY /.arwcr OR ornce)
a YES X[ NO

15. ACCESS RESTRICTIONS O YES • NO

(ir Yrs, CIT« LA*(fJ * RKOULATION(a)
16 . AUDIT REQUIREMENTS T"E<Z_ ^BPO<^i~[f^h

O NONE ^STATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p VKB.K>^UAIN

»M«rLY AKD DMCRtlK ANY HARDWARE/ BOPTWAKK)

"^vYES D NO ,

18. RECOMMENDED RETENTION

£ ~i&{\£^

19. NAME AND TITLE OF PREPARER

DCS 350-4 (REVISED 2/87)

20. TELEPHONE NUMBER 2 f. DATE

cp^-mbST
i /

Fig. 7



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS SBO-I J

1 . DEPARTMENT/AGENCY

Natural Res.-Tidewater

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2 . DIVISION
Fisheries

AGENCY RECORDS INVENTORY

. PACE &3 OF IJcZ-

3 . UNIT . _

' DEFINITION-RECORD SERIES** aHOUm Or "•LATBO MCCORDS NORMALtV FILCD AND UtfD AS A UNIT FOR
• WKFgWgWCK AM WKU- A« RKTKNTtON AND PIBrOBITION ^imPOBEl :_

4. RECORD SERIES TITLE

• Scientific Collection Permits

r

B. EARLIEST YEAR/LATEST YEAR

1988, TO 1992

• . RECORD SERIES DESCRIPTION (aitlKrt*V OKSCRIBK TKK TVPKS OF" I NFORMATION/DOCUMeNTB/FORttS fOOHD
•IN THE SERIES. , INCLUDE THE PURPOSE ON FUNCTION OF THK KPICI]

Scientific Collection Permits as per Maryland regulations.

Purpose - Reference for new applications, reports of•collections done
under permit numbers, compliance checks for report filing.

7. RECORD SERIES FORMAT(S)

)̂ 1_ETTER SIZE • MICROFILM

• LEGAL SIZE • COMPUTER TAPE

D BOUND BOOK D FLOPPY DISK

D AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

a. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

i^CHRONOLOO ICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

». VOLUME
J^L y^P ILE DRAWER( S)

• MICROFILM REEL(S)
D COMPUTER TAPEJS)

HuUbKl> a OTHERJ SPECIFY)

10. ANNUAL ACCUMULATION
Jfo ^ F I L E DRAWER( S)

O MICROFILM REEL(S)
LUMfcCT D COMPUTER TAPEJS)

D OTHEP(«;PF<-|FV)
II . FILE IS USED

a DAILY XWEEKLY O MONTHLY

12 • FILE BECOMES INACTIVE AFTER
O MONTH(S) V Y E A R ( S )

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

. Tawes Bldg. C-2

/
14. IS RECORD SERIES DUPLICATED ELSEWHERET

lir n:«y-»weirr /.otNcr on orrice)
D YES / \ N O

1 8 . ACCESS RESTRICTIONS O YES ̂ N O
(ir rra, CIT« LA*(«) * «KOUUATION(a)

IS. AUDIT REQUIREMENTS

.NONE D STATE D FEDERAL ° INDEPENDENTx.
1 7 . I S AN INDEX SYSTEM USEDT ( | F YKa.K>^LAIN

BF.'lKPLY AND DKSCRIBK ANY HAnOMARc/BOFTWARK)

D YESA NO

18. RECOMMENDED RETENTION

6" yea-r$>'. f~h*n dcs^foy

'•>nv '

4It. NAME AND TITLE OF PREPAREH

oretta Kellum-Admin Aide
20. TELEPHONE NUMBER

974-3558
2 I . DATE

6/9/92

DOS 3B0-4 (REVISED 2 /87 )

Fig. 7



INSTRUCTIONS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DCS 880-1 )

1 . DEFARTMENT/ACENCY

Natural Res.-Tidewater

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVIS ION

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20704

2 . DIVISION

'Fisheries

AGENCY RECORDS INVENTORY

. PACE <-.7(l or .041

3. UNIT

12

' DEFINITION-RECORD SERIES-* amOur or WCLATBD RECORDS NORMALLY rtUCD AND UHO AS A UNIT FOR
• WKFKRKNCK AS WELL AS RETENTION AND DISPOSITION PURPOBgS •__

I 4. RECORD SERIES TITLE

'Rivers/Commissions
8. EARLIEST YEAR/LATEST YEAR

1982 TO 1992

9. RECORD SERIES DESCRIPTION lmmtKrulr DESCRIBE TKK TYPES OF> INTOMUTION/DOCUMENTB/POMW FOUND
•IN THE SERIES. , INCLUDE THE PURPOSE OK FUNCTION OF THK BBR-1CS)

Materials related to rivers (Potomac, Patuxent, etc.) and Commissions
regulating same. v

Purpose - Necessary background when dealing with certain agreements and/or
policies/problems that arise.

7. RECORD SERIES FORMAT(S)

V^LETTER SIZE O MICROFILM

a LEGAL SIZE a COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

/O-ALPHABETICAL

• NUMERICAL

"^CHRONOLOOICAL

d GEOGRAPHICAL

D OTHER(SPECIFY)

». VOLUME

/ )Q FILE DRAWER(S)
O MICROFILM REEL(S)
Q COMPUTER TAPE(S)

HUUBKn O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

*2L& yCFILE DRAWER(S)
/a MICROFILM REEL(S)

fcuafcCTT ° COMPUTER TAPE(S)
O OTHTRIgpFriryI

11 ' FILE IS USED GCCASJO/SA*-^,
O DAILY VS- WCEKLY- O MONTHLY

BECOMES INACTIVE AFTER
D MONTH(S) D YEAR(S)

J IS. CURRENT LOCATION(S) {BLDG.,FLOOR.ROOM)

• Tawes Bldg. C-2

1 4 . I S RECORD SERIES DUPLICATED, rELSE^KEREr.

{•IF Y C B . / H W C I F Y r.a'irnbr 6n 'OFVICE*) J
D YES )« (NO t

IS. ACCESS RESTRICTIONS O YES X ^
( i r YKS, C I T I L A * ( s ) A ItKOULATVDN(s)

1 8 . AUDIT REOUIREMENTS - ' • |

D STATE Q FEDERAL ° INDEPENDENT

1 7 . IE AN INDEX SYSTEM USED? ( | p VKB.K>^I-AIN

• »?IIFLV AKD D M C R I t K ANY HARDWARE/SOFTWARE J
I S . RECOMMENDED RETENTION

O YES N O

,!•. NAME AND TITLE OF PREPARER

Loretta Kellum-Admin.Aid
20. TELEPHONE NUMBER

974-3558
2 I . DATE

6WJ&2

DCS 380-4 (REVISED 2/67)

Fig. 7



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BBO-I)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727» WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE /A<? OF bp^

1. DEPARTMENT/ACENCY 2. DIVISION 3. UNIT

enes.
DEFINITION-RECORD SERIES-* °" O U P o r «LATKD RECORDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION FUKFOltl •_

4. RECORD SERIES TITLE

Seaside- V-VC/APO Fe^ck^ + CraJz
S. EARLIEST YEAR/LATEST YEAR

0. RECORD SERIES DESCRIPTION /•'*"ri-T DESCRIBE TKK TYFK0 Of INPORMATION/DOCUMENTS/PORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE Oil FUNCTION OF THE BBPtES)

7 , f v „/ ̂ « > Ŝ ê ,̂ W.-*«/- C^-'W-5 .

7 . RECORD SERIES FORMAT(S)

wiLETTER SIZE O MICROFILM

I/LEGAL SIZE D COMPUTER TAPE

A BOUND BOOK ^'FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

a NUMERICAL

^CHRONOLOOICAU

• GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

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

10. ANNUAL ACCUMULATION

0* X. D riLg DRAWER( S)
L± O MICROFILM REEL(S)

' NUUIEH ° COMPUTER TAPE(S)
D nrwFPf izwn i F Y ) IP' ^> €—>

II . FILE IS USED

DAILY WEEKLY O MONTHLY

> 2' FILE BECOMES INACTIVE AFTER

D MONTH(S) D YEAR(S)

• > 13. CURRENT LCCATION(S) (BLDG.,FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(•IF vcs, I K C I P Y s.ar.Ncr on errice)
• YES O NO

IB. ACCESS RESTRICTIONS D YES O^NO

-( ir YES, CITE LAW(s) A REOULATIONI »)
16. AUDIT REQUIREMENTS

P^NCMNONE D STATE D FEDERAL ° INDEPENDtNT

17. IS AN INDEX SYSTEM USEDT (IF YKB.O^LAIN

BRIEFLY AKD DIICRIH ANY HARDBARE/BOFTWAKE )
IB. RECOMMENDED RETENTION

Q YES NO

9. NAME AND TITLE OF PREPARER

Oi// eErVU^ ~frn\ fJf/fl
DCS 3B0-4 (REVISED 2 / 8 7 )

2 0 . TELEPHONE NUMBER 2 I . DATE

Fig. 7



INSTRUCTIONS — TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD .
WITH RECORDS RETENTION SCHEDULE
(DCS BBO-t )

1. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

AGENCY RECORDS INVENTORY

PAGERS I/! OF 0^{

3. UNIT

; DEFINITION •RECORD SERIES*A GROUP OF MCLATKD RECORDS NORMALLY" FILED AND UIID A* A UNIT FOR
REFERENCE AS W U . AS RETENTION AND DISPOSITION PUWFOatl •_

4. RECORD SERIES TITLE B. EARLIEST YEAR/LATEST YEAR

TOA3TL_ger-
«. RECORD SERIES DESCRIPTION (•»l«»̂ -r DESCRIBE THE TYPES OF" INFORMATION/DOCUMKNTS/FORMS FOUND

•IN THE SERIES. . INCLUDE THE PURPOSE OR PVNCTION OF THE SERIES)

( , € < ; A ^ ^ o c o K ^ N r n ^<->rpB|2.'D^< ^SVo<-AvTtoiv •F A

7. RECORD SERIES FORMAT(S)

yK^LETTER SI2E • MICROFILM

O LEGAL SIZE O COMPUTER TAPE

O BOUND BOOK D FLOPPY DISK

O AUDIO TAPE D VIDEO TAPS

O OTHERJSPECIFY)

8. RECORD SERIES SEQUENCE

^ALPHABET ICAL

• NUMERICAL

• CHRONOLOOICAL.

• GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
^FILE DRAWER( S)

~T? a MICROFILM REEL(S)
Q COMPUTER TAPE(S)
D OTKER(SPECIFY)NUMbKR

10. ANNUAL ACCUMULATION
. I i^FILE DRAWER(S)

AO O MICROFILM REEL(S)
NUUhEH D COMPUTER TAPE(S)

. D nnffRlsprnnri

I H. FILE IS USED

O DAILY K>WEEKLY • MONTHLY

I
« j IS. CURRENT LOCATIONJS) (BLDG.,FLOOR,ROOM)

12. FILE BECOMES INACTIVE AFTER
• MCNTH(S) O YEAH(S)

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, BMrcirY /.orNcy OR orcice)
D YES ̂ N O

IB. ACCESS RESTRICTIONS Q YES ^ N O
(IF YES, CITE LAB(S) * REOULATION(S)

I 8. AUDIT REQUIREWENTS

SĴ NCNE D STATE D FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|P VKB.E>^LAIN
• f?IKFLY AKO DESCRIBE ANY KARDBARE/ SOFTWARE) IS. RECOMMENDED RETENTION

a YES p N̂O

I

IB. NAME AND TITLE OF PREPARER

1M. S~H
20. TELEPHONE NUMBER 2 I . DATE

DCS 3B0-4 (REVISED 2 / 8 7 )

Fig. 7



i INSTRUCTIONS--TYPE OB PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS BBO-I)

I. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727J WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20704

2. DIVISION

AGENCY RECORDS INVENTORY

PACE/C? 7 OF Gqk

S. UNIT

; DEFINITION-RECORD SERIES-A OROUP OF RELATED RECORD* NOKMALLV FILED AND USED AB A UNIT TON

4. RECORD SERIES

f MO

REFERENCE

TITLE

AS IEU AS RETENTION AND DISPOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR

flfr? TO 1391
0. RECORD SERIES DESCRIPTION lUntKrUY DESCRIBE TKK TYPES OF* INPORMATION/DOCUMKNTB/PORMS POUND

•IN fHE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OP THK 8RPtE>)

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

^LECAL SIZE D COMPUTER TAPE

° BOUND BOOK D FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

D OTHERJSPECIFYJ

6. RECORD SERIES SEQUENCE

• ALPHABETICAL

^^NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

S^TFILE DRAWER( S)
y 0 MICROFILM REEL(S)
~~ O COMPUTER TAPE(S J

NUtabrt Q oTHERfgpEc,PYJ

10. ANNUAL ACCUMULATION-

^CFILE DRAWER(S) I
\/g n MICROFILM REEL(S)

D COMPUTER TAPE(S);
D QTHFRlRPFriFYI

I I I .FILE IS USED

^DAILY O WEEKLY O MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
O MONTH(S) D YEAR(S.j. „

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?

I IF YC«, SPECIFY AOrKCY OR OFFICe)
O YES J^NO

IB. ACCESS RESTRICTIONS Q YES ^J^NO

(IP Yrs, CITE LARJl) 4 RKOULATION(s)
16. AUDIT REQUIREMENTS

^^JONE D STATE D FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (ip YKS.EXPLAIN

• f.-IKFUY AND DKSCRIRK ANY HARDSARE/SOFTWARE)
18. RECOMMENDED RETENTION

Q YES X NO

I a. NAME AND TITLE OF PREPARER

9.s, Ŝ -u.
20. TELEPHONE NUMBER 2 I. DATE

DCS 3B0-4 (REVISED 2/87J

Fig. 7



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS BBO-I )

1. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

AGENCY" RECORDS INVENTORY

PAGE ̂ Q OF fr/g?

' DEFINITION-RECORD SERIES-* OHOUW Or IIKLATKD RECORDS NORMALLY PILED AND USED.AS A UNIT FOR
| »EFERENCE AS W U AS RETENTION AND DISPOSITION PURMggl __

4 . RECORD SERIES TITLEI « . IftOOflB »_HIEB TITLE ^ _ r\ __ s.
l<

YEAR/LATEST YEAR

TO ^P

j# RECORD SERIES DESCRIPTION l
Bmtmri-r DESCRIBE TKK TYPES OF" INrORMATION/OOCU»«NTS/rORMS POUND
•IN THE SERIES. . tNCLUDK THE PURPOSE OH FUNCTION OP THK SKPttES)

7. RECORD SERIES FORMAT(S)

^LETTER SIZE • MICROFILM

Q LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK • FLOPPY DISK

a AUDIO TAPE O VIDEO TAPE

O OTHERi SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

Y~ NUMERICAL

O CHHONOLOOICAI.

^GEOGRAPHICAL

D OTHER(SPECIFY]

9. VOLUME
V^FILE DRAWER(S)

/•> O MICROFILM REEL(S)
<?\ 0 COMPUTER TAPE(S)

NU*lbK" D OTHER( SPECIFY)

10. ANNUAL ACCUMULATION
// ^FILE DRAWER(S)

2^0 ° MICROFILM REEL(S)
fcbMIHfH' D COMPUTER* TAPE ( S )

. O nrviFBfRPFriFYl
II . FILE IS USED

D DAILY O WEEKLY ^MONTHLY

12 • FJLE BECOMES INACTIVE AFTER
a MONTH(S) -D YEAR(s7 "T

' P • 1 t. f. S. P

™ ^ i Ji r $

« • 13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET .
t ip YES, specipr /.orwcy on pcrice) ;
D YES 6(̂1NO

IS. ACCESS RESTRICTIONS • YES ^ NO
(IP vra, CITK LA*(S) A RKOULATIONJs)

16. AUDIT REQUIREMENTS

¥-NONE O STATE D FEDERAL- - - ° -I NDEPENDGNT

17. IS AN INDEX SYSTEM USED? (|p YKS.O^t^lN
MKIKPLY AND OlfCRIIK ANY HARDIARe/lOrTVAKI) 18. RECOMMENDED RETENTION

O YES y NO

(Mb£R^i"^cL:

tt. NAME AND TITLE OF PREPARE*

W(ftgD KfN/^n
20. TELEPHONE NUMBER

w-33kr
2 I . DAVE

_____ -̂

OCS 980-4 (REVISED 2 / S 7 )

Fig. 7



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BBO-I]

1. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 7 S WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2 . DIVISION

AGENCY- RECORDS INVENTORY

PAGE &ft OF- (?5L.

' DEFINITION-RECORD SERIES-A amour OF RELATED RECORDS NORMALLY FILED AND USED.AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PUHFOBE1 :_

4. RECORD SERIES TITLE S. EARLI YEAR/LA

OTO
YEAR

0. RECORD SERIES DESCRIPTION (•Rlltfa*r O«»CBI»« THE TYPES Or INPORMATION/DOCUMENTB/PORMB FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE BBP/1ES)

7. RECORD SERIES FORMAT(S)

tji LETTER SIZE O MICROTILU

Tj^ LEGAL SIZE D COMPUTER TAPE

O BOUND BOOK • FLOPPY DISK

D AUDIO TAPE • VIDEO TAPE

O OTKER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

"XCHRONOLOOICAL.

O GEOGRAPHICAL

O OTHER(SPECIFYJ

9. VOLUME

NubbsR

^CFILE DRAWER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

/ ^ FILE DRAWER(S)
• MICROFILM REEL(S)

MiUfcKB D COMPUTER TAPE(S J
D OTHFBIRPFrllTYl

I •«• FILE IS USED

D DAILY "pi WEEKLY • MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER .-.».-

2 — D MONTH(S) *&YZAR('G) '
DUMBER

• | 13. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(IF VC«. ipecirv /.orNcv OR OFFICE)
a YES yKNO

IS. ACCESS RESTRICTIONS D YES V N O

(IF vra, CITK LA»(S) * RKOULATION(B)

IS. AUDIT REQUIREMENTS

"IS/NONE a STATE a FEDERAL D INDEPENDENT

1 7 . I S A N INDEX S Y S T E M U S E D ? ( I F V K B . O ^ L A I N

• F.IKPI.Y AKO DKICRIIK ANY MARDMARe/SOFTWARE )
IS. RECOMMENDED RETENTION

Q YES NO

>9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

<K1 ̂ i - 3 3 (oS~
2 I. DATE

OCS 350-4 (REVISED 2/87)

- Fig. 7



INSTRU9JJPtt?.- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 5 8 0 - 1 J

1 . DEPARTMENT/AGENCY

Dept. of• Natural Res.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20704

2. DIVISION coastal &
Watershed Res. Division

AGENCY- RECORDS INVENTORY

PACE $ 0 OF 0>a^

3 . UNIT
Tidewater Administration

DEFINITION-RECORD SERIES'* O I > e u F O r MH-ATKO IUCCORDS NORMALLY PILKD AMD UIKD AS A UNIT FOR
M f t M W C t AS WELL AM RETENTION AND DISPOSITION PURFO8M ;_

4 . RECORD SERIES TITLE
Landfill Files

8. EARLIEST YEAR/LATEST YEAR

Mid 70's TO Present

t. RECORD SERIES DESCRIPTION (a"'Kn-r DESCRIBE TKK TYPES OP* INFORMATION/DOCUMCNTS/FORMS POUND
•IN THE SERIES. . INCLUDE THE PURPOSE OM PUNCTION OP THE SERIES]

Files, folders, plans, drawings, and assorted documents all existing land-
fill records

7. RECORD SERIES FORMAT(S)

}P LETTER SIZE • MICROFILM

XI LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

JP OTHERJSPECIFY)

maps & rolled up plans

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

Q NUMERICAL

£ CHRONOLOGICAL.

B GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

2-3 # FILE DRAWER(S)
f i l e a MICROFILM REEL(S)
c a b i n e t s COMPUTER TAPE(S)

HUUhK* s OTHER,SPEC | r y J

plans •& maps ' -
10. ANNUAL ACCUMULATION

1 f i l i n g s FILE DRAWERJSJ
cabinet D MICROFILM REEL(SJ

LbUlgH D COMPUTER TAPE(S)
p l a n s / g nTMTRfsprrirvi

II. FILE IS USED

O DAILY • WEEKLY *f MONTHLY

'*• FILE BECOMES INACT̂ I&f AFTER
D MONTH(S) D YEAR(S)

; IJ. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM)

B-3

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
I if ¥M, sprciPY /.orwev em ornce)
D YES X N O

18. ACCESS RESTRICTIONS • YES • NO
(IP VM, CITK LA»(«J * RKOULATION(s)

Some interpretation by the atty. gen

16. AUDIT REQUIREMENTS

O NONE * STATE ° FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|p YKS.KXPLA IN
mnlK^UY AKO OHCRIIK ANY HARDWARE/(OPTtARI)

B YES D NO

will set up in a D-base

18. RECOMMENDED RETENTION

Retain permanently

t. NAME AND TITLE O F PREPARER

Kelly Spencer, Admin. Of

20. TELEPHONE NUMBER

410-974-3151

2 I . DATE

06/12/92

DCS 5 8 0 - 4 (REVISED 2 / 8 7 )

-Fig. 7



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS B B O - I )

1 . DEPARTMENT/AGENCY

Natural Res.-Tidewater

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT D I V I S I O N

7 2 7 8 WATERLOO ROAD
P . O . BOX 2 7 5

JESSUP, MARYLAND 2 0 7 9 4

2 . DIVISION
• Fisheries

AGENCY RECORDS INVENTORY

PACE vff/ OF WR

3 . UNIT
12

' DEFINITION-RECORD SERIES_A amouw or KELATKD RKCORDS NORMALLY riUKD AND USKO AS A UNIT roit
RKFCfWCC AS WELL A l RETENTION AND DISPOSITION H H W H E l •_

I 4 . RECORD SERIES TITLE

i Maryland R e g i s t e r
8 . EARLIEST YEAR/LATEST YEAR

1982 TO 1984

|_ RECORD SERIES DESCRIPTION (altiKrLT DESCRIBE THE TYPES Of INfORMATION/DOCUMENTS/FORMS POUND
•IN THE SERIES. . INCLUDE THE PURPOSE OH FUNCTION Of THK SEPtCf)

Maryland Register publications of regulation additions and changes.

Purpose - For reference dates of changes to regulations/ copy changes
as needed, rework regulations.

7. RECORD SERIES FORMAT(S)

^JLETTER SIZE O MICROFILM

fO LEGAL SIZE O COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

O OTHERJSPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

/X^CHRONOLOOICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

B. VOLUME

) ^QFILE DRAWER(S)
' ' D MICROFILM REEL(S)

O COMPUTER TAPE(S) .
N "*"*"* O OTHERJ SPECIFY)

10. ANNUAL ACCUMULATION

/ O • FILE DRAWER(S)
D MICROFILM REEL(S)

NLUhKH a COMPUTER TAPE(S)
D OTWPlsPFnryl

11 • FILE is USED fef-ere-iA.cz. 6/*/t*Y0
O DAILY D WEEKLY D MONTHLY

OCC Asic V+L
l 2 # FILE BECOMES INACTIVE AFTCH

•<*Y St) O MONTH(S) yX^YEAR{SJ
NUMBER /

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

Tawes Bldg. 0.-2

14. IS RECORD SERIES DUPLICATED ELSEWHERET

y('»p vrs, SPECIFY /.orNcr on orrice)

XYES °NO l£GJL fr&r, hAs/t
IS. ACCESS RESTRICTIONS O YES 9(H°

(if Vrs, CIT« LA»(a) A RKQULATIOr/ls)
16. AUDIT REQUIREMENTS

VNONE a STATE a FEDERAL a INDEPENDENT

17. IE AN INDEX SYSTEM USEDt (|F VCB .K>̂ >I-A IN

• f.lKFUY AKD DKICnilK ANY KARPIARc/tOrTIANE )

a YESY NO

18. RECOMMENDED RETENTION

It. NAME AND TITLE OF PREPARER

Loretta Kellum-Admin.Aide

2 0 . TELEPHONE NUMBER

974-3558

2 I . DATE

6/9/92

DCS 380-4 (REVISED 2/87)
a ,»H •>

Fig. 7



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 980-1)

1. DEPARTMENT/AGENCY

Natural Res.-Tidewater .

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

Fisheries

AGENCY RECORDS INVENTORY

PAGE &<<L or (acK

3. UNIT

' DEFINITION-RECORD SERIES-* OHOUW O P "KLATKD RECORD* NORMALLY FILED AND USED AS A UNIT POR
i WKWCMtWCK AS 9ZL1. AS RETENTION AND DISPOSITION PUHPO8E* ;_

4. RECORD SERIES TITLE •

Atlantic States Marine Fisheries Commission
8. EARLIEST YEAR/LATEST YEAR

1988 TO 1992

ga RECORD SERIES DESCRIPTION /•"'•
F1"r OHCRIII TKE TYPES Or INPORMATION/DOCUMCNTS/PORMS FOUND

•IN THE SERIES. , INCLUDE THE PURPOSE OR FUNCTION OF THK SERIES)

Documents relating to Commission meetings, decisions, controversies.

Purpose - Reference for on-going considerations, historical decisions'.. .

7. RECORD SERIES FORMAT(S)

X.LETTER SIZE O MICROFILM

O LEGAL SIZE • COMPUTER TAPE

D BOUND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

D OTKER( SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

y*CcHRONOLO©ICAI«

' •GEOGRAPHICAL

Q OTHER(SPECIFY)

9. VOLUME

• A? S5 FILE DRAWER(S)
' ./ • MICROFILM REEL(S)

' a COMPUTER TAPE(S) .
NUfc""1* O OTHER (SPECIFY)

10. ANNUAL ACCUMULATION

Sl& J£r\\JE. DRAWER(S)
D MICROFILM REEL(S)

RTjmWR- ° COMPUTER TAPE(S)
• orfffBlRprrrnrl

i| " * FILE IS USED

t-
A DAILY' £ WEEKLY (TVA MONTHLY

1 2 > FILE__BECOMES INACTIVE AFTCR

J^_^ a MONTH (S-)—--^YEAR («•)*• ""*.

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

Tawes Bldg. C-2

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
( i f Y E S , s p r c i p v /.ar.NcY on O P P I C C ) '

n YES o NO , QpXfiSJuJ/y i

1 8 . ACCESS RESTRICTIONS D YES P^NO
( I F YES, CITE LA*(a) * REOULATIONls)

1 6 . AUDIT REQUIREMENTS

y NONE O STATE .P.'iFEDERAZ f-'O -.Irb'EPENDEffr
A

1 7 . IS AN INDEX SYSTEM USEDT ( | F YES,E>^LAIN
• f.lKPUY AKD DESCRIBE ANY HARDWARE/SOPTWARE )

18. RECOMMENDED RETENTION

O YES"ANO

/
<f^>^ 5"i <v J , « •; . , ; . ' * • ~ • '•> '

j t I'

JJ.
19. NAME AND TITLE OF PREPARED

Loretta Kellum-Admin.Aide

20. TELEPHONE NUMBER

974-3558

2 I . DATE

b»#5»s-—•
• • •: ' s

 H

DCS 350-4 (REVISED 2/87)

Fig. 7



INSTRUCTIQNS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BBO-I )

f. DEPARTMENT/AGENCY

Natural Res.-Tidewater

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27B

JtSSUP, MARYLAND 20704

2 . DIVISION

Fisheries

AGENCY RECORDS INVENTORY

PACE ftff3 OF Q^

3 ; UNIT
12

DEFINITION-RECORD SERIES-* aHOUr O F IOI-ATBO MCCORDS NORMALLY FIUKD AND USKD A* A UNIT fOW
rtrnmuoicK AM » t a A« RKTKNTION AND DISPOSITION PU»W«M :_

4. RECORD SERIES TITLE

•' Mid-Atlantic Fisheri'es Management Council
B . EARLIEST YEAR/LATEST YEAR

1989 TO 1992

9t RECORD SERIES DESCRIPTION /•Rllt'n-T DUCRIII TKK TVFK8 OF INFORMATION/DOCUMKNTB/FORttS POUND
•IN THE SERIES. , - INCLUDE THE PURPOSE OH FUNCTION OF THK SKFTieS)

Documents relating to fisheries management problems/decisions/regulations.

Purpose - Reference for on-going consideration; reference for prior
decisions and related materials.

7. RECORD SERIES FORMAT(S)

^V LETTER SIZE ° MICROFILM

O LEGAL SIZE • COMPUTER TAPE

D BOUND BOOK O FLOPPY DISK

B AUDIO TAPE D VIDEO TAPE

n OTKER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

• NUMERICAL

W . CHRONOLOGICAL.

• GEOGRAPHICAL

O OTHER(SPECIFYJ

9. VOLUME

/ V F I L E DRAWER(S)
' B MICROFILM REEL(S)

O COMPUTER TAPE(S)
H****** O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

/%~ Q(FILE DRAWER(S)
-Tl MICROFILM REEL(S)

NuUhgH' D COMPUTER TAPE(S)
• • OTVIFBfRPFriFYl

I I . F I L E J S USED

\M>AILY D WEEKLY D MONTHLY

l 2' FILE BECOMES INACTIVE ATTER

D MONTH(S) ^^YEAR(S)

13. CURRENT LOCATION(S) (BLDO..FLOOR.ROOM)

Tawes Bldg. C-2
1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET

( I F V C B , B K C I F V /.ar.KCY on O C F I C E )

DYES D NO V/i/t<(M)UjA/

I S . ACCESS RESTRICTIONS D YES D NO
( I F VKB, CITK t~A*(B) A RKaULATION(B)

>

16. AUDIT REQUIREMENTS »••

/
NONE D STATE D FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF W•.KXFUAIH

• r.'lKPLY AKD D H C R I M ANY HARO«ARe/«OFT*ARC J
IS. RECOMMENDED RETENTION

O YESy NO

/
e^L^s

It. NAME AND TITLE OF PREPARER

Loretta Kellum-Admin.Aid

20. TELEPHONE NUMBER

974-3558

2 I . DATE

6/9/92

OCS 3 8 0 - 4 (REVISED 2 / 0 7 )

Fig. 7



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS SBO-I )

1 . DEPARTMENT/AGENCY
Natural Res. -Tidewater

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27B

JESBVP, MARYLAND 20794

2 . DIVISION
Fisheries

AGENCY RECORDS INVENTORY

. PACE & l OF 02.

3 . UNIT
12 |

' DEFINITION-RECORD SERIES-* OHOUP Or MLATKD MCCORDS NORMALLY FILED AND UIIO AS A UNIT FOR
WKFCWKNC* AS KBU. AM RETENTION AND piBrOSITION ru»FO»gl •__

4. RECORD SERIES TITLE

Fee Fishing Lake Permit
8. EARLIEST YEAR/LATEST YEAR

1987 TO 1992

9. RECORD SERIES DESCRIPTION lmR"trur D N C R I I I THK TYPES OP* INFORMATION/DOCUMKNTS/FORMS FOUND
•IN THE SERIES. . INCLUDE THK PURPOSE ON FUNCTION OF THK SKITteSJ|

Copies of Permits for Fee Fishing Lakes, as per Maryland Regulations .t

Purpose - Background information sometimes needed to complete requested
current permits.

7. RECORD SERIES FORMAT(S)

)£LETTER SIZE • MICROFILM

• LEGAL SIZE ° COMPUTER TAPE

O BOUND BOOK • FLOPPY DISK

O AUDIO TAPE a VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

O NUMERICAL

yCCHRONOLOOICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

**U \Cr\\JE. DRAWER(S)
0 MICROFILM REEL(S)
D COMPUTER TAPEJSJ .

NUCEKR*
D OTHERJSPECIFY)

10. ANNUAL ACCUMULATION
'tir*' JKFILE DRAWER(S)

/D MICROFILM REEL(S)
fcUftgtt a COMPUTER TAPE(S)

O QTHFR(fiPTrlFY)

I I I . FILE IS USED

Q DAILY XWEEKLY • MONTHLY

l2# FILE BECOMES INACTIVE AFTER
, ___̂ "" D MONTH(S) X^YEAR(S)

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

Tawes Bldg. C-2

14. IS RECORD SERIES DUPLICATED ELSEWHERET
( i f vts^eprcirv /.orwcr oi» orricc)
D YES X N O

18. ACCESS RESTRICTIONS Q YES X N O
(ir YrB, CITK LA»(>) a RKaULATION(s)

16. AUDIT REQUIREMENTS

NONE a STATE O FEDERAL D INDEPENDENTv»
17. IS AN INDEX SYSTEM USEDT (ir VKS.O^LAIN

• I.-IKFLY AKO OKICnilK ANY KARDIARC/tOrTIARI J 18. RECOMMENDED RETENTION

O YES»y NO ryef r

l». NAME AND TITLE OF PREPARE*

Loretta Kellum-Admin.Aide

DOS SBO-4 (REVISED 2/87)

20. TELEPHONE NUMBER

974-3558

Fig. 7

2 I . DATE

6/9/92



w

•
»

«

!

4

Jf4SIFVSTJSClS.- "TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 1 8 0 - 1 )

f . DEPARTMENT/AGENCY

Natural Resources

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727* WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20704

2 . DIVISION
Tidewater

AGENCY RECORDS INVENTORY

PAGE>__LOF 6.^.

3 . UNIT
Estuarine Fisheries

' DEFINITION-RECORD SERIES** ° " O U F O r «*LATKD RECORDS NORMALLY FILED AMD USED AS A UNIT FOR
REFERENCE AS IRU. AS RETENTION AND DISPOSITION ruRPOSEI

4 . RECORD SERIES TITLE
1 Anadromous a los ids

B. EARLIEST YEAR/LATEST YEAR
1980 TO 1992

$. RECORD SERIES DESCRIPTION f M I K F k v DESCRIBE THE TYFK8 OP* INPORMATtON/DOCUMENTS/PORMS POUND
•IN THE SERIES. , INCLUDE THE PURPOSE OH FUNCTION OF TNK SERIES)

Data sheets - biological field data collected for American shad and river herring
Reports - documentation of yearly project data
Journal articles - references used for yearly reports .

7 . RECORD SERIES FORMAT(S]

g LETTER SIZE • MICROFILM

a LEGAL SIZE • COMPUTER TAPE

. § BOUND BOOK £ FLOPPY DISK

" • AUDIO TAPE O VIDEO TAPE

• OTHER(SPECIFY)

0 . RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

£1 CHRONOLOGICAL

D GEOGRAPHICAL

D OTKER(SPECIFY)

1 1 ' FILE IS USED

g DAILY O WEEKLY D MONTHLY

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

301 Marine Academy Drive - Matapeake

I S . ACCESS RESTRICTIONS 0 YES $ NO
( IF VKfl, CITK LA*(«) * MtOULATION(s)

17. IS AN INDEX SYSTEM USED? ( | F Y I I . I X P U I N
• KIKPUY AKD D N C R I M ANY HARDMARK/sorTVARK)

O YES fl NO

tk. NAME AND TITLE OF PREPARER

Dale R. Weinrich

DCS 350-4 (REVISED 2 / 8 7 )

9-. VOLUME

# FILE DRAWER(S)
.. D-MICROFILM REEL(S)-

'11 Q; COMPUTER TAPE( S )
N U r " " DOTHERJ SPECIFY)

i '

10 . ANNUAL ACCUMULATION
] £ FILE DRAWER(S)
' j_ D MICROFILM REEL(S) •

L(JU»-H a COMPUTER TAPE(S)
O nrwFR/«;prpipy'l

1 2 • FILE BECOMES INACTIVE AFTER
_ _ _ _ _ D MONTH(S) D YEAR(S)
N U M B E R

14 . IS RECORD SERIES DUPLICATED ELSEWHERE?
t l P YTS, SPECIFY S.ar.NCY OR OFFICE)

flYESONO DNR

16. AUDIT REQUIREMENTS

£ NONE D STATE O FEDERAL ° INDEPENDENT

IB. RECOMMENDED RETENTION

2 0 . TELEPHONE NUMBER

(410) 643 - 6801

2 1 . DATE
rt. • *

June 5 , 19̂ 92 • '

Fig. 7



r\. - •/.

INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
RCV1ECO RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 880-1 )

1. DEPARTMENT/AGENCY

DNR TIDEWATER

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20704

2. DIVISION

FISHERIES

AGENCY RECORDS INVENTORY

PAGE \%k OF &r2

3. UNIT

SHELLFISH ' •

DEFINITION-RECORD SERIES A OROUP OF mCLATBO RECORDS NORMALLY* FILED AND USED AS A UNIT FOR
mreHKHCI AS SELL AS RETENTION AND DISPOSITION PUHPOaei :_

4. RECORD SERIES TITLE

' See form DGS 550-1

5. EARLIEST YEAR/LATEST YEAR

19§4 TO 1992 .
i
e. RECORD SERIES DESCRIPTION lUHta)nJr DESCRIBE THE TYPES Or INPORMATI ON/DOCUMENTS/FORMS FOUND

•IN THE SERIES. . INCLUOK THE PURPOSE OR FUNCTION OF THE SERIES)

7. RECORD SERIES FORMAT(S)

* LETTER SIZE O MICROFILM

£ LEGAL SIZE D COMPUTER TAPE

X> BOUND BOOK O FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

D OTHER(SPECIFY)

6. RECORD SERIES SEQUENCE

RALPHABETICAL

OC NUMERICAL

• CHRONOLOGICAL

<X GEOGRAPHICAL

D OTHER(SPECIFY)

B. VOLUME

8 • FILE DRAWER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)

H U B K * Q OTHERfSPECIFY]
8- Chare drawers

10. ANNUAL ACCUMULATION

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

kUMhEH D COMPUTER TAPE ( S )
£ O OTHTB( SPECIFY}

II . FILE IS USED

9 DAILY Q[ WEEKLY ffMONTHLY

12. FILE BECOMES INACTIVE AFTER
C.E & F D MONTH(S) 3OYEAR(S)
NuMBgH - — - .̂  .. —..

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

Deal Island Office Trailer

1 4 . IS RECORD SERIES bUPUlGATED.ElTSEIfHERET

('IF YES, SPECIFY /.ar.KCY OR OFFICE ) I
• YES • NO '

IS. ACCESS RESTRICTIONS • YES * NO

(IF YES, CITE LAW(S) » REOULATION(S)

16. AUDIT REQUIREMENTS

O NONE D STATE ...P, .FEDERAL. _n INDEPENDENT
t ' -">iWw..iW,iC-.Ujvt;.v: :

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN

"•'«LY AKO DESCRIBE ANY HAROIARc/SOFTWARE J

)Q YES a N O Most recent up front,

Alpabetical & Geographical

I 8. RECOMMENDED RETENTION

r?-w

ui *i:*

*P&E AND TITLE OF PREPARER 20. TELEPHONE NUMBER

Hit?- 7ZV2>0&

21 . ! DATE • , \

DCS 380-4 (REVISED 2/$7}

Fig. 7



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS SSO-I )

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTOR

. PACE J9y OF 6"£.

I. DEPARTMENT/AGENCY
Natural Resources
TiHpaafgr ArimJni fil-'ratinn

2 . DIVISION

Fisherie4s
3 . UNIT

Fish Health/Disease

' DEFINITION-RECORD SERIES-* amOUW Or «*LATRD RKCORDB NORMALLY1 PfUKD AND.UIIO AS A UNIT FOR
mwewmcf A« msux. A* HK-ITCNTION AND DISPOSITION MIUPBIKI •_

4. RECORD SERIES TITLE ..
Budget and Fiscal Planning Records

8 . EARLIEST YEAR/LATEST YEAR
1990 TO 1992

0 . RECORD SERIES DESCRIPTION fait lKFt-r DMCRIBK TKX TYI>K8 Or INPOMUTION/OOCtWENTS/rORMa POONO
•IN 'THE SERIES. . INCLUDK THE PURPOSE OR FUNCTION OF THE •HFTtE»|

Budget Estimates
Materials and Supplies Physical Inventory

7. RECORD SERIES FORMAT(S)

H LETTER SIZE • MICROFILM

O LEGAL SIZE Q COMPUTER TAPE

D BOUND BOOK H FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

O OTHERJSPECIFYJ

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

& CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

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

1 O COMPUTER TAPE(S)
NUttbsft D OTHER{ S P E C rYJ

10. ANNUAL ACCUMULATION
• K FILE DRAWER(S)

1 O MICROFILM REEL(S)
MjUhgH ° COMPUTER TAPE(S)

O OTVfFPf «:PFri FY 1

I I . FILE IS USED

O DAILY OL WEEKLY O MONTHLY
t

tZm FILE BECOMES INACTIVE AFTER

1 O MONTHfSj H YEAR(SJ

1 3 . CURRENT LOCATION(S) {BLOC.,FLOOR,ROOMJ

Cooperative Oxford Lab - Trailer
SN 46764

14. IS RECORD SERIES DUPLICATED ELSEWHERET
|ir YEB, irrciPY /.ofwer on orrICE)
O. YES • NO

18. ACCESS RESTRICTIONS D YES O NO
( ir vra, CITK I_A»(B) A iiKauuMiON(a)

IS. AUDIT REQUIREMENTS

D NONE O STATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|r V(g,uj>UA IN
• rflEfLY AKO D M C R I H ANY NARDIARC/lOPTVAItC )

a YES cKNO

18. RECOMMENDED RETENTION

Retain for 3 Years

!». NAME AND TITLE OF PREPARES

Kelly Greenhawk
20. TELEPHONE NUMBER

(410)226-5908
2 I . DATE

6/8/92-

DCS 3 5 0 - 4 (REVISED 2 / 6 7 J

Fig. 7



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS »0O-I)

1. DEPARTMENT/ACENCY

1} V ( R /77'Afitj) xrrr rids* '< /) •

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 207S4

2. DIVISION

AGENCY RECORDS INVENTOR

PAGCC0S OF 0<2^

3. UNIT

•

' DEFINITION-RECORD SERIES-* aHOUr Or ">LATBO RKCOKDB NORMALLY* FILKD AND VXKO A* A UNIT PON
RKFMKNer A* mtCUX. AS HKT»NTION AND PtBPOBITtON >UWPOBg» •

4. RECORD SERIES TITLE B. EARLIEST YEAR/LATEST YEAR

t. RECORD SERIES DESCRIPTION lmntKnjr BKSCRIBK THJC TYPK8 OF" INFORMATION/DOCUMCNTS/FORMS FOUND
•IN THE SERIES. . INCLUDE TKE FURFOSE OH FUNCTION OF TMK •KfrtEtl

j/eAic/e &ef>°r7S

ST/I <ZS -Tr&'vS-SerS

ft ISC. f<ifi'l'6-?t'^<fC

^c«"iTiij Records

7 . RECORD SERIES FORMAT(S)

O LETTER SIZE • MICROFILM

X LEGAL SIZE O COMPUTER TAPE

O BOtND BOOK D FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY]

8 . RECORD SERIES SEQUENCE

y{ ALPHABSTICAL

D NUMERICAL

O CHRONOLOOICAL

0 GEOGRAPHICAL

O OTHER(SPECIFY)

9 . VOLUME

*

NbCTilT

FILE DRAWER(S)
• MICROFILM REEL(S)
O COMPUTER TAPE(S) .
D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

)^FILE DRAWER(S)
y~ n MICROFILM REEL(S)

. KVmWP: COMPUTER TAPE(S )
•"•' .•'..,O.OTWFP|'fiPFriFY)

II. FILE IS USED

^ DAILY CJ WEEKLY O MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

O D MONTH(S) D YEAR(S)

• ;13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWKERET

(IF Y E S , ,»McifV f.ar.NCY OR orricc)

O YES ̂ C NO (s*~ e c-f 7/ ,*, )

IS. ACCESS RESTRICTIONS • YES fit NO
(IF vrn, CITK UA»(S) A RKOULATION(B)

16. AUDIT REQUIREMENTS

£ ( N O N E O STATE D FEDERAL D INDEPENDENT

17. IE AN INDEX SYSTEM USED7 ((r VM.KXFLAIN

• f.lKFUY ANO DKICRIII ANY KARDIARc/fOPTVANK)
IB. RECOMMENDED RETENTION

Q YEStfNO

It. NAME AND TITLE OF PREPARER

?r$'\Cf>± Lee C/ou/
20. TELEPHONE NUMBER 2 I. DATE

DCS SBO-4 (REVISED 2/87)

Fig. 7



IMSTRVCTJQNS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BBO-I )

f. DEPARTMENT/AGENCY
Natural Resources
Tidewater Administration

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT D I V I S I O N

7 2 7 8 WATERLOO ROAD
P . O . BOX 2 7 5

JESSUP, MARYLAND 2 0 7 0 4

2 . DIVISION
Fisheries

AGENCY RECORDS INVENTOR

• PACE V^V OF (fl£y

3 . UNIT

Fish Health/Disease

DEFINITION-RECORD S E R I E S - * O I I O U F o r MLATKD MTCORD* HORMALLV. f I LSD AMB.VKD A« A UNIT FOR
WKFCKgNCK A* Wgt-U A* WKTKNTIOW AND PIBPOBITIOff PUWPOBFM •__

4 . RECORD SERIES TITLE
1 General Accounting Records

B. EARLIEST YEAR/LATEST YEAR
1990 TO 1992

i
s> RECORD SERIES DESCRIPTION /•"

l*ri-r BKSCRIBB THX TYPKS Or INPOMUTION/DOCUMeNTB/reMW POUND
,. -IN THE SERIES. . INCLUOK THE PUKFOSC ON rUNCTION OF THC • K*rfE«|

Memoradnum of Adjustments

7. RECORD SERIES FORMATfSJ

OCLETTER SIZE • MICROFILM

O LEGAL SIZE D COMPUTER TAPE

O BOUND BOOK Qt FLOPPY DISK

O AUDIO TAPE a VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUftCRICAL

D CHRONOLOOICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

NLJCSiW

H FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
D OTHER{SPECIFY)

10. ANNUAL ACCUMULATION
K FILE DRAWER(S)

j Q MICROFILM REEL(S)
MjMhgH' ° COMPUTER TAPE(S)

• • fyTHFP^prriFY)

It. FILE IS USED

Q DAILY • WEEKLY B MONTHLY

t-

'** FILE BECOMES INACTIVE AFTER
' 1 D MONTH(S) % YEAR(E)
IUMBr~HUMBgTT

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

Cooperative Oxford Lab — Trailer
SN 46764

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
fir res, t^rciPY /.ar.Ncr on orrice)
• YES H NO

IS. ACCESS RESTRICTIONS O YES H NO
( I F YKS, CITK L.A>(S) A RUUUATION(S)

16. AUDIT REQUIREMENTS

O NONE O STATE E FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|r YKS.KXFUA IN

mrfiuruy AKO OIICRIIK ANY HAPD»ARI!;/«OPTWAR«:J

Q YES M NO

IS. RECOMMENDED RETENTION

Retain for 3 Years

It. NAME AND TITLE OF PREPARER

Kelly Greenhawk

2 0 . TELEPHONE NUMBER

(410) 226-5908
2 I . DATE

.„« «/8/92

DCS 380-4 (REVISED 2/87J

Fig. 7



INSTRUCT IONS--TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS B80-I)

1. DEPARTMENT/AGENCY

Natural Resources

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

Fisheries

AGENCY RECORDS INVENTOf]

. PACE f4Q OF //^

3. UNIT
Fish Health/Disease

DEFINITION-RECORD SERIES- ^*OOI> O|r ««-*TKD RZCOKDS NOKHALLV FILKD AND UltO Al A UK IT FOIt
»*rEWKNCK AM WWCtJ. AM KETKNTIOH AND PISrOglTtON PUHFOBE1 1_

4. RECORD SERIES TITLE

Miscellaneous Accounting Records

8 . EARLIEST YEAR/LATEST YEAR
1990 TO 1992

8 > RECORD SERIES DESCRIPTION l
mmtttruv DMCRIMC TKX TVPCS Or INFORMATION/DOCUMENTS/FORMS POUND
•IN THE SERIES. . INCLUOK THE PURPOSE Oft rUNCTION OF THK IEPICI

Budget Papers and worksheets

Delivery Orders and receipts

Mileage Reports «.

Paid Bills and Invoices

Receiving Reports

Requisitions and Purchase Orders

Timesheets

7. RECORD SERIES FORMAT(S)

CL LETTER SIZE • MICROFILM

O LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

D AUDIO TAPE a VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

& ALPHABETICAL

D NUMERICAL

lX CHRONOLOGICAL.

• GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

B FILE DRAWER(S)
• MICROFILM REEL(S)

. 1 D COMPUTER TAPE(S)
h U t""* D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

X FILE DRAWER(SJ
I O MICROFILM REEL(S)

MlUhEtt D COMPUTER TAPE ( S )
, D nTnrp(BPrrirv)

! " ' FILE IS USED

Q DAILY tX WEEKLY O MONTHLY
|
; IS. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Cooperative Oxford Lab - Trailer

SN 46764

12 • FILE BECOMES iriA^|i'jjE-/A^TERi". ^ f |
D MONTHfS) C X Y E A R ( S )

NUHBgTT

(4. IS RECORD SERIES DUPLICATED ELSEWHERE?
fir vrs, BFr'ciFY t.arncr on OFFICE ) •
H YES - NO ;'

1 8 . ACCESS RESTRICTIONS O YES H NO
( I F YtCB, CITK L A ( ( l ) A RKOULAT I ON ( B )

16. AUDIT RECUIREME^s'Hiid:^'^ *£?:' . '

O NONfi O STATE D FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|F YKB.K>^I_AIN

• fflKFLY AND DHCKIIR ANY HAnOIARc/ «OFTWARC )

Q YES tX NO

18. RECOMMENDED RETENTION • , . •*

Retain for 3 Years

<•;•;• <»

"t

f i

It. NAME AND TITLE OF PREPARER

Kelly Greenhawk
2 0 . TELEPHONE NUMBER

(410) 226-5908
2 1 . DATE

6/8/92

DCS 3B0-4 (REVISED 2/87)

Fig. 7



INSTRUCT IONS--TYPE OH PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DCS 880-1J

f . DEPARTMENT/AGENCY

Natural Res.-Tidewater

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT D IV IS ION

7278 WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 20794

2 . D IV IS ION

Fisheries

AGENCY RECORDS INVENTORY

PAGE >V'7 OF 6?<g^

3. UNIT

12

' DEFINITION-RECORD SERIES-A OHOU* Or "*I_ATSD RECORDS NORMALLY Ft LCD AMD UKD AS A UNIT FOR
| REFERENCE A« WELL AB RETENTION AND PIBrOBITIOH PURPOaEB •_

I 4. ISOORD SERIES TITLE

• Controlled Correspondence Reader File
8. EARLIEST YEAR/LATEST YEAR

1987 TO 1992

9. RECORD SERIES DESCRIPTION lmnlKri-r BMCRIM THJC TYPES OF" INPORMATION/DOCUMENTB/PORMS POUND
•IN THE SERIES. . INCLUDE THE PURPOSE OH FUNCTION Of THK SERIES)

Copies of responses to correspondence written to Governor, Secretary of DNR.
and others, and assigned to Fisheries for recommended reply.

Purpose - For reference if/when questions arise about previous
correspondence with individuals.

7. RECORD SERIES FORMAT(S)

WfLETTER SIZE O MICROFILM

• LEGAL SIZE D COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

B ALPHABETICAL

^NUMERICAL

^^CHRONOLOGICAL.

• GEOGRAPHICAL

B OTHER(SPECIFY)

B. VOLUME

•4JT_S<£FILE DRAWER(S)
• ' O MICROFILM REEL(S)

D COMPUTER TAPE(S) .
NUMtaKR

° OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
•7^ )Q FILE DRAWER(S)

• MICROFILM REEL(S)
NbUfcEH D COMPUTER TAPE(S)

D OTHFBISPFTIFYl
I I t . FILE IS USED

O DAILY /^V"WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER
. Z? n MONTH(S) S^TYEARJE)
UMBEW " /•NVMBEH

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

Tawes Bldg. C-2

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
( I F v r s v ^ B ^ e c i r Y /.arKCY on o r r i c E )
O YES /D^NO

I S . ACCESS RESTRICTIONS O YES ^P^NO
( I F Yra, CITK LA«(S) 4 mauuATio/(s)

z1 6 . AUDIT'REQUIREMENTS

O STATE O FEDERAL ° INDEPENDENTQ^UONK

1 7 . I S AN I N D E X SYSTEM U S E D ? ( | P Y K S . K X P I - A I N

• F.IKPLY AND OR SCR IBK ANY HARDLARC/LOFTIAKI )

^(YES

~7
1 8 . RECOMMENDED RETENTION

NO

M0/i\&(HCA'L CO 6- 000^
^ ye«.rj

\ It. NAME AND TITLE OF PREPARER

Loretta Kellum - Admin,
Aide

20. TELEPHONE NUMBER

974-3558
2 I . DATE

6/9/92

DCS 580-4 (REVISED 2/87)

Fig. 7

_



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 8 B 0 - I )

t . DEPARTMENT/AGENCY

Natural Res.-Tidewater

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2 . DIVISION
Fisheries

AGENCY RECORDS INVEiMTORv|

. PAGE /y^-OF SC£&*

», UN.T 1 2 • : 1
•

' DEFINITION-RECORD SERIES-* aHOUW or MLATKD RECORDS NORMALLY FILED AND USED AS A UNIT FOR
• REFERENCE AS W U AS RETENTION AND DISPOSITION puwpoagi •_

I 4. RECORD SERIES TITLE

! Correspondence/report files
5. EARLIEST YEAR/LATEST YEAR

1985 TO 1992
i
• . RECORD SERIES DESCRIPTION lmHtKtn-r BKICRIII THE TYPES OF* INPORMATf ON/DOCUMENTB/PORttS FOUND

•IN THE SERIES. , INCLUDE THE PURPOSE OR FUNCTION OF THI SERIES )|

Incoming-outgoing correspondence, reports on various fisheries subjects.

Purpose - Background on issues relating to fisheries needed for reference
in on-going or related work. .

7. RECORD SERIES FORMAT(S)

£\LETTER SIZE • MICROFILM

ID LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK ° FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

O OTHERJSPECIFY)

I. RECORD SERIES SEQUENCE

^^ALPHABETICAL

O NUMERICAL

• CHRONOLOOICAL.

D GEOGRAPHICAL

O OTHER(SPECIFY)

V O L U M : '•''' .."'•

3/^.ka FILE DRAWER(S)
lO MICROFILM REEL(S)
D COMPUTER TAPE(S) .

HUUt"tn O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
i^y VFILE DRAWER(S)

• MICROFILM REEL(S)
RCOTnre-O COMPUTER TAPE(S)

O OTHFBlSPTriPVI

II. FILE IS USED

a DAILY
h

X WEEKLY O MONTHLY

l2' FILE BECOMES INACTIVE AFTER
D MCNTH(S) D YEAR(S)

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

Tawes Bldg. C-2

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(|F YE«y SPECIFY AOrKCY Ol» OFFICE)
£3 YES XI NO

ION(SJ

&
IS. ACCESS RESTRICTIONS D YES PkNO

(IF Yra, CITE UA»(s) « RKOULATto/(s)

7
I S . AUDIT REQUIREMENTS

.NONE O STATE D FEDERAL D INDEPENDENT
>

17. IS AN INDEX SYSTEM USED! (IF YK8.EXPLAIN
• r.-IKPUY AND DnCRIM ANY HARDIARC/SOFTWARE) 18. RECOMMENDED RETENTION

\ Y E SX I ryed^s

It. NAME AND TITLE OF PREPARER

Loretta Kellum-Admin.Aide

20. TELEPHONE NUMBER

974-3558

2 I . DATE

6/9/92

DCS SSO-4 (REVISED 2 / 8 7 )

Pig. 7



INSTRUCTIONS--TYPE'OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 3 8 0 - 1 }

1 . DCFARTMENT/AGENCY

Natural Res. - Tidewater

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

2 . DIVISION

Fisheries

AGENCY RECORDS INVENTORY

PACE *£% OF ife^

3 . UNIT

12

' DEFINITION-RECORD SERIES-* a i t O U r O F WH-ATED RECORDS NORMALLY riLKD AND UIIO AS A UNIT POR
'• REFERENCE A* WELL AS RETENTION AND DISPOSITION PUHPOHEI :_

4. RECORD SERIES TITLE

! Maryland Legislatiort
8. EARLIEST YEAR/LATEST YEAR

1982 TO 1992
i
#. RECORD SCRIES DESCRIPTION (•Illl"r|-T » " ™ l « THE TYPES Or INPORMATION/DOCUMENT8/PORMS FOUND

•IN THE SERIES. . INCLUDK THE PURPOSE OR FUNCTION OF THE SERIES)

Bill Reports - Bills - background information

Purpose - ready reference of past and present bills introduced for each
year. Reports and bills referred to each year as background.

7. RECORD SERIES FORUAT(S)

/^LETTER SIZE • MICROFILM

° LEGAL SIZE D COMPUTER TAPE

D BOUND BOOK O FLOPPY DISK

D AUDIO TAPE O VIDEO TAPE

D OTKER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

• NUMERICAL

/\CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME
/ Vf FILE DRAWER(S)

D MICROFILM REEL(S)
Q COMPUTER TAPE(S)

Nuut"n D OTHER{ SPECIFY)

10. ANNUAL ACCUMULATION
-"VS /6 FILE DRAWER(S)

O MICROFILM REEL(S)
LUUMKH D COMPUTER TAPE(S)

O QTI-IFR> s p m mrl
I I . FILERS USED ,jtJ£. S&$X/6/S

DAILY P^"
\

' O WEEKLY O MONTHLY

1 2 # FILE BECOMES INACTIVE AFTER

/A O MONTHQ) XrE^6'

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

Tawes Bldg. C-2

14. IS RECORD SERIES DUPLICATED ELSEWHEREf
^tiF n:s, SPECIFY /.arNcv on OFFICE)

^YES PNO iztisc/f-T/ve ££~F,
IS. ACCESS RESTRICTIONS 0 YES >*»-NO

{IF YES, CITE I-A»(S) * REOULATION(S)
16. AUDIT REQUIREMENTS ;

K

-NONE O STATE D FEDERAL D INDEPENDENTK-
1 7 . IS AN INDEX SYSTEM USED? ( I F YES.EXPLAIN

• ».'l«PLY AKO DESCRIBE ANY KARDIARE/SOFTWARE )

O YES NO

18. RECOMMENDED RETENTION

/ 6 yp<xss

9. NAME AND TITLE OF PREPAREH

Loretta Kellum, Admin.
Aide

20. TELEPHONE NUMBER

974-3558

2 I . DATE

6 / 9 / 9 2

DCS 3 8 0 - 4 (REVISED 2 / 8 7 )

Fig. 7



INSTRUCTIONS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD .

WITH RECORDS RETENTION SCHEDULE

(DCS 8 8 0 - 1 )

1 . DEPARTMENT/AGENCY

Natural Res. -Tidewater

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVIS ION

7278 WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 2 07 04

2 . DIVISION

Fisheries

AGENCY RECORDS INVENTORY

PAGE^/*7 OF 6<g*-

3. UNIT

12
1 DEFINITION-RECORD SERIES-* a " o u * ° ' IUCLATBO RKCORDB NOKMALLV FILKD AMD UBKD AS A UNIT FOR

tKnmKMCK AB nttuu AM RETENTION AND D I S P O S I T I O N r u n f o a e i •_

4. RECORD SERIES TITLE

i Reader File - Fisheries Director
8. EARLIEST YEAR/LATEST YEAR

1986 TO 1992
i
0. RECORD SERIES DESCRIPTION lmHtKn-V BMCRIBE THX TYPES OF" INFORMATION/DOCUMENTS/FORMS POUND

•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THK SERIES)

Daily correspondence - Director Fisheries

Purpose - Reference for additional follow-up correspondence, reminder
of previous correspondence, records if necessary for additional
copies.

7. RECORD SERIES FORMAT(S)

V LETTER SIZE O MICROFILM

O LEGAL SIZE O COMPUTER TAPE

D BOUND BOOK ° FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

B OTHERJSPECIFY)

8. RECORD SERIES SEQUENCE

B ALPHABETICAL

• NUMERICAL

SCHRONOLOGICAL

^GEOGRAPHICAL

O OTHER(SPECIFY)

/ *

9. VOLUME

}£ y^LflLE, DftA»ER(S)
D MICROFILM REEL(S)

', , D COMPUTER TAPE(sj
H U C 5 i * Q OTHER( SPECIFY) '\

10. ANNUAL ACCUMULATION

'^>.,^F.ILE,DRAWER.(.SJ
a MICROFILM REELTS)

KOTSOT" ° COMPUTER TAPE(S)
. . D OTHFBfSPFrlFYl

1 "* FILE IS USED

XDAILY • WEEKLY O MONTHLY

12• FILE BECOMES INACTIVE AFTER. ':f'"S*jKF f
1/1 D MCNTH( S) ^YEAR(S) j10

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

Tawes Bldg. C-2

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF ve^.^eciFy f.ar.ncr on OFFICE)
D YES

18. ACCESS RESTRICTIONS Q YES V N O

(IF VM, CITK LA*(S) * RKauLATIO|4(B)
Ifl. AUDIT REQUIREMENTS ' ' ..l,..\.!Hv

hNONE O STATE Q FEDERAL ° INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( | p VKB.UJ>UAIN

ll.'icrLV AKD OKBCRIBK ANY HAROBARK/BOFTWARK )

Q YES "R/ NO

IS. RECOMMENDED RETENTION
. ' • . I -

y /# fecLts^
«;.»

ll». NAME AND TITLE OF PREPARER

Loretta Kellum - Admin.
Aide

20. TELEPHONE NUMBER

974-3558
2 I . DATE

t „•>••,.••&:: ' * i ' : ' . . u : \ t i . ' .

•6/9/92

DGS S80-4 (REVISED 2/87)

_

Fig. 7



-INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BBO-I )

I . DEPARTMENT/AGENCY

Dept. Qf-Nat. Resources

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 8 WATERLOO ROAD
P . O . BOX 2 7 S

JESSUP, MARYLAND 2 07 94

2 . DIVISION
General Direction

AGENCY RECORDS INVENTORY

PAGE/JV3 OF C/"OL

3 . UNIT
Tidewater Admin.

; DEFINITION-RECORD SERIES A OROUP OF RELATED RECORD* NORMALLY FILED AND UBKD AS A UNIT FOR
REFERENCE AS WEU. AS RETENTION AND DISPOSITION PURPQgga •_

4. RECORD SERIES TITLE
1 General Administration Working Files

5. EARLIEST YEAR/LATEST YEAR

, 8 9 TO 92

»>

f. RECORD SERIES DESCRIPTION fBltlKn-Y OESCRIBE TKK TYPES OF* INPORMATION/DOCUHENTS/PORH8 FOUND
•IN THE SERIES. , INCLUDE THE PURPOSE OR FUNCTION OF THE HPtl!l|

Administrative Forms
General Administrative Correspondence
Personnel Files ~ ' »
Legislation
Budget *personnel files are retained back to the

employment date until cutoff from payroll

7. RECORD SERIES FORMAT(S)

q(LETTER SIZE • MICROFILM .

ILLEGAL SIZE • COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

O OTHERJSPECIFY)

8. RECORD SERIES SEQUENCE

& ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

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

_ . a COMPUTER TAPE(S)
K T ? C B i r • OTHER{ SPECIFY)

10. ANNUAL ACCUMULATION

R FILE DRAWER(S)
2 D MICROFILM REEL(S)

RTJWKFjr O COMPUTER TAPE(S)
D OTHFPIspfriryl

I I I . FILE IS USED

R DAILY B WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER
O MONTH(S) JO YEAR(S)

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

C-2
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(IF YES, SPECIFY /.orKCY on OFFICE)

H YES D NO off ice of the Secretary

IS. ACCESS RESTRICTIONS O YES £ NO
(IF YEB, CITE LA»|I) * REOULATION(S)

16. AUDIT REQUIREMENTS

P NONE O STATE D FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p VEB.E>^I^IN

•KIEPUY AMD DKBCRIBK ANY HARDIARe/SOFTWARE)

Q YES l£ NO

IB. RECOMMENDED RETENTION

Retain in office for 3 years,
then destroy.

t9. NAME AND TITLE OP PREPAREH

Joann Wheeler, Admin. Of.
20. TELEPHONE NUMBER

974-2926
2 I . DATE

3 / 1 8 / 9 2

DCS SBO-4 (REVISED 2 /87 )

Fig. 7



I NSTRUCT IQNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 880-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

PAGE^ftf OF (ortL^

t . DEPARTMENT/AGENCY

DNR/Tidewater
2. DIVISION

General Direction
3. UNIT

Tidewater

DEFINITION •RECORD SERIES-* a"OUW O P Md-ATKO RECORD* NORMALLY* PILED AND USED AS A UNIT fCB
REFERENCE A» WELL A* RETENTION AND DISPOSITION PURPOagB •_

4. RECORD SERIES TITLE

' Personnel Files

8. EARLIEST YEAR/LATEST YEAR

TO

t
9. RECORD SERIES DESCRIPTION lmmtKn-V DIICRIU THE TYPE0 Of INPORMATION/DOCUMENTS/FORMS POUND

•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OP THE BBPtEf]

These files are maintained for all permanent, contractual, and seasonal
employees and includes appointment paperwork., contracts, personnel v

history, training, disciplinary actions (etc.).

.

7. RECORD SERIES FORMAT(S)

• LETTER SIZE • MICROFILM

XXLEGAL SIZE O COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

• AUDIO TAPE O VIDEO TAPS

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

XM ALPHABETICAL

• NUMERICAL

D CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

3P FILE DRAWER(S)
• MICROFILM REEL(S)

5 D COMPUTER TAPE(S)
Hvutt** a OTHER(SPECIFY)

(0. ANNUAL ACCUMULATION

a p p r o x . ° F I L E
 DRAWER(S)

12 f i l e a M I C R O p l | L M
 R E E L ( S )

KUUfcgH " COMPUTER T A P E ( S )
» ffrHFB[RPFrlFY)

I t . FILE IS USED

PXbAILY ° WEEKLY O MONTHLY

IZ' FILE BECOMES INACTIVE AFTER Terminat ion
______ D MONTH(S) D YEAR(S)
WUMBtH

; 13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOM)
Tawes State Office Building
C-2

14. IS RECORD SERIES DUPLICATED ELSEWHERET

('IP YE», BPrCIPY /.OFNCY OR OFFICE )

y? YES a NODNR Procurement, Personnel

18. ACCESS RESTRICTIONS )B(YES • NO
(IP vra, CITE LA»(S) A REOULATION(S)

COMAR 06 . 0 1 . 04 .10 . - . 16

in UUc
1 6 . AUDIT REQUIREMENTS

XKNONE D STATE O FEDERAL D INDEPENDENT

17 . IS AN INDEX SYSTEM USEDT ( IP VEB.»7LAIN
• r:IKFLY AKD O t I C R I t C ANY HARDVARE/SOFTWARE )

OTYES D NO I n f o , e n t e r e d i n t o
D--base I I I

18. RECOMMENDED RETENTION

Retain 3 yrs. after termination
of employment, then destroy.

)NAME AND TITLE OF PREPARER

'Joyce L. Heinemeyer
20. TELEPHONE NUMBER

(410) 974-2926
2 I . DATE

6/10/92

DCS S80-4 (REVISED 2/87)

Fig. 7



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BBO-I )

1 . DEFARTMENT/ACENCY

Dept..of Nat. Resources

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7 2 7 8 WATERLOO ROAD
P . O . BOX 2 7 8

JESSUP, MARYLAND 2 0 7 9 4

2 . DIVISION
General Direction

AGENCY RECORDS INVENTORY

PACE / / " | 7 OF //?£K

3 . UNIT
Tidewater Admin. ' •

DEFINITION-RECORD SERIES-* M O t m Or "»-ATBO RKCORDS NORMALLY PILKD AND UIID AS A UNIT POK
REFCRSNCK AS H L L AS RETENTION AND DISPOSITION PUKFOagl •

4. RECORD SERIES TITLE

Services Purchase Orders
8. EARLIEST YEAR/LATEST YEAR

TO

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE
•IN THE SERIES.

THE TYPES OF" INFORMATION/DOCUMKNTB/FORMB FOUND

INCLUDK THE PURPOSE OR FUNCTION OF THE BBPtEf |

Services Purchase Orders;

Contracts

7. RECORD SERIES FORMAT(S)

D LETTER SI2E • MICROFILM .

5 LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK • FLOPPY DISK

• AUDIO TAPE a VIDEO TAPE

O OTHERJSPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

Q NUMERICAL

O CHRONOLOOICAL

B GEOGRAPHICAL

D OTHER(SPECIFY)

Contract No.

9. VOLUME

1
NUMEKT

}P FILE DRAWER(S)
O MICROFILM REEL(S)
D COMPUTER TAPE(S)
P OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

X> FILE DRAWER(Sj
• MICROFILM REEL(S]

TOJIlrBir °.COMPUTER TAPE(S)
' . • orn-iFPf sprn FYI

I I I . FILE IS USED

B DAILY D WEEKLY & MONTHLY
f
[ 13. CURRENT LOCATION!S) (BLDG..FLOOR,ROOM)

C-2

1 2 • FILE BECOMES INACTIVE AFTER

m m m r DMOmHtS) •YEAR(.S,),M

14. IS RECORD SERIES DUPLICATED ELSEWHERET

(•IF vra, BKCIPY f.ar.ncif on oi»rice)

XYES xa NO Pf06u^e^eo-f-

18. ACCESS RESTRICTIONS • YES vf> NO
(ir vro, CITK L.A*(S) * RKOULATION(S)

I B . AUDIT REQUIREMENTS

O NONE ) P STATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( | r ns . l>7LAIN

• RIKFLV AND DMCRI I I ANY HARD«ARc/sOFT«ARK)

Q YES H NO

18. RECOMMENDED RETENTION

Retain 3 years, then destroy.

l». NAME AND TITLE OF PREPARES

Joann Wheeler, Admin. Of

2 0. TELEPHONE NUMBER

974-2926

2 1 . DATE
. t ' '

3/18/92

DCS S80-4 (REVISED 2/87)

Fig. 7



IN5THVCT IONS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 180-1)

DEPARTMENT OF CCNERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACcZ/ff OF f,^

I . DEPARTMENT/AGENCY
Department Of Natural

Resources

2. DIVISION

Tidewater Administration
». UNIT Power Plant and
Environmental Review Division•

DEFINITION-RECORD SERIES-* -" O O P O r "*LATWD RSCORDI NOKMAL,LV FILCD AMD UIIO AS A UNIT POR
WFKMPICK A* t «u . A* WCTWHTIOH AMP PIBPOKITIOW runromcu •

4 . RECORD SERIES T1TUC

Correspondence/reader file
B. EARLIEST YEAR/LATEST YEAR

1987 TO 1992

• . RECORD SCRIES DESCRIPTION ( • " I K r i - r DMCHIBK TWC TYFKS OF" INromUTIOH/DOCUMlHTI / rORMl POUND
•IN THE SERIES. . INCLUDK THK PURPOSE OM FUNCTION OF TMK f S P I C I )

Correspondence and reader file for the Power Plant and Environmental Review Division.

7. RECORD SERIES FORMAT] 8)

O LETTER SIZE • MICROFILM .

XX Lit GAL SIZE • COMPUTER TAPE

O BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE a VIDEO TAPS

B OT>CR( SPECIFY)

«. RECORD SERIES SEQUENCE

a ALPHABETICAL

a NUMERICAL

MX CHRONOLOOICAL.

• GEOGRAPHICAL

O OTHER(SPECIFY)

». VOLUME:

XKFILE DRAWER(S)

• MICROFILM REEL(S)
2' a COMPUTER TAPE(S)

K T ! O T i r D o T H E R ( S P E C I F Y )

1 0 . ANNUAL ACCUMULATION

& V l L E DRAWER(S)
_5 . • MICROFILM REEL(S)

KTO1WT a coMPunrER T A P E ( S )
. O muFPIfiPFriryl

II . FILE IS USED
tfXoAILY O WEEKLY O MONTHLY

1 2 . F ILE BECOMES INACTIVE, AFTER v \ '• >'"

2 O MONTH(S)' S.^i'YEA^f^r"4

[ I ) . CURRENT LOCATION(S) (BLDO. .FLOOR. ROOM)

Tawes State Office Building B-3
Annapolis, Maryland 21401

14. IS RECORD SERIES DUPLICATED ELSEWHERE? '
t i F vc«. sreciFY f.arncx OR o r r i c e ) .
D YES XXNO ' f

I S . ACCESS RESTRICTIONS Q YES )OCNO
( IP YCS, CITK L A f ( i ) « P<«auLATION(«)

l « . AUDIT REQUIREMENTS •.'•• ' •-. '•'• * '->' f^*''•} ''!.

YJ) NONE a STATE O FEDERAL Q INDEPENDENT

17. IS AN INDEX SYSTEM USED! ( |p YVS.KXTUAIN
• ' • I « 'LY AND CliCRIIR ANY HARDIAw/lOrTVARX )

Q YES XX NO

l«. RECOMMENDED RETENTION

3 yrs.

82 •,'•

I*. NAME AND TITLE OF PREPARER

Gayle Moreland Admst. Officer

DCS BSO-4 (REVISCO 2 / t 7 )

2 0 . TELEPHONE NUMKR

974-2261

Fig. 7

2 1 . DATE

6 / %l 9 2vu cim '. * i .:-< ?i*i£?j^h



INSTRUCT IONS--TYT>E OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REV 1 EEC RECORD S E R I E S . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 1 B 0 - I )

I . DEPARTMENT/AGENCY
Department Of Natural

Resources

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X71 WATERLOO ROAD
P . O . BOX 271

JESBUP, MARYLAND 2 0 7 9 4

X. DIVISION

Tidewater Administration

AGENCY RECORDS INVENTORY

PACE /£J_ OF /?,•£

i . UNIT Power .Plant and
Environmental Review Division

DEFINITION-RECORD SERIES-* O I K>O* °* «LAT«O KCORDI NORMALLY F I U O AND USKD AS A UNIT FOR
RBFKRKHC* AW •BIO, AW WKTKNTION AMP PIBPOBITIPH ruRppiri

4 . RECORD SCRIES TITLE ' ' '

Budget File
B . EARLIEST YEAR/LATEST YEAR

1976 TO 1992

f . RECORD SCRIES DESCRIPTION (•"""'I-Y K l a > " « ™ * TYFKW OF" INPORMATION/DOCUMKNTB/PORMS POUND
1M THE SCRIES. . INCLUM TMK PURPOSE OH FUNCTION OF TKK SB*

The Power Plant and Environmental Review Division budget for prior years. The file
contains preparation and support documents for any given fiscal year.

iml

7. RECORD SCRIES FORMAT(S)

YJP LETTER SIZE O MICROFILM.

• LEGAL SIZE • COMPUTER TAPE

D BOUND BOOK O FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

O OTHER(SPECIFY)

«. RECORD SCRIES SEQUENCE

° ALPHABETICAL

O NUMERICAL

)& CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

• . VOLUME

JKFILE DRAWER(S)
• MICROFILM REEL(S)

\ • ..O COMPUTER TAPE(S)
KBBgp OTH^RiSPECIFY)

1 0 . ANNUAL ACCUMULATION

:)£» FILE DRAWER(S)
• 1 2 5 "° MICROFILM REEL(S)

. KTJOT»rD COMPUTER TAPE(S)
• O CTXFBIRPrriFYt

I I I . FILE IS USED

O DAILY B WEEKLY XX MONTHLY
| .
J II. CURRENT LOCATION!SJ ( BLDO. .FLOOR.ROOM)

Tawes State Office Building B-3
Annapolis, Maryland 21401.

• * • F I L E B E C O M E S I N A C T I V E A F T E R . !** '','

NA • MONTH(S) O YEAR(S)

14. IS RECORD SERIES DUPLICATED ELSEWHERET
( I F VCW, BPrciFV /.orKCY on o r r I C E )
O YES B(NO

I t . ACCESS RESTRICTIONS O YES XKNO

( I F VK8, CIT« L A « ( B ) • R K O U L A T I O N I B )

K . AUDIT REQUIREMENTS

XH NONE O STATE • FEDERAL O INDCPENDENT

1 7 . IS AN INDEX SYSTEM USED I ( | F VKW.KXFLAIN

• KIKFLY AKO D H C R I I I AKY HAItOBARC/BOFXWARK )

O YES RX NO

I*. RECOMMENDED RETENTION

It. NAME AND TITLE OF PREPARER

Gayle Moreland Admst. Officer

DCS SSO-4 (REVISED 2/t7)

20. TELEPHONE NUMBER

974-2261

Fig. 7

XI . DATE

6/9/92



iNSTRtjCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BBO-I)

1. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7270 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

AGENCY RECORDS INVENTORY
if

PACE \JU OF fjTa^.

3. UNIT

DEFINITION-RECORD SERIES-* °"OUP Or "ELATED RECORDS NORMALLY PILED AND UIKD AS A UNIT FOR
nmrmnmeK AS SEU. AS RETENTION AND DISPOSITION punrongi

4. RECORD SERIES TITLE

(Report) o^ JcU^K-ficL./ j^,/vi-^a.^i«vd* V^UJ^CL
B. EARLIEST YEAR/LATEST YEAR

nso TO prcs^t-
g# RECORD SERIES DESCRIPTION /•

Rl*ri-r OESCRISE THE TYPES OF* INPORMATION/DOCUMeNTS/PORMS POUND
•IN THE SERIES. . INCLUDE THE PURPOSE OK FUNCTION OP THE SBP/tES)

<X*2.c46r^r fefoCtS, \<nAv*&ty pf p d ^ ^ fr»^«vn«^«c^- pU\AĴ  aySHs Ms&Sz.

7. RECORD SERIES FORMAT(S)

^LETTER SIZE D MICROFILM

Q LEGAL SIZE • COMPUTER TAPE

^BOOND BOOK • FLOPPY DISK

D AUDIO TAPE • VIDEO TAPE

O OTHER(SPECIFY)

S. RECORD SERIES SEQUENCE

O ALPHABETICAL

O NUMERICAL

VcHRONOLOO ICAL

• GEOGRAPHICAL

$ OTHER(SPECIFYJ

9. VOLUME

g"^o-f D FILE DRAWER( S)

5W.I"f ° M I C R O f r | L M REEL(S)
_ _ _ _ _ D COMPUTER TAPE(S)
K T O S i ^ X 0 T H E R ( SPEC I FY J

1 0 . ANNUAL ACCUMULATION

y * a-f D FILE DRAWER(S)
iVjl.l'f D MICROFILM REEL(S)

MlUhffl ° COMPUTER TAPE ( S )
yOTHFRfSPFrlFY) _,

II . FILE IS USED

•DAILY X<WEEKLY D MONTHLY

I2> FILE BECOMES INACTIVE AFTER
B MONTH(S) D YEAR(S)

• ; IJ. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
(•IP YES, SPECIPY /.arKcr en orrice) ,

^ Y E S D NO S'^L ftfOSTj u/(3fAcc»yi?{.Pf.1Sj>r

18. ACCESS RESTRICTIONS Q YES ^ N O

( I P YES, CITE I.A«(s) * ItEauUATION(s)

10. AUDIT REQUIREMENTS

.Cr'NONE D STATE D FEDERAL D INDEPENDeNT

17. IS AN INDEX SYSTEM USEDT ( | r Y M . U ^ U I N

• KIKFLY AND OEVCRIME ANY HAROIARc/lOPTIAItl )

DYES I^ NO

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER

Cw^i
20. TELEPHONE NUMBER 2 I. DATE

DCS 330-4 (REVISED 2/87)

Fig. 7



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 8B0-I)

1. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 207B4

2. DIVISION

AGENCY RECORDS INVENTORY

PACE ̂J OF (£<£*

3. UNIT

DEFINITION-RECORD S E R I E S - * O W O U P O r IUCLATKO RECORDS NORMALLY Ft LCD AMD U K O Af A UNIT FOR
nmniaatcK AS H U . AS RETENTION AND DISPOSITION PUHPOUKI

4. RECORD SERIES TITLE

Oyir?-f+ CUtA Q^rtVeo. pCtoMs'
8. EARLIEST YEAR/LATEST YEAR

I1?S TO gMrfĉ f-

ga RECORD SERIES DESCRIPTION /•
BIICri-Y DKCCRIBK TKK TYPES OP* INFORMATION/DOCUMENTS/FORMS FOUND

•IN THE SERIES. . INCLUDE THK PURPOSE ON FUNCTION OF THE SERIES)

^VJJ^OSC t Miaa\A*K'v^ Ui-h ai CannfffeA.. v^vsv-\titri / a^o^eLA. )\̂ -fc>f (V\«J"\c>A "K> Ce1AjU4.eZ>'

7. RECORD SERIES FORMAT(S)

/^LETTER SIZE D MICROriLM

O LEGAL SIZE • COMPUTER TAPE

D BOIJND BOOK ^FLOPPY DISK

0 AUDIO TAPE 0 VIDEO TAPE

D OTHER(SPECIFY)

0. RECORD SERIES SEQUENCE

O ALPHABETICAL

• NUhCRICAL

^^CHRONOLOGICAL

• CeOGRAPHICAL

O OTHER(SPECIFY)

B. VOLUME

N U M

^ F I L E DRAWER( S)
• MICROFILM REEL(S)
0 COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
C\. feUJ « D FILE DRAWER(S)

^ PCnWIT D COMPUTER TAPE(S)
• KQTHFPlcprriryl

I I I . TILE IS USED

O DAILY a WEEKLY 2*MONTHLY
12. FILE BECOMES INACTIVE AFTER

/C D MONTH(S) ^J^YEARfS)

• I 13. CURRENT LOCATION(S) (BLDC..FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERET
( I F YES, SPECIFY /.arwcY OP OFFICE)
a YES ^ N O

18. ACCESS RESTRICTIONS O YES % NO
( I F Y E S , C I T E L A > ( S ) * PIKOULATION(B)

1 6 . AUDIT REQUIREMENTS

^ N O N E D STATE O FEDERAL . D INDEPENDENT

1 7 . IS AN INDEX SYSTEM USED! ( I F YKB.O^LAIN
• F.IKPLY AKD D H C H I H ANY HARDIARC/ BOFTWAHE ) 18. RECOMMENDED RETENTION

O YES $>( NO

l». NAME AND TITLE OF PREPARER

C w u IP.JU
20. TELEPHONE NUMBER

^7V-J7i3
2 I . DATE

*-IW-rL"
DCS JSO-4 (REVISED 2 / 8 7 )

Fig. 7



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 8B0>lJ

I. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

AGENCY RECORDS INVENTORY

PACE \Jc^ or S£^

S. UNIT Q . |

- DEFINITION-RECORD SERIESsA OHOUF Of RKLJITRD RECORDS NORMALLY FIUKD AND UBKD A* A UNIT FOR
RKFCRBMCK AB WKU. AB RKTKNTION AND DIBrOBITION PtlHPOBEI •__

4. RECORD SERIES TITLE 8. EARLIEST YEAR/LATEST YEAR

I«te3 TO JJftX
9. RECORD SERIES DESCRIPTION lmHtKn!r B M C M K TKX TYIMtB OF" INPORUATION/DOCUMCNTS/fORMS FOUND

•IN THE SERIES. . INCLUDK THE PURPOSE ON FUNCTION OF THK l i n n )

pr'vec, a.&ocf- ^ k ; 3?«vr fyp€_. 0«.+H prior-•/* |°»fo U t̂* W / ^ c f b^eps-kr _

7. RECORD SERIES FORMAT(S)

j^LETTER SIZE • MICROFILM

O LEGAL SIZE O COMPUTER TAPE

O BOCND BOOK O FLOPPY DISK

• AUDIO TAPE • VIDEO TAPS

O OTHERJSPECIFY)

6. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

VCHRONOLOGICAL

Q CEOGRAPHICAL

O OTHER(SPECIFY)

B. VOLUME

)S^F1LE DRAWER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)

NutabKR Q OTHERJSPECIFY)

/O

1 0 . ANNUAL ACCUMULATION

C V f c y J ^ . • FILE DRAWER(SJ

^ ^ P ^ r ° M I C R O i r | l - M REEt-(S)
VCTWBF7rD COMPUTER TAPE(S)

^ nrnrp( sPFr iW)

II . FILE IS USED
O DAILY X WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER —~
D MONTH(S) D YEAR( S J

• • IJ. CURRENT LOCATION(S) (BLDC.,FLOOR.ROOM) RET,

QfOfV Tffj^>^/ / i n M DO U<j
1 4 . IS RECORD SERIES DUP,L lf«_ î ip.t>j cif^utyctou ri

( I F VES, » « e i r v /.ar.Ncr on orrict:) i

^ Y E S DNO f|Ŵ  Pi- ̂ ^mHvj-t Q^hr
18. ACCESS RESTRICTIONS D YES X N O

(IF Yrn, CITK LA*(a) * RKOULATION(B)
18. AUDIT REQUIREMENTS

NONE D STATE5 O FEDERAL D INDEPENDENT
i •,.. j-,.1'. -I".*. • ' i;\/ v.V"*S»t )

1 7 . I S AN INDEX SYSTEM USEDT ( | F V 1 B . V 7 L A I N
•r.-isruv AKO D H C R I M ANY KARDMARK/BOFTVARK)

Q YES A NO

18. RECOMMENDED RETENTION

• 0 v

|1». NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER
c)7V-J7i3

2 I. DATE
\

6-\i^A.i.»;A;^---^ :,.,» '"'Jl'.... -

DCS 3B0-4 (REVISED 2/87)

Fig. 7



INSTRUCTIONS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DCS 8 0 0 - 1 )

t . DEPARTMENT/ACENCY

DNft/Tiaeoechr

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 20784

2 . DIVISION

AGENCY RECORDS INVENTORY

PACE O*& OF <^JL

3. UNIT

DEFINITION •RECORD S E R I E S - * OmOtJW O | r MCLATBO MCORDI NORMALLY PILED AND U t I D AS A UNIT FOR
W W M W C T AS WELL AS RETENTION ANP PIMPOSITION FUHPOBM

4 . RECORD SERIES TITLE

£h£_\U SeeA PU/i+f/vi foc*rAs
8. EARLIEST YEAR/LATEST YEAR

WiO'-* TO f*eses&-

• . RECORD SERIES DESCRIPTION faRIKPi-Y DESCRIBE THK TYPES OF" INPOKIUTION/DOCUMENTS/PORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE Oil FUNCTION OF THK BKFTtKS)

f u r i e s accusTKrtV^ r u n r ^ i i ^ r«urA* «JI pW^+f^ ^+ivtfiej, yu+f^ UCCCKOSA

6? pU^fr^r^C*^^^ +o'7J-Kr 6<*r \ r^ ( V^^'s^e ^ p U ^ i ^ , Coif-of p\a*rA\'"§.

7. RECORD SERIES FORMAT(S)

^ L E T T E R SIZE D MICROFILM

O LEGAL SIZE a COMPUTER TAPE

O BOUND BOOK • FLOPPY DISK

a AUDIO TAPE a VIDEO TAPE;

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

• NUMERICAL

^ CHRONOLCX31CAL

^GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME Ĵ  J^_

3-rirtcj X F I L E DRAWER(S)
^ • ^ b o o \ < D M'CWf««-M REEL(S)

^ ) • COMPUTER TAPE(S)

^RuMSlT A o T H E R ( s p E C i r r J

I 0 . ANNUAL ACCUMULATION

y$~ f\O^- ° FILE DRAWER(S)
b o o k . ° MICROFILM REEL(S)

fiTjnFBTr a COMPUTER TAPE(S)

I II. FILE IS USED

• DAILY X'WEEKLY D MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER

______ O MONTH(S) D YEAR(S)

NUMBER .
• I 13. CURRENT LOCATION(S) ( BLDG. .FLOOR.ROOM) 14. IE RECORD SERIES DUPLICATED ELSEWHERE T

('IP Vt«, BPeCIFY /.ar.NCY OR OFFICE)

^ Y E S D NO C ^ | $ J U * V / UJ«rV< Cz^Hr

IS. ACCESS RESTRICTIONS O YES )^NO

(IF rrn, CITK t.A*(s) «t RKOULATiON(B)
IS. AUDIT REQUIREMENTS

^J'NONE O STATE D FEDERAL D INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED! ( | F m . B ^ U I N

• MKFUY AKD C M C R I I K ANY HARDMARc/SOFTWARE J
1 8 . RECOMMENDED RETENTION

D YES K NO
fcff"Vv»<-^./-)T

|I9. NAME AND TITLE OF PREPARER

C'^rii 3u«iy

20. TELEPHONE NUMBER

^4-3733

21. DATE

6-iw-n
DCS 350-4 (REVISED 2/87)

Fig. 7



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS BBO-I)

1 . DEPARTMENT/ACENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

2. DIVISION

AGENCY RECORDS INVENTORY

PACE SfJ-f OF S/lnL

3. UNIT .

DEFINITION-RECORD SERIES-* amOum o r "LATBD NTCOROS NORMALLY FILED AND UttD AS A UNIT FOB
BKIHEHHNCK AB WgUL AM WKTKNTtON AND PtBPOBITION PUHPOBM •__

4. RECORD SERIES TITLE

5 W U Dredl̂ vVvv ' GeoansU
5. EARLIEST YEAR/LATEST YEAR

9. RECORD SERIES DESCRIPTION imHltCri-r OKBCRIBK TKX TYPKS OP* INPORMATf ON/DOCUMENT8/PORM8 POUND
•IN THE SERIES. . INCLUDE THE PURPOSE OM FUNCTION OF THE SBFTIES)

t̂ »rtV«i'««M cLc«^f^^ pArn'i^• fttsA-1prcjAvd^ •«^^lfo/^n«vA\( .^p^cf" sh*Ay ru&&aJi
^ o tW^ ^vnvts^, drceU\n^ .̂v^+r̂ c*Vi ^JfUv U ^ ^ e - . A ^ U ^ 3«v\«/^ ^frsjfoviArtci

7 . RECORD SERIES FORMAT(S)

O LETTER S I Z E • MICROFILM

^ L E C A L SIZE D COMPUTER TAPE

/(BOUND BOOK ^ F L O P P Y DISK

D AUDIO TAPE • VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

WCHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9 . VOLUME

^ F I L E DRAWER( S )
^> D MICROFILM REEL(S)

O COMPUTER TAPE(S)
NUMbKR D O T H E R , S P E C I F Y J

I 0 . ANNUAL AC'CUMULAT I ON

{'• -pfU. ^sfFILE DRAWER(S)
{^[(f^S D MICROFILM REEL(S)

NliUjbgff Q COMPUTER TAPE(SJ
) ". -h-Ol (-!< O OTHFR(CPFrlFV) '

II . FILE IS USED

O DAILY D WEEKLY X MONTHLY

1 2 . FILE BECOMES INACTIVE AFTER. ./>.''' *

O MONTH(S) *;" ' D YEAR(S)
HPMBKB' 1 _

13 . CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHCRET
( i r YES, BPCCIFV /.orKCY on o r r i c e )
a YES ^ N O

IS. ACCESS RESTRICTIONS O YES ̂ ^NO

(IF VKS, CITK LA*(a) * RKaULATION(s)
10. AUDIT REQUIREMENTS

O NONE jj'STATE D FEDERAL D INDEPENDeNT

17. IS AN INDEX SYSTEM USEDT (|F YK8.KXFLAIN

• r.lKFLY AKO OKICRIII ANY HAROIARc/lOrTIAKK )
I S . RECOMMENDED RETENTION

D YES X NO pTrv^.cv-;4-
\

NAME AND TITLE OF PREPARER

C^rii. Ju^.w.
20. TELEPHONE NUMBER

^-?^im
2 I . DATE

t-H-ii

DCS 3S0-4 (REVISED 2 / 8 7 )

Fig. 7

_



INSTRUCT IONS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 8 8 0 - 1 )

1 . DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT D I V I S I O N

72 7» WATERLOO ROAD
P . O . BOX 27B

JESSUP, MARYLAND 20784

2. DIVISION

AGENCY RECORDS INVENTORY

PACE V^/ToF <fr.-3

3. UNIT

DEFINITION-RECORD S E R I E S - A O l t O U I * O r WCLATHD RECORDS NORMALLV F t LCD AMD U t ( D AS A UNIT rOR
BKFEHUNCK A« WELL A« RETENTION AND P l g f C a t T I O N fUHPOBM •__

4 . RECORD SERIES TITLE
Oy_s+er Gb-̂ r jL*r\^7 Dc<K_.

S. EARLIEST YEAR/LATEST YEAR

j# RECORD SERIES DESCRIPTION ("
>('BF>*r DESCRIBE TKK TYPES OF* INPORMATION/DOCUMCNTB/FOftMS FOUND

•IN THE SERIES. . INCLUDE THE PURPOSE OK FUNCTION OF THS SERIES)

judV*-; sWu."ti So.r\ (̂ «J"i 2_t_ «4.wK ^olUc+Ol - ^ n k>n^i^Ue*l5 of o^ 'Hf tcvTj. i?aff=< v

^c^^JLc c ^ r e ^ t sosrv^yj ̂  p̂ -VevvV -ft.^) ^vj^ey^- j u r ^ t y i -̂ >c prfvj«4< o ^ K r lepv^ej^-

7. RECORD SERIES FORMAT(S)

O LETTER SIZE D MICROFILM

^ LEGAL SIZE D CCHPLTTER TAPE

D SOUND BOOK O FLOPPY DISK

• AUDIO TAPE • VIDEO TAPE

O OTHER(SPECIFY]

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

X CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

B. VOLUME

XFILE DRAWER(S)
• O MICROFILM REEL(S)
/ O COMPUTER TAPEJ S)

NU*""t* D OTHERJ SPECIFY)

10. ANNUAL ACCUMULATION ffLt •M<»lcJ

. x*f FILE DRAWER( S)
^LO ° MICROFILM REEL(S)
NL»hgH ° COMPUTER TAPE(S)

• rm-^pf Rprn P~YI
II. FILE IS USED

O DAILY • WEEKLY X MONTHLY

12 • FILE BECOMES INACTIVE AFTER
P MONTH(S) D YEAR(S)

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

ON (\ T ^ J ^ 6U^, Asy A« po Lo" C"Z
1 4 . I S RECORD SERIES DUPLICATED ELSEWHERET

( i r VCB, tpccirr /.orNcr or» orrice)

,<YES b NO Qjfe.,1 ̂  kJbrk CG/TKT

18. ACCESS RESTRICTIONS Q YES A ' N O
(IF Vr«, CITK LA*(s) ft RKaULATION(s)

16. AUDIT REQUIREMENTS

)^NONE D STATE O FEDERAL ° INDEPENDENT

17. IE AN INDEX SYSTEM USEDT (|r YKB.U^LAIN
• F.-IKFLV AKD D K C N I I I ANY HAnOtARe/lOFTtARI )

O YES V NO

18. RECOMMENDED RETENTION

|lt. NAME AND TITLE OF pREPARER

/

20. TELEPHONE NUMBER 2 I. DATE

n-
DCS SBO-4 (REVISED 2/87)

Fig. 7



INSTRUCTIONS--TYPE OH PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS SBO-I )

1. DEPARTMENT/ACENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727S WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. DIVISION

AGENCY RECORDS INVENTORY

PACE O/f OF (ftZL

3. UNIT

DEFINITION-RECORD SERIES-* O I I O O I > O | P "LATKD RECORDS NOItMAI.LV FILED AND UtID AS A UNIT FOR
REFERENCE AS I I U AS WmtNTIOM AND DIBPO0ITICH PUUFQgEI

4. RECORD SERIES TITLE

(b^ (io*Hb(̂ \ 5^1*-*^ Record
B. EARLIEST YEAR/LATEST YEAR

m* TO n*3
« . RECORD SERIES DESCRIPTION ( • R l « r u r OMCHIBK THE TYPES Or INFORMATION/DOCUMENT8/PORM8 fOOHD

•IN THE SERIES. . INCLUDE THE PURPOSE OR rUNCTtON OF THE SERIES)

Purple: Ootw^a^U t u . ru.+uo^ t rej^l t r *£-H* rejwjv^ ©-P Jw«. CK? O*tfv»vn

7. RECORD SERIES FORMAT(S)

^ LETTER SIZE D MICROFILM

Q LEGAL SIZE a COMPUTER TAPE

O BOCND BOOK O FLOPPY DISK

)s^AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL

^GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

^ F I L E DRAWER! 6)
-O ° MICROFILM REEL(S)

D COMPUTER TAPE(S)
NUMbER Q OTHER ( spec |rYj

10. ANNUAL ACCUMULATION

V*VO/V£_ D F I L E DRAWER(S)
O MICROFILM REEL(S)

NUUhKB' D COMPUTER TAPE{ S )
O nrnFR(SPFriFY)

II . FILE IS USED

a DAILY • WEEKLY J£MONTHLY
ll' FILE BECOMES INACTIVE AFTER

• MONTH(S) "
l̂lMBER ). . . r t

13. CURRENT LOCATION(S) (BLDO.,FLOOR,ROOM)
. .... , / i- s- -'• •>iV'

14. IS RECORD SERIES DUPLICATED ELSEWHERET

fir ves, SPECIFY Aorwcr o» orrice)

D YES ^3<NO • »• , .

IB. ACCESS RESTRICTIONS O YES ̂ \"NO

{ ir YES, CITE L.A«(s) « REOUUAT ION( S)
IS. AUDIT REQUIREMENTS :l

5»4<ONE Q STATE D. FEDERAI O. -INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED! ( | p YE8.E>^>LAIN

• F.-IEPLY AKO D M C D I M AJKY HARDIARC/ SOPTWARE )
18. RECOMMENDED RETENTION

a YES ̂\ NO P T rvru-v.vi"h
,.n*:

i ' ^

- (•

1|9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

W-37J3
2 I . 'DATE

£« ' . / ^ ^ . l ^ : ^ :

DCS 3 S 0 - 4 (REVISED 2 / B 7 )

Fig. 7



INSTRUCT IONS- -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD S E R I E S . FORWARD

WITH RECORDS RETENTION SCHEDULE

(DOS 8 8 0 - 1 )

1 . DEPARTMENT/AGENCY

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT D I V I S I O N

72 78 WATERLOO ROAD

P . O . BOX 27B

J E S S U P , MARYLAND 2 0 7 9 4

2 . DIVISION

AGENCY RECORDS INVENTORY

PACE O 7 OF L>^

3 . UNIT

DEFINITION-RECORD SERIES ^A amour or MCLATBO RECORDS NORMALLY nuto AND US SO AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AHD DISPOSITION PUHPO«EI

4 . RECORD SERIES TITLE

cyster Ĝ r cvwfr «• r^^Oc^
8. EARLIEST YEAR/LATEST YEAR

8. RECORD SERIES DESCRIPTION (BI(IKrt-v OIICRIK TKK TYFK0 Or INPOKMATION/DOCUMeNTB/rOMW POUND
•IN THE SERIES. . INCLUDE THE PURPOSE ON FUNCTION OP THE SERIES)

fLrooit: To. %u^\At. o7S4«r /^A^tf-i +• fr*U jfe£f uutfir ck-ati o^ o7^kr hrsr

tw.rr^l' O^JV./ boj-^ \(u±\t>c\eci\ oysHS 6«r;^ b6 -̂/ (s^H»n i<JSvty chvffr,

7. RECORD SERIES FORMAT(S)

^LETTER SIZE O MICROFILM

O LEGAL SIZE D COMPUTER TAPE

° BOUND BOOK • FLOPPY DISK

O AUDIO TAPE • VIDEO TAPE

X OTHER(SPEC 1FYJ

6. RECORD SERIE8 SEQUENCE

• ALPHABETICAL

• NUMERICAL

~KCHRONOLOOICAL

^GEOGRAPHICAL

D OTHER(SPECIFY)

VOLUME

^XFILE DRAWER( S)
/I • MICROFILM REEL(S)

Q COMPUTER TAPE(S)
N U M""* Q OTHER!SPECIFY)

I 0 . ANNUAL^ ACCUMULA'T I ON ':

' ^H^FILE DRAWER(S)
^ • MICROFILM REEL(S)

NtUfcCT a COMPUTER TAPE(S)
' . D OTWRI <;prr 1 FY I

I I I . FILE IS USED

• DAILY AWEEKLY D MONTHLY

l2> FILE BECOMES-INACTIVE AFTER

a MONTH!s) a YEAR(S)
NUMBEW ^ : — : — — :

• ; IS. CURRENT LOCATIGN(S) (BLDO.,FLOOR.ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
I IP VE«, SPECIFY /.OfKCY OI» O P P I C E )

^YES D NO j>A| flj tjflfk (>vtH,r

IB. ACCESS RESTRICTIONS Q YES ^ N O
(IP VrS, CITE LA»|»| 4 RKOULATION(S)

16. AUDIT REQUIREMENTS

b^NONE n STATE D FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p yig.^UIN
• F.IKrkY AKO DltCKIIK ANY HARDIARt/ SOFTWARE )

18. RECOMMENDED RETENTION

D YES X NO /V/H-u-lVV

I 9. NAME AND TITLE OF PREPAREH

CUflJ.flj, J U ^

2 0 . TELEPHONE NUMBER

<W-37J3
2 I . DATE

G-N-i^:

DCS S80-4 (REVISED 2 / 8 7 )

Fig. 7



INSTRUCTIONS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BSO-I )

1. DEPARTMENT/AGENCY

PjSJ« /Ti*U.wJ*kr

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 20794

2. DIVISION

AGENCY RECORDS INVENTORY

PACE y>O OF 6?rjL

3. UNIT ,

DEFINITION-RECORD SERIES-* °" o u* o r MLATED RECORDS NORMALLY FILED AND UfID AS A UNIT FOR
INFERENCE AS WELL AS KCTNTtOW AND DISPOSITION PUHPO8g«

4. RECORD SERIES TITLE

SWUfisu, ieuM-tat^o C^c°rAs
0. RECORD SERIES DESCRIPTION /•BIIrrur DESCRIBE THE TYPES OW INPORUATION/DOCUMENTS/PORMS FOUND

•IN THE SERIES. . INCLUDE THE PURPOSE ON FUNCTION OP THK IimcSj

7. RECORD SERIES FORMAT(S)

^LETTER SIZE D MICROFILM

O LEGAL SIZE O COMPUTER TAPE

D BOUND BOOK D FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

O OTKER(SPECIFY)

6. RECORD SERIES SEQUENCE

• ALPHABETICAL

O NUMERICAL

>^CHRONOLOOICAL

^GEOGRAPHICAL

D OTHER(SPECIFY)

9 . VOLUME

,£T D FILE DRAWER(S)
3 r'v^jj D MICROFILM REEL(S)
yxjVt'Bocj^C D COMPUTER TAPE( S )

q^OTHERJ SPEC IFY)

I 0 . ANNUAL ACCUMULAT I ON

U-CJ I . D FILE DRAWER(S)

f S d ^ k D MICROFILM REEL(S)
NUUhEB D COMPUTER TAPE(S )

^QTHFB(RPFrirY]

I I I .FILE IS USED

• DAILY O WEEKLY XMONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

_5~
NUMBER

MONTH(S) ^"YEAR(S)

« I 1 3 . CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET

\r YES, SPECIFY /.orNcr OB orrice)

YES D NO OTfyWf ^ f j p £ tvvvif.X
T,15. ACCESS RESTRICTIONS O YES /0 NO

(ir YES, CITE LAl(l| * REaULATION(s)
18. AUDIT REQUIREMENTS

/KNONE D STATE • FEDERAL D INDEPENDCNT

17. IE AN INDEX SYSTEM USEDT (|p YEB.U^LAIN

• r.-IKPUY AKD DIICRIIC ANY HARDIARc/ SOFTWARE )
I 8 . RECOMMENDED RETENT I ON

a YES X NO P*J>1«\ ̂  Bv-xf~"

}9. NAME AND TITLE OF PREPARED

(_Wfl̂  O ^ '

20. TELEPHONE NUMBER 2 I . DATE

4 --'V- ?-L

DCS 380-4 (REVISED 2 / 8 7 )

Fig. 7



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

t. DEFARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES.
RECORDS MANAGEMENT DIVISION

72 78 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 207S4

2. DIVISION

AGENCY RECORDS INVENTORY

PACE -6^ OF //?£L

DEFINITION-RECORD SERIES-* O I I O U P O r MLATSD RECORDS NORMALLY FILED AND UtCD At A UNIT POD
M W W W C 1 A* KU./1* HmtNTIQW AND PIBrCglTION PUBPO8M

4. RECORD SERIES TITLE 8. EARLIEST YEAR/LATEST YEAR

9. RECORD SERIES DESCRIPTION lmRtKrL-r DMCRIIK TKK TYFKS or INFORMATION/DOCUMENTB/FOMWS roOND
•IN THE SERIES. . INCLUDE THE PURPOSE OJt FUNCTION OP THE SlHtJ]

7. RECORD SERIES FORMAT(S)

^LETTER SIZE O MICROFILM

O LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK ^ F L O P P Y DISK

O AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

^ OTHER (SPEC I JTi J

try Sp&£c*

9 . VOLUME

•Ho
. V F I L E DRAWER( S )

O MICROFILM REEL(S)
' .O COMPUTER TAPE(S)

**" • OTHER ( SPECIFY)

1 0 . ANNUAL ACCUMULATION ,•.

0 1 ^ ^ J . D FILE DRAWER( S )
$*J2A\S O MICROFILM REEL(S)

NljUfcCT' D COMPUTER-TAPE(S)

II . FILE IS USED

Q DAILY • WEEKLY MMONTHLY

l 2 > FILE BECOMES INACTIVE AFTER

« ; IS. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM)
i, «

14. IS RECORD:SERIES DUPLICATED ELSEWHERET

I If YC», (PECIPV /.OfKCY OH O m e n ) '
D YES J>^NO t

18. ACCESS RESTRICTIONS • YES ^ NO

( I F Vrs, CITE LA* ( | ] ft RiauLATION(B)

1 0 . AUDIT REQUIREMENTS

T^NONE Q STATE." D 5 FEDERAL ^ D" INDEfPENDENT

1 7 . IS AN INDEX SYSTEM USEDT ( i r V K B . u ^ L A I N

• ' • IWLT AKD OMCRIIC ANY HARDIARc/ IOFTWARI )
I S . RECOMMENDED RETENTION

• YES 'ft NO l<k?.p fiy^-fr f o / f ^ fC-^C^ - . r^ f i . ^•.•yT'rv/i j

1
) . NAME AND TITLE OF PREPARER

"7

2 0 . TELEPHONE NUMEER 2;i. DATE,.,/ iv*•.-.: • - r

DCS 380-4 (REVISED 2/87)

Fig. 7



iNsjRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES . FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS BBO-I )

t . DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 275
JESSUP, MARYLAND 20794

2 . DIVISION

AGENCY RECORDS INVENTORY

PAGE (jQ OF (f<^

3. UNIT

DEFINITION-RECORD SERIES-* °"OUF o r «LATKD RECORDS NORMALLY PILED AND UIID AS A UNIT TOB
»«FERKNCE AS K U . AS RETENTION AND DISPOSITION FUHrOBE. •_

4. RECORD SERIES TITLE 8. EARLIEST YEAR/LATEST YEAR

0. RECORD SERIES DESCRIPTION / • R " r u r DESCRIBE TKK TYFKS OP* INFORMATION/DOCUMENTS/FORMS fOOHD

•IN THE SERIES. . INCLUDK THE PURPOSE OR FUNCTION OF THE SKFrtES)

Pwa^aitt To prevvU b«.U^rdu^il i"K-fi> for ecbra, f^o^j-eU.

(Ufaftr^ v^wacU^# bfocWAjej r e ^ ^ . v ^ -ittf^ | \ u M i l r ,

!

« ;

•

7 . RECORD SERIES FORMAT(S)

,&LETTER SIZE • MICROFILM

a LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

• AUDIO TAPE 0 VIDEO TAPE

O OTHER(SPECIFY)

• '

8 . RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

~D GEOGRAPHICAL

^ O T H E R < S P E C . ™ 6 f t j

1 1 * FILE IS USED

O DAILY D WEEKLY ^MONTHLY

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

DfOfc12cA~r«<^ ^rvA^olus G l

IB. ACCESS RESTRICTIONS a YES ^ N O

( i r Y E S , C I T K L A « ( > ) A R K O U L A T I O N ( S )

17. IS AN INDEX SYSTEM USED? [ l r Y M . V 7 U I N

BP.IKFL.Y AKO DKSCRIBK ANY HAROIARc/lOFTWAItK )

D YES JF\ NO

19. NAME AND T1TLE OF PREPAREH

DCS 380-4 (REVISED 2 / 8 7 )

--»

9 . VOLUME

^ * F I L E DRAWER(S)

L O MICROFILM REEL(S)

O COMPUTER TAPE(S)
N U M h K l * • OTHER (SPECIFY)

1 0 . ANNUAL ACCUMULAT 1 ON

(\-$**<i D FILE DRAWER(S)

P**£<LS ° MICROFILM REEL(S)

NbUfcgH ° COMPUTER TAPE(S) j
D OTHFRKPFrtFYl

1 2 • FILE BECOMES INACTIVE AFTER

O MONTHfS) O YEAR(S)
NUMBER

1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET

( I F Y E S , (PECirv r.ar.Ncr OR OFF I C E )

^YES D NO Q^ fc'rlfta Au+h DltttAif

I S . AUDIT REQUIREMENTS

X^NONE D STATE D FEDERAL 0 INDEPENDENT

1 8 . RECOMMENDED RETENTION j

2 0 . TELEPHONE NUMBER 2 1 . DATE

•

Fig. 7



INSTRUCT IONS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BBO-I)

1. DEPARTMENT/AGENCY .

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
\ P.O. BOX 27B

JESSUP, MARYLAND 20704

2. DIVISION

AGENCY RECORDS INVENTORY

PAGE 6)1 OF b^

3. UNIT

DEFINITION-RECORD SERIES-* amOU* O F RELATED RfCORDI NORMAL.LV riLKD AMD UKD AS A UNIT TOR
WrCHBNCt A« WELL A« RCTKNTtON AND DISPOSITION F1HPO8E1

4. RECORD SERIES TITLE

6>5kr ĵ tJa^N flirts
5. EARLIEST YEAR/LATEST YEAR

pj75~ TO prrswf
$# RECORD SERIES DESCRIPTION I*"*""'

1"* O K S C R I M B T K K TYPK0 or INromMTION/DOCUMeNTB/PORHS POUND
•IN THE SERIES. . INCLUDK THE PURPOSE ON FUNCTION Of THE SEPIEEj

furpojt; 7* So^/vj-rix N*- « ) i l « r j « u ^ vfa- •Ĵ e-U. /«f*». ioU/<_U .gLucr/k^ ;

•

7. RECORD SERIES FORMAT(S)

^^(LETTEH SIZE • MICROFILM

A LEGAL SIZE • COMPUTER TAPE

D BOUND BOOK D FLOPPY DISK

• AUDIO TAPE • VIDEO TAPE

O OTHER(SPECIFY)

B. RECORD SERIES SEQUENCE

• ALPHABETICAL

• NUMERICAL

&CHRONOLOGICAL

j^GEOCRAPH1CAL

O OTHER(SPECI I T )

9 . VOLUME

h
P&VlLE DRAWER! 6 )

jg~ O MICROFILM REEL(S)
P-COMPUTER TAPE(S)

"" D OTHER{SPECIFY)

10. ANNUAL ACCUMULATION
VI , ^ F I L E DRAWER) S)
liN^i" ° M I C R O F I L M REEL'(S)

'Uf<LUhgR ° COMPUTER TAPE(rS)
D OTHTRl ^PFP f .Py )'

m
II. TILE IS USED

Q DAILY Q WEEKLY V.MONTHLY
12. FILE BECOMES INACTIVE AFTER

_______ O MONTH(S) a YEAR(S)
WUMJ5EBJ

! 1 3 . CURRENT LOCATION(S) (BLDC.,FLOOR.ROOM) 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE T
(• \r YES, SPECIFY AarKCY on orrict)

A ^ 3 D NO Oft*l b ^"Hc C v f r
IB. ACCESS RESTRICTIONS O YES ^ ^ NO

( IP Y«B, CITK LAVll j Ot uauLATION(s)
16 . AUDIT REQUIREMENTS \

Ar, \
NONE D STATE O FEDERAL D INDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( | p YKB.KXPLA1N

• rilKPLY AKD DIICRIM ANY HARDIARC/lOrTVARI ) 18. RECOMMENDED RETENTION

D YES h /̂ NO pa.fr^v^p.^i'

. NAME AND TITLE OF PREPARER

K7

2 0 . TELEPHONE NUMBER

<\1V~2133
2 I . DATE

."• . * *

DCS 3B0-4 (REVISED 2 / 8 7 )

Fig. 7



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 8 8 0 - 1 )

I . DEPARTMENT/AGENCY

DMA /T\cioo»W

I
DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION
72 78 WATERLOO ROAD

P.O. BOX' 278
JESSUP, MARYLAND 20794

2 . DIVISION

AGENCY RECORDS INVENTORY

PAGE fa^TOV 0>Q^

3 . UNIT Q

DEFINITION-RECORD SERIES-* °" O U F o r ««-*TKD RECORDS NOftMALLV FILED AND u » o AS A UNIT roR
nuntacMCK AS w a / A i RETENTION AND DISPOSITION PURPOSES

4 . RECORD SERIES TITLE

fUscd Uwsj&Vui
8. EARLIEST YEAR/LATEST YEAR

j# RECORD SERIES DESCRIPTION fBRIKri-r DESCRIBE THX TYPES OP* INPOmMTION/BOCUMeNTB/POmW FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OK FUNCTION OF THE SERIES)

r<Cor^5x •i^wflOAlyvjA 1*f«./ Jur-f ckn + cr^U n?(:orti# ge^^^f e.y:f^r

7 . RECORD SERIES FORMAT(S)

ft LETTER SIZE • MICROFILM

^ LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK ° FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

O OTHER(SPECIFY)

8 . RECORD SERIE8 SEQUENCE

• ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

a GEOGRAPHICAL

O^OTHER(SPECIFY)

9. VOLUME

^VFILE DRAWER! S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)
D OTHERJSPECIFY)

10. ANNUAL ACCUMULATION

L /VFILE DRAWER(S)

/|Q D MICROFILM REEL(S)
hbUhEH D COMPUTER TAPE(S)

O QTHFRIRPFriFYI

I I . FILE IS USED

Q DAILY a WEEKLY X MONTHLY

l 2 # FILE BECOMES INACTIVE' AFTER

,^^^_ ° MONTH{S) ' D YEARfSj
WUMBRH

• ; I S . CURRENT LCCATION(S) (BLDC.,FLOOR.ROOM) 1 4 . IE RECORD SERIES DUPLICATED ELSEWHEREt -
i

('IF YC«, SPECIFY /.OfNCY Ol» OFrlCE)
O YES ^Ps"!NO I

18. ACCESS RESTRICTIONS O YES )^NO

(IF YES, CITE t-Aw(s) * REOULAT ION< B)

' (
16. AUDIT REQUIREMENTS^. "JtSlL'^B.',,\''^'j"'^

A V N O N E D STATE D FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? (|F YEB.EJ^LAIN

• f.lKPUV AKD DESCRIES AKY MARDEARE/ SOFTWARE )

a YES p^ NO

I B . RECOMME>UJEDrR^ENT;'l'aNt , > , > ' V s J

-fl̂.'

I

kB. NAME AND TITLE OF PREPARER

CUff-S -Juc.«y

DCS SBO-4 (REVISED 2 / « 7 )

2 0 . TELEPHONE NUMBER

Fig. 7

2 I . DATE


