
DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
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Agency Division/Unit

Maryland Department of Transportation -State Highway Administration Equipment Division

Item
No.

Description Retention

2.

3.

4.

5.

6.

7.

9.

10.

Accident Reports
Records of all accidents involving state vehicles.

Condemnation DGS Letter
Letter of approval from DGS to condemn equipment.

Condemned History Sheet
Form with specific details on an individual piece of equipment

Partial Receiving Report
Report indicating partial delivery of equipment.

Requisitions
Form used to request the purchase of equipment.

Purchase Order
Used to order specific equipment from a vendor.

Invoices
Invoices for payment of all equipment received by SHA.•

Condemnation Report
Form used to request the removal of equipment from SHA inventory.

Equipment Trade List
Annual list of specific equipment to be traded per fiscal year budget.

Copies of Titles
Copy of title for SHA equipment.

Retain in office for 3 years.
Store in Retention Center for 7
years, then destroy.

Retain in office for 5 years.
Store in Retention Center for 5
years, then destroy.

Retain in office for 5 years.
Store in Retention Center for 5
years, then destroy.

Retain in office for 5 years.
Store in Retention Center for 5
years, then destroy.

Retain in office for 5 years.
Store in Retention Center for 5
years, then destroy.

Retain in office for 5 years.
Store in Retention Center for 5
years, then destroy.

Retain in office for 5 years.
Stored in Retention Center for
years, then destroy.

Retain in office for 5 years.
Store in Retention Center for 5
years, then destroy.

Retain in office for 5 years.
Store in Retention Center for 5
years, then destroy.

Retain in office for 5 years.
Store in Retention Center for 5
years, then destroy.
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. 1642

Page 2 of 2

,gency Division/Unit
Maryland Department of Transportation - State Highway Administration Equipment Division

Description Retention

u.

12.

13.

14.

15.

Mileage Reports
HFOKS Reports for all SHA vehicles (under 1 ton).

Parking Violations and Citations
Copies of all parking violations and citations issued to SHA vehicles.

Enissions Paperwork
Copy of emissions test .paperwork for applicable state vehicles.

Unit / Assignment Sheet
Listing of assigned unit numbers to all state vehicle/equipment.

Copy of Check fron Eguipnent Auction & (Stars 120 Accounting
Procedure) From DGS
Copies of checks/receipts from all traded equipment sold.

Retain in office for 1 year.
Store in Retention Center for 5
years, then destroy.

Retain in office for 3 years.
Store in Retention Center for 5
years, then destroy.

Retain in office for 2 years.
Store in Retention Center for 5
years, then destroy.

Retain in office for 5 years.
Store in Retention Center for 5
years, then destroy.

Retain in office for 5 years.
Store in Retention Center for 5
years, then destroy.

JGS 550-1A (Rev. 1/93)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS S 8 0 - I }

I . DEFARTMENT/AGENCY

HD. DEPT. OF TRANSPORTATION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 2 07 94

2. DIVISION

STATE HIGHWAY ADMINISTRATION

AGENCY RECORDS INVENTOR

PACE OF 15

3. UNIT
EQUIPMENT DIVISION

'< DEFINITION-RECORD SERIES-A OROUI" °r RELATED RECORDS NORMALLY FILED AND USED A8 A UNIT FOR
j REFERENCE AS WELL Ag RETENTION AND DlgrO3ITION rUnrOSES :_

j 4. RECORD SERIES TITLE Accident Reports 5 . EARLIEST YEAR/LATEST YEAR
1987 TO Present

1 6. RECORD SERIES DESCRIPTION (BRIItri-Y DESCRIBE THE TYPES Or INFORWATION/DOCUWENTS/rORHB rOOND
IN THE SERIES. INCLUDE THE TURPOSE OR FUNCTION Of THE BEITIE

Records of all accidents involving state vehicles.

7. RECORD SERIES FORMAT(S)

CX LETTER SIZE Q MlCROF1LM

^ ^ ° LEGAL SIZE- E COMPUTER TAPE

^ O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

a ALPHABETICAL

NUMERICAL

y CHRONOLOGICAL

n GEOGRAPHICAL

Q OTHER(SPECIFY)

11• FILE IS USED

D DAILY Q WEEKLY 8 MONTHLY

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

Office of Maintenance
. 7491 Connelly Drive

IS. ACCESS RESTRICTIONS • YES OC NO
(IF YEB, CITE LAB(S) & REOULATIONIs)

17. IS AN INDEX SYSTEM USED? (|F YEB.U7LA1N
BRIEFLY AND DESCRIBE ANY HAI7DB ARE,/ SOFTWARE )

• YES & NO

•

1 fi . NAME AND TITLE OF PREPARER

David Coyne, Asst.

8. VOLUME

fc FILE DRAWER(S)

i E MICROFILM REEL(S)
/ Q COMPUTER TAPE ( S )

NUMBER „
O OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULAT 1 ON
J6 FILE DRAWER(S)

J D MICROFILM REEL(S)
NUUBETI D COMPUTER TAPE(S)

• • en-vrrR/^PirriF^l

12 • FILE BECOMES INACTIVE AFTER
3 • MONTHfS) * YEARfS)

NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(IF YES, SPECIFY AOEKCY OR OFFICE)
a YES dC NO

16. AUD1T REQUIREMENTS

G NONE CX STATE D FEDERAL E INDEPENDENT,'

1 B . RECOMMENDED RETENTI ON

Store in Retention Center for 7 years,
then destroy.

2 0. TELEPHONE NUMBER

(410)582-5575

2 I . DATE

November 9, 1994



INSTRUCT I QNS- - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS 3 5 0-1)

I. DEFARTMENT/AGENCY

HD. DEPT. OF TRANSPORTATION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 273

JESSUP, MARYLAND 2 07 94

2. DIVISION

STATE HIGHWAY ADMINISTRATION

AGENCY RECORDS INVENTOR

PACE OF 15

3. UN IT
EQUIPMENT DIVISION

DEFINITION-RECORD SERIES-"* a R O U P Ofr "ELATED TICCOROB NORMALLY FILED AMD USED AS A UNIT
, REFERENCE AS K U . At> RETENTION AND DISPOSITION rURrOSES

4. RECORD SERIES TITLE Condemnation DGS Letter 5 . EARLIEST YEAR/LATEST YEAR

1989 TO PRESENT

6. RECORD SERIES DESCRIPTION jBRIICrl-Y DESCRIBE THE TYCES Or INFOBMATION/DOCUHCNTS/rORHS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BEFTIE

Letter of approval from DGS to condemn equipient.

7 . RECORD SERIES FORMAT(S)

CXLETTER SIZE a MICROFILM

LEGAL SIZE- Q COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

D AUDIO TAPE O VIDEO TAPE

D OTHER{SPECIFY)

8. RECORD SERIES SEQUENCE

E ALPHABETICAL

NUMERICAL

){ CHRONOLOG 1 CAL

O GEOGRAPHICAL

D OTHER{SPECIFY)

9. VOLUME

NUMBER

Q FILE DRAWER(S)
E MICROFILM REEL(S
D COMPUTER TAPE ( S )

Q O T H E R ( s p E C , F Y )

I 0 . ANNUAL ACCUMULAT 1 ON

)£ FILE DRAWER(S)

D MICROFILM REEL(S)
D COMPUTER TAPE{S)
• DTHPRKPFriFVl

1 1 * FILE IS USED
D DAILY O WEEKLY * MONTHLY

12 • FILE BECOMES INACTIVE AFTER
5 D MONTHfS) fa YEARfSl

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

Office of Maintenance
2491 Connelly Drive

1 4 . I S RECORD SERIES DUPLICATED ELSEWHERE?

( I F YES, s r e c i r r AOENCY OR OFFICE)
D YES XI NO

15. ACCESS RESTRICTIONS Q YES CX NO

( lr YES, CITE LABr(s) & REGULAT1 ON ( S )
I 6. AUD1T REGU1REMENTS

D NONE )P STATE O FEDERAL ^ INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES.OrLAIN

BRIEFLY AKD DESCRIEE ANY KAUDKARE/ SOFTWARE )
18. RECOMMENDED RETENTION

a YES cXNO
Store in Retention Center for 5 years,
then destroy.

19. NAME AND TITLE OF PREPARER

David Coyne, Asst.
2 0 . TELEPHONE NUMBER

(410)582-5575
21. DATE

November 9, 1994



INSTRUCT I QMS- - TYPE OR PH I NT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

L(DCS S 5 0 • I )

I . DEFARTMENT/AGENCY

HD. DBPT. OF TRANSPORTATION

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 273

JESSUP, MARYLAND 20784

2. DIVISION

STATE HIGHWAY ADMINISTRATION

AGENCY RECORDS INVENTOR

PACE OF 15

3. UNIT

EQUIPMENT DIVISION

DEFINITION-RECORD SERIES-* a R O U P °r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT
AS K'EL-L A9 RETENTION AND PHrOSITION PURrO3E3

4. RECORD SERIES TITLE Condemned History Sheet 5. EARLIEST YEAR/LATEST YEAR

1989 TO PRESENT

6 . RECORD SERIES DESCRIPTION j B R " t r i - r DESCRIBE THE TYPES Ol- INFORHATI ON/OOCUHENTS/fORKS fOUND

IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION Or THE SEITJE

Fora with specific details on an individual piece of equipment.

7. RECORD SERIES FORMAT(S)

& LETTER SIZE Q MICROFILM

^ ^ ° LEGAL SIZE* ° COMPUTER TAPE

D BOUND BOOK O FLOPPY DISK

Q AUDIO TAPE D VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

E ALPHABETICAL

D NUMERICAL

^ CHRONOLOG 1 CAJ,

n CEOCRAPHICAL

D OTHER{SPECIFY)

1 ' * FILE IS USED

Q DAILY 0 WEEKLY K MONTHLY

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

Office of Maintenance
7491 Connelly Drive

I 5 . ACCESS RESTRICTIONS • YES * NO

1 ir YEG , CITE L A B ( B ) & REQULAT ION { S )

17. IS AN INDEX SYSTEM USED7 (IF YES. EXPLA IN

BRIEFLY AKD DESCRIBE ANY HAFIDBARE/ SOFTWARE )

D YES tX NO

19. NAME AND TITLE OF PREPARER

David Coyne, Asst.

9. VOLUME
CTFILE DRAWER(S)

• D MICROFILM REEL(S ]
/ Cl COMPUTER TAPE ( S )

NUMBER Q O T H E . R ( s p E C I F Y )

1 0. ANNUAL ACCUMULATION

* FILE DRAWER(S)

/ O MICROFILM REEL(S)

N7J(<BE"R" D COMPUTER TAPE{S)

• DOTHFR/WrlFVl
1 2 • FILE BECOMES INACTIVE AFTER

5 O MONTHfSl 3t YEARfSl
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
llC YES, SPECIFY AOENCY OR OFFICE)
Q YES 0( NO

16. AUDIT REQUIREMENTS

E NONE Q* STATE D FEDERAL O INDEPENDENT

I 8. RECOMMENDED RETENT1 ON

Store in Retention Center for 5 years,
Then destroy.

20. TELEPHONE NUMBER

(410)582-5575

2 I . DATE

November 9, 1994
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INSTRUCT I Cyi$- -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DGS 3 5 0-1}

| I . DEFARTMENT/AGENCY

HD. DEPT. OF TRANSPORTATION

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

72 7 B WATERLOO ROAD

P.O. BOX273

JESSUP, MARYLAND 20794

Z. DIVISION

STATE HIGHWAY ADMINISTRATION

AGENCY RECORDS INVENTOR

PAGE OF 15

3. UNIT
EQUIPMENT DIVISION

DEFINITION-RECORD SERIES A OROur or RELATED RECORDS NORMALLY FILED AND

WEfCRENCE AS KELL A8 RETCNTIOW' AND DISPOSITION

USED AS A UNIT r©R

i 4 '. RECORD SER i E S T i TLE ' Partial Receiving Report 5 . EARLIEST YEAR/LATEST YEAR

1989 TO PRESENT

! 6. RECORD SERIES DESCRIPTION { "" lKri~'r DESCRIBE THE TYrES Or" tNFORWATl ON/DOCUHCNTS/rORKS rOOND
•IN THE SERIES. INCLUDE THE rUHPOSE OR FUNCTION Of THE SEJT1E

Report indicating partial delivery of equipient.

±4
?v>

©I

I

7. RECORD SERIES FORMAT(S)

& LETTER SIZE D MICROFILM

^ D LEGAL SIZE' P COMPUTER TAPE

^ D BOUND BOOK P FLOPPY D1SK

O AUDIO TAPE P VIDEO TAPE

P OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

P ALPHABETICAL

-̂  NUMERICAL

X CHRONOLOGICAL

Q GEOGRAPHICAL

P OTHER(SPECIFY)

11 * FILE IS USED

P DAILY • WEEKLY £ MONTHLY

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

Office of Maintenance
„ 7491 Connely Drive

15. ACCESS RESTRICTIONS P YES dC NO

(ir YES, CITE LA*(S) a REGULATION!S)

17. IS AN INDEX SYSTEM USED7 (ir Ye8.OJ»LAIN

BKIEFLY AND DESCRIBE ANY HAF7DBARE,/ SOFTWARE )

a Y E S tJL N O

1 9 . NAME AND TITLE Of7 PREPARER

David Coyne, Asst.

9. VOLUME

O FILE DRAWER(S)
1 £3 MICROFILM REEL(S)
' D COMPUTER TAPE ( S )

NUMBER D O T H E R ( Sp E C, F Yj

1 0 . ANNUAL ACCUMULAT 1 ON

* FILE DRAWER(S)

/ P MICROFILM REEL(S)

NUMBEV D COMPUTER TAPE(S)

1 2 • FILE BECOMES INACTIVE AFTER

5 D MONTHfS) « YEAR(S)
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tir YES, SPECIFY /.OENCY OR OFFICE )

n YES d( NO

I 6 . AUD1T REQU1REMENTS

P NONE Oj( STATE O FEDERAL • INDEPENDENT

I 8 . RECOMMENDED RETENT 1 ON

Store in Retention Center for 5 years,
then destroy.

2 0. TELEPHONE NUMBER

(410)582-5575

Z 1 . DATE

November 9, 1994



INSTRUCT IQMS--TYPE OR PHINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
{DGS 3 S 0 • I )

1 . DEFARTMENT/AGENCY

MD. DEPT. OF-TRANSPORTATION

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX*275
JESSUP, MARYLAND 207S4

2. DIVISION

>TATE HIGHWAY ADMINISTRATION

AGENCY RECORDS INVENTOR

PACE OF 15

3. UNIT
EQUIPMENT DIVISION

DEFINITION-RECORD SERIES-* a R O U f > Or R E I - A T E D RECORDS NORMALLY FILED AND USED AS A UNIT
WETCRENCE AS KELL A8 RETENTION AND DtSrOSITION

4. RECORD SERIES TITLE Requisitions 5 . EARLIEST YEAR/LATEST YEAR

1989 TO PRESENT

to!

6. RECORD SERIES DESCRIPTION (
-IN

DESCRIBE THE TYPES OF" IN FORMAT I ON / DOCUMENTS/ FORKS FOC7ND

THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OF THE BEFT1E

. Form used to request the purchase of equipment.

m

I
j

m

7. RECORD SERIES FORMAT(S]

55 LETTER SIZE D MICROFILM

^ D LEGAL SIZE' ° COMPUTER TAPE

^ O BOUND BOOK O FLOPPY DISK

D AUDIO TAPE a VIDEO TAPE

D OTHER (SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

>• NUMERICAL

)^ CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

11• FILE IS USED

D DAILY • WEEKLY 16 MONTHLY

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

Office of Maintenance
-7491 Connelly Drive

15. ACCESS RESTRICTIONS • YES & NO

( ir YEB, CITE LAH(s) Be REGULAT1 ON ( S )

17. IS AN INDEX SYSTEM USED7 (IF YES.EXPLAIN

BRIEFLY AND DESCRIBE ANY HAnDBARe/SOFTWARE)

0 YES (X NO

r
1 9 . NAME AND TITLE Ofr PREPARER

David Coyne, Asst.

9. VOLUME
t* FILE DRAWER(S)

1 E MICROFILM REEL(S)
/ D COMPUTER TAPE ( S )

NUMBER Q O T H E R ( s p E C I F Y )

I 0. ANNUAL ACCUMULAT1 ON

« FILE DRAWER(S)

/ O MICROFILM REEL(S)

NUBIB"E"R" D COMPUTER TAPE ( S )

1 2 • FILE BECOMES INACTIVE AFTER

5 D MONTH(S) K YEARfS)
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

frlF YES, SPECIFY AOENCY OR OFFICE)

a YES ft NO

16. AUDIT REQUIREMENTS '

D NONE Q* STATE O FEDERAL B INDEPENDENT

I 8. RECOMMENDED RETENT1ON

Store in Retention Center for 5 years,
then destroy.

20. TELEPHONE NUMBER

(410)582-5575

21. DATE

November 9, 1994



INSTRUCT IQMg- - TYPE OR PR I NT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DGS S 5 0 - I )

I . DEFARTMENT/AGENCY

MD. DEPT. OF-TRANSPORTATION

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

72 7 8 WATERLOO ROAD
P.O. BQX*275

JESSUP, MARYLAND 207 94

2. DIVISION

STATE HIGHWAY ADMINISTRATION

AGENCY RECORDS INVENTOR

PAGE OF

3. UNIT
EQOIPHEHT DIVISION

iti DEFINITION-RECORD SERIES-* OROUI" Or RELATED RECORDS NORMALLY FILED AND USED AS A UNIT
BCrCRENCg AS 1EIO. Afl RETENTION AND D|grO3|TION

4. RECORD SERIES TITLE Purchase Order 5 . EARLIEST YEAR/LATEST YEAR
1989 TO PRESENT

4*1

6 . RECORD SERIES DESCRIPTION l B R " C r i - Y DESCRIBE THE TYFES OP" INFORMATI ON/DOCUMENTS/FOR«B FTMJND

•IN THE SERIES. . INCLUDE THE 1-URPOSE OR FUNCTION OF THE SEFTIE

Used to order7specific equipment from a vendor.

•SI

SHI

7. RECORD SERIES FORMAT(S)

M LETTER SIZE Q MICROFILM

^ O LEGAL SIZE- D COMPUTER TAPE

^ O BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

O OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE

n ALPHABETICAL

NUMERICAL

yi CHRONOLOG1 CAL

O GEOGRAPHICAL

E OTHER(SPECIFY)

11' FILE IS USED

O DAILY D WEEKLY X MONTHLY

13. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOMJ
Office of Maintenance

.,„ 7491 Connelly Drive

15. ACCESS RESTRICTIONS O YES & NO
(IF YES, CITE LAS(S) BS REOULATION! S J

17. IS AN INDEX SYSTEM USED7 (|F YEB.U7LAIN
BRIEFLY AND DESCRIEE ANY HARDBARc/ SOFTWARE )

a YES & NO

r
IS. NAME AND TITLE OF PREPARER

David Coyne, Asst.

9. VOLUME

CXFILE DRAWER(S)
1 D MICROFILM REEL(S)
/ Q COMPUTER TAPE{S)

NUMBER a O T H E. f i ( s p E : c : l F Y )

I 0. ANNUAL ACCUMULAT1ON
* FILE DRAWER(S)

/ O MICROFILM REEL(S)
NUMBET? D COMPUTER TAPE(S)

1Z- FILE BECOMES INACTIVE AFTER
5 D MONTH(S) 8 YEAR(S)

NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tir YES, sreciFY /.OEKCY OR OFFICE)

• YES « NO

16. AUDIT REQUIREMENTS

D NONE tX STATE D FEDERAL O INDEPENDENT

I 8. RECOMMENDED RETENT1ON

Store in Retention Center for 5 years,
then destroy.

2 0 . TELEPHONE NUMBER

(410)582-5575
21. DATE

November 9, 1994



- - TYPE OR PR I NT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DGS 3 5 0-1)

1 . DEFARTMENT/AGENCY

MD. DEPT. OP TRANSPORTATION

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. BOX 2 7 S

JESSUP, MARYLAND 207 84

Z. DIVISION

STATE HIGHWAY ADMINISTRATION

AGENCY RECORDS INVENTOR

PACE 7 OF 15

3 . UNIT
EQUIPMENT DIVISION

i DEFINITION-RECORD SERIES-* O R O U | P OF> RELATED RECORDS NORMALLY FILED AND USED A8 A UNIT FOR
I WETCRENCE AS WELL AH RETENTION AND DISPOSITION PURPOSES I—

• A. RECORD SERIES TITLE Invoices 5 . EARL IEST YEAR/LATEST YEAR

1989 ^PRESENTTO

! 6 . RECORD SERIES DESCRIPTION ( ° R ' Krl~Y D E B C R I B I = THE TYPES op- I NFORMATI O N / D O C U W E N T S / F O R M S FOUND

. -IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SEITIE

Invoices for 'payment of all equipient received by SHA.

7. RECORD SERIES FORMAT(S)

<X LETTER SIZE D MICROFILM

^ D LEGAL SIZE* D COMPUTER TAPE

™ D BOUND BOOK O FLOPPY DISK

D AUDIO TAPE O VIDEO TAPE

Q OTHERJSPECIFY)

B. RECORD SERIES SEQUENCE

ALPHABETICAL

D NUMERICAL

W CHRONOLOO1CAL

n GEOGRAPHICAL

O OTHER(SPECIFY)

1'* FILE IS USED

O DAILY D WEEKLY 91 MONTHLY

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

Office of Maintenance
-7491 Connelly Drive

15. ACCESS RESTRICTIONS Q YES 1̂  NO
(ir res, CITE LAH(S) & REGULATION!s)

17. IS AN INDEX SYSTEM USED? [|F YES.EXPLAIN
BRIEFLY AND DESCRIBE ANY HAF1DBARE,/ SOFTWARE )

a YES qc NO

1
I 9. NAME AND TITLE OF PREPARER

David Coyne, Asst.

9. VOLUME
t^FILE DRAWER( S)

I n MICROFILM REEL(S]
/ Q COMPUTER TAPE ( S )

NUMBER Q O T H E R ( s p E. c l F Y )

I 0 . ANNUAL ACCUMULAT I ON
O FILE DRAWER!S)

/ O MICROFILM REEL{S)
KTJWBE^* a COMPUTER TAPE(S)

. Q OTHFRf<;PFrlFYl

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

NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
lir YES, SPECIFY AOENCY OR OFFICE)
D YES CX NO

16. AUDIT REQUIREMENTS '

D NONE d( STATE D FEDERAL Q INDEPENDENT

1 8 . RECOMMENDED RETENT I ON

Store in Retention Center for 5 years,
then destroy.

2 0. TELEPHONE NUMBER

(410)582-5575

2 I . DATE

November 9, 1994



II

• - • \

• •i

INSTRUCT 1 QMS --TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DGS 3 5 0-1)

I . DEFARTMENT/AGENCY

HD. DEPT. OF TRANSPORTATION i

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 7 8 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 2 07 94

2. DIVISION

IATE HIGHWAY ADMINISTRATION

AGENCY RECORDS INVENTO

PACE 8 OF 15

3 . UNIT
EQUIPMENT DIVISION

'< DEFINITION-RECORD SERIES-A O R O U r O F RELATED RECORDB NORMALLY FILED AND USED AB A UNIT FOR
HEITRENCg AS WELL A9 RETENTION AND DlgrOSlTION PURPOSES

A. RECORD SERIES TITLE ' Condemnation Report 5 . EARLIEST YEAR/LATEST YEAR

1989 TO

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES Or

IN THE SERIES.
INFORMATION/DOCUVENTS/FORMS

INCLUDE THE PURPOSE OR FUNCTION OF THE BEJTII

Form used to request the removal of equipment from SHA inventory.

I

7. RECORD SERIES FORMAT(S)

CXLETTEH SIZE D MICROFILM

. D LEGAL SIZE* D COMPUTER TAPE

D BOUND BOOK D FLOPPY D1SK

Q AUDIO TAPE a VIDEO TAPE

• OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

NUMERICAL

W CHRONOLOC1 CAL

O GEOGRAPHICAL

D OTHER{SPECIFY)

11" FILE IS USED

D DAILY D WEEKLY & MONTHLY

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

Office of Maintenance
-7491 Connelly Drive

15. ACCESS RESTRICTIONS Q YES QL NO

{IF YEB, CITE LAB(S) & REOULATIONIS)

17. IS AN INDEX SYSTEM USED? (IF YKS.EXFLAIN

BRIEFLY AND DESCRIBE ANY HAI7OBARE./ SOFTWARE )

a YES a NO

>

1S. NAME AND TITLE °F PREPARER

David Coyne, Asst.

9. VOLUME
O FILE DRAWER(S)

1 O MICROFILM REEL{S)
/ C] COMPUTER TAPE { S )

NUMBER o oTHERtspE-cFY)

I 0 . ANNUAL ACCUMULAT I ON

38 FILE DRAWER(S)

/ O MICROFILM REEL(S)

fiul<BE?tt" ° COMPUTER TAPE(S)
• OTHTB/RPFrlFYl

t2* FILE BECOMES INACTIVE AFTER

v 5 O MONTHrS) IXYEAR(S)
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

flf YES, SPECIFY /.OEKCY OR OFFICE)
a YES fX NO

16. AUDIT REQUIREMENTS

D NONE & STATE O FEDERAL n INDEPENDENT

18. RECOMMENDED RETENTION

Store in Retention Center for 5 years,
then destroy. r

20. TELEPHONE NUMBER

(410)582-5575

21. DATE

November 9, 1994



INSTRUCT IQMg--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

(DGS S S 0 - I }

[ J. DEFARTMENT/AGENCY

MD. DEPT. OF TRANSPORTATION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BQX275

JESSUP, MARYLAND 207 94

2. DIVISION

STATE HIGHWAY ADMINISTRATION

AGENCY RECORDS INVENTOR

PAGE OF

3. UNIT
EQUIPMENT DIVISION

' DEFINITION-RECORD SERIES-* a R O U I * O | r RELATED RECORDS NORMALLY riLED AND USED AS A UNIT TOR

| REFERENCE AS KELL Afl RETENTION AND CISrOSITION rURrOSES L_

j 4. RECORD SERIES TITLE Equipment Trade List 5. EARLIEST YEAR/LATEST YEAR
1989 TO Present

! 6 RECORD SERIES DESCRIPTION /BRIICrt-Y DESCRIBE THE TYPES OF" INFORHATION/DOCUHENTS/rORKg FOiJND
•IN THE SERIES. . INCLUDE THE rURPOSE OH rUNCTION Or THE BEFTIE

Annual list of specific equipment to be traded per fiscal year budget.

7. RECORD SERIES FORMAT(S)

* LETTER SIZE D MICROFILM

^ a LEGAL SIZE' ° COMPUTER TAPE

" • BOUND BOOK D FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

n OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

TflJMERICAL

Jft CHRONOLOGICAL

D GEOGRAPHICAL

O OTHER(SPECIFY)

11 * FILE IS USED

D DAILY • WEEKLY M MONTHLY

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

Office of Maintenance
7491 Connelly Drive

15. ACCESS RESTRICTIONS • YES S NO

(IF YES, CITE LAB(s) & REOULATIONIS)

17. IS AN INDEX SYSTEM USED? (|P YES.UJ>LAIN

BFMEFLY AND DESCRIBE ANY HAPDB ARE./ SOFTWARE )

a YES H NO

19. NAME AND TITLE OF PREPARER

David Coyne, Asst.

9. VOLUME

"FILE DRAWER(S)
I D MICROFILM REEL(S)
1 0 COMPUTER TAPE ( S )

NUMBER Q O T H E . R ( s p E c l F Y )

10. ANNUAL ACCUMULATION

. Jfi FILE DRAWER(S)

/ D MICROFILM REEL(S)

NUMBER" n COMPUTER TAPE(S)

• • OTHFBI<;PFriFYl

1 2 • FILE BECOMES INACTIVE AFTER

5 • MONTH(S) ffl YEARfS)
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YCSj SFCCIFY A O E N C Y OR OFFICE)
• YES I? NO

16. AUD1T REQUIREMENTS

D NONE tX STATE O FEDERAL D INDEPENDENT

18. RECOMMENDED RETENTION

Store in Retention Center for 5 years,
then destroy.

20. TELEPHONE NUMBER

(410)582-5575

21. DATE

November 9, 1994



INSTKUCT IQMS- -TYPE OR PR INT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

{DCS 3 5 0 - I J

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. BQX27S

JESSUP, MARYLAND 20794

AGENCY RECORDS I N V E N T O H I

PACE OF

! J . DEFARTMENT/ACENOf

MD. DEPT. OF TRANSPORTATION
2. DIVISION

STATE HIGHWAY ADMINISTRATION
3 . UNIT

EQOIPHENT DIVISION

I DEFINITION-RECORD SERIES-A O R O U P O F RELATED RECORDB NORMALLY FILED AND USED AS A UNIT
FltFERENCt AS BELL All RETENTION AND DlarOBITION

4. RECORD SERIES TITLE Copies of Titles 5 . EARLIEST YEAR/LATEST YEAR
1989 TO Present

6. RECORD SERIES DESCRIPTION ( "" "CrUY DESCRIBE THE TYPES OP" INFORMATION/DOCUHENTS/FORKS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BErrlc|

Copy of title: for SHA equipient.

I
Mi
•}y>a

7. RECORD SERIES FORMAT(S)

CX LETTER S1ZE ° MICROFILM

k D LEGAL SIZE- D COMPUTER TAPE

^ D BOUND BOOK ° FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

ALPHABETICAL

O NUMERICAL

V CHRONOLOGICAL

D GEOGRAPHICAL

n OTHER{SPECIFY]

11 * FILE IS USED

° DAILY D WEEKLY A MONTHLY

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

Office of Maintenance
7491 Connelly Drive

15. ACCESS RESTRICTIONS D YES CX NO
{IF YES, CITE LAB(S) Be REOUI_ATION{ s)

17. IS AN INDEX SYSTEM USED? {IF YES.UJ'LAtN
BRIEFLY AND DESCRIBE ANY HARDBARE./ SOFTWARE )

O YES dC MO

>

19. NAME AND TITLE °F PREPARER

David Coyne, Asst.

9. VOLUME

16 FILE DRAWER(S)
1 E MICROFILM REEL(S)
1 O COMPUTER TAPE ( S )

NUMBER o O T H E R ( s p E : c. | F Y )

I 0. ANNUAL ACCUMULAT1ON
X FILE DRAWER(S)

/ D MICROFILM REEL(S)
NUUBEII

 D COMPUTER TAPE(S)
• QTHPRlSPFriFYl

12 • FILE BECOMES INACTIVE AFTER
5 D MONTHfSl tJYEARfS)

NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERET

fir YES,i SF-ECIFY AOENCY OR OFFICE)
a YES 4 NO

16. AUDIT REQUIREMENTS

D NONE K STATE O FEDERAL O INDEPENDENT

18. RECOMMENDED RETENTION

Store in Retention Center for 5 years,
then destroy.

2 0 . TELEPHONE NUMBER

(410)582-5575
2 I. DATE

November 9, 1994



•i .Am

INSTRUCT I QMS- . TYPE OR PR I NT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

{DGS S50-1]

I . DEFARTMENT/AGENCY

HD. DEPT. OF TRANSPORTATION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 7 B WATERLOO ROAD
P.O. BOX*273

JESSUP, MARYLAND 20794

2. DIVISION

STATE HIGHWAY ADMINISTRATION

AGENCY RECORDS INVENTOR

PAGE
11

OF 15

3. UNIT
EQUIPMENT DIVISION

i DEFINITION-RECORD S E R I E S - A a n O U I * O r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT TOR

| HErERENCE A8 WELL All RETENTION AMD DISrOSITION TLfRrOSEa •__

• 4. RECORD SERIES TITLE ' Mileage Reports 5. EARLIEST YEAR/LATEST YEAR

1989 TO PRESENT
1 6. RECORD SERIES DESCRIPTION / B R I E r i- Y DESCRIBE THE TYrtS Or" IN FORMAT I ON /DOCUMENTS / FORMS POUND

IN THE SERIES. INCLUDE THE rURPOSE OR FUNCTION OF THE SEFTJE

MFOMS Reports for all SHA vehicles (under 1 ton).

M

S!

tf

h

7. RECORD SERIES FORMAT{S)

& LETTER SIZE ° MICROFILM

^ Q LEGAL SIZE* ° COMPUTER TAPE

O BOUND BOOK ° FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

• OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

O ALPHABETICAL

- NUMERICAL

fK CHRONOLOGICAL.

O GEOGRAPHICAL

D OTHER{SPECIFY)

11 * FILE IS USED

D DAILY ° WEEKLY X> MONTHLY

13. CURREItfT LOCATION(S) { BLDG., FLOOR, ROOM J

Office of Maintenance
- 7491 Connelly Drive

15. ACCESS RESTRICTIONS • YES B NO

( IT YEB, CITE LAB(s) & REOULAT1 ON [ S ]

17. IS AN INDEX SYSTEM USED? (IF YES.EXTLAIN

BF.'IEFLY AND DESCRIES ANY HAnOBARE,/ SOFTWARE )

a YES a NO

1 S . NAME AND TI TLE °F PREPAREH

David Coyne, Asst.

9. VOLUME
tX FILE DRAWER(S)

/ n MICROFILM REEL(S)
/ D COMPUTER TAPE(S)

NUMBER Q O T H E R J S P E C P Y ,

10. ANNUAL ACCUMULATION
• |( FILE DRAWER(S)
/ D MICROFILM REEL(S)

KURB£"R" D COMPUTER TAPE(S)
. D OTHFR|<;pFrirY|

1 2 • FILE BECOMES INACTIVE AFTER

, 5 D MONTHISI IP YEAR(S)
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tlF YES, SPECIFY AOEKCY OR OFFICE)
Q YES H NO

16. AUDIT REQUIREMENTS

Q NONE O STATE O FEDERAL E INDEPENDENT

I 8. RECOMMENDED RETENTION ^

Store;in Retention Center for 5 years,
then destroy.

20. TELEPHONE NUMBER

(410)582-5575

21. DATE

November 9, 1994



INSTRUCTION?- -TYPE OR PHINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DGS 350 -I )

1. DEFARTMENT/AGENCY

MD. DEPT. OF TRANSPORTATION

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

72 7 8 WATERLOO ROAD

P.O. BOX*275

JESSUP, MARYLAND 2 07 94

2. DIVISION

1TATE HIGHWAY ADMINISTRATION

AGENCY RECORDS INVENTOI

PACE 12 OF 15

3. UNIT
EQUIPMENT DIVISION

'' DEFINITION-RECORD SERIES-* a R O U r O F R E 1- A T E D RECORDB NORMALLY FILED AMD USED AS A UNIT TOR
I ; REFERENCE AS WELL Ag RETENTION AND DISPOSITION PURPOSES L_

A. RECORD SERIES TITLE Parking Violations and Citations 5 . EARLIEST YEAR/LATEST YEAR

1989 TO PRESENT

! 6 . RECORD SERIES DESCRIPTION ( *"* ' r r U r D=6CRIBE THE TYrEB Or INFORMATI ON/DOCUWENTS/FORM8 FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BEfTIE

Copies of all parking violations and citations issued to SHA vehicles.

3
ii

1̂

7. RECORD SERIES FORMAT(S)

& LETTER SIZE ° MICROFILM

^ E LEGAL SIZE* E COMPUTER TAPE

^ D BOUND BOOK ° FLOPPY DISK

D AUDIO TAPE ° VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

D ALPHABETICAL

NUMERICAL

V CHRONOLOG1 CAL

d GEOGRAPHICAL

O OTHER{SPECIFY)

1'• FILE IS USED

D DAILY Q WEEKLY d( MONTHLY

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

Office of Maintenance
7491 Connelly Drive

IS. ACCESS RESTRICTIONS D YES & NO

(ir YES, CITE LAB(B) & REOUUATION(S)

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN
BRIEFLY AKD DESCRIBE ANY HAriOB ARE/EOFTttARE )

V

a YES JO NO

19. NAME AND TITLE Of PREPARER

David Coyne, Asst.

9. VOLUME

R FILE DRAWER(S)
* d MICROFILM REEL{S]
/ 0 COMPUTER TAPE ( S )

NUMBER Q O T H E R ( s p E . C I | r Y )

1 0 . ANNUAL ACCUMULAT 1 ON

» FILE DRAWER(S)

/ n MICROFILM REEL(S)

NtlTUâ R" D COMPUTER TAPE ( S )

• OTHFR/SPFrlFYl

1 2 • FILE BECOMES INACTIVE AFTER

5 O MONTHfS) dCYEAR(S)

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

{•IF YES, SPECIFY AOENCY OR OFFICE)

a YES J? NO

16. AUDIT REQUIREMENTS

E NONE B STATE D FEDERAL d INDEPENDENT

I 8. RECOMMENDED RETENT1ON

Store in Retention Center for 5 years,
then destroy.

2 0 . TELEPHONE NUMBER

(410)582-5575
2 I . DATE

November 9, 1994



INSTRUCT ICf-15- -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

(DGS 3 5 0 - 1 )

I . DEFARTMENT/AGENCY

MD. DEPT. OF TRANSPORTATION

DEPARTMENT OF CENERAL SERVICE!
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BQX273
JESSUP, MARYLAND 20794

2. DIVISION

STATE HIGHWAY ADMINISTRATION

AGENCY RECORDS INVENTOh

PAGE
Ofr

15

3 . UNIT

EQUIPMENT DIVISION

i DEFINITION-RECORD SERIES-* a R O U r Or RELATED RECORDS NORMALLY FILED AND USED AB A UNIT FOR
I REFERENCE AS BELL A8 RETENTION AND DlarOSfTION rURrOSES L_

A. RECORD SERIES TITLE Emissions Paperwork 5 . EARLIEST YEAR/LATEST YEAR
1989 TO PRESENT

6. RECORD SERIES DESCRIPTION /BRIICri-Y DESCRIBE THE TYPES Or" IKFORHAT I ON/ DOCUMENTS/FORMS FOUND
•IN THE SERIES. . INCLUDE THE rURPOSC OR FUNCTION OF THE SER-JE.

Copy of enissions test paperwork for applicable state vehicles/equipment.

I A

1

7. RECORD SERIES FORMAT(S)

D LETTER S1ZE ° MICROFILM

^ D LEGAL SIZE* Q COMPUTER TAPE

" • BOLTED BOOK E FLOPPY DISK

O AUDIO TAPE O VIDEO TAPE

O OTHER{ SPECIFY)

8. RECORD SERIES SEQUENCE

' ALPHABETICAL

D NUMERICAL

V CHRONOLOGICAL

d GEOGRAPHICAL

D OTHER(SPECIFY)

1 ' * FILE IS USED

D DAILY D WEEKLY « MONTHLY

13. CURRE>fT LOCATION(S) { BLDG., FLOOR, ROOM)

Office of Maintenance
7491 Connelly Drive

15. ACCESS RESTRICTIONS Q YES U NO

( IT YES, CITE LAB(S) & REGUUAT ION ( S }

17. IS AN INDEX SYSTEM USED7 (|F YES . EL>̂»l_A IN

BRIEFLY AND DESCRIBE ANY HAnDB ARE./SOFTWARE )

D YES JQ NO

1
I 9 . NAME AND TITLE Of PREPARER

David Coyne, Asst.

9. VOLUME
d( FILE DRAWER{S J

1 n MICROFILM REEL{S]
/ O COMPUTER TAPE ( S )

NUMBER D O T H E R ( s p E C I F Y )

J 0. ANNUAL ACCUMULATION

JP FILE DRAWER(S)

/ O MICROFILM REEL(S)

NUttBEV D COMPUTER TAPE(S)

Cl rm-tPRf !=rpp-r i F-V )

1 2' FILE BECOMES INACTIVE AFTER

5 D MONTH(S) X> YEARfS)
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tir vrs. SPECIFY A O E N C T OR OFFICE)

• YES B NO

16. AUDIT REQUIREMENTS

O NONE K STATE D FEDERAL O INDEPENDENT

18. RECOMMENDED RETENTION

Store in Retention Center for 5 years,
then destroy.

2 0. TELEPHONE NUMBER

(410)582-5575

21. DATE

November 9, 1994



1

f.Vj

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

r
1 . DEFARTMENT/AGE^KTY
HD. DEPT. OF -TRANSPORTATION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 207 94

2. DIVISION

1TATB HIGHWAY ADMINISTRATION

AGENCY RECORDS INVENTOf

PAGE 14 OF 15

3. UNIT
EQUIPMENT DIVISION

DEFINITION-RECORD SERIES-* °ROUI" Or RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
HEFCRENCE AS WELL Ag RETENTION AND DIBPOSITION rURrOSEi J_

RECORD SERIES TITLE onit t Assignient Sheet 5 . EARLIEST YEAR/LATEST YEAR

1QP.Q TO P r e S e n t

6. RECORD SERIES DESCRIPTION JBR"Crl-Y DESCRIBE THE TYrES OP" INFORHATION/DOCUWENTS/rORKS rOOND
-IN T1"^ SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEFTIE

Listing of assigned unit numbers to all state vehicle/equipient

I
s- - •*

its

m

7. RECORD SERIES FORMAT(S]

Xb LETTER SIZE D MICROFILM

^ D LEGAL SIZE' D COKFUTER TAPE

^ D BCXJND BOOK D FLOPPY DISK

Q AUDIO TAPE O VIDEO TAPE

• OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

Q ALPHABETICAL

NUMERICAL

(̂ CHRONOLOGICAL

D GEOGRAPHICAL

O OTHER(SPECIFY)

1!* FILE IS USED
D DAILY D WEEKLY t̂  MONTHLY

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

Office of Maintenance
7491 Connelly Drive

15. ACCESS RESTRICTIONS • YES CXNO

(if YES, CITE L A H ( S ) & REaUI_*TION( S J

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN

BRIEFLY AKD DESCRIEB ANY KAPDHARE/SOFTWARE)

D YES » NO

19. NAME AND TITLE Of PREPARER

David Coyne, Asst.

9. VOLUME

K FILE DRAWER(S)
1 E MICROFILM REEL(S)
1 O COMPUTFTR TAPE(S)

NUMBER Q OTHER, S P E C - Y ,

I 0 . ANNUAL ACCUMULAT1ON

dt FILE DRAWER(S)

/ D MICROFILM REEL(S)

N U & B E V a COMPUTER TAPE(S)
• OTHFRfeiPFrrFY)

1Z- FILE BECOMES INACTIVE AFTER

, . .5, D MONTH(S) q(YEAR(S)

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlF YES, SPECIFY AOENCY OR OFFICE)

a YES & NO

16. AUDIT REQUIREMENTS

a NONE B STATE D FEDERAL O INDEPENDENT

18. RECOMMENDED RETENTION

Store in Retention Center for 5 years,
then destroy.

2 0 . TELEPHONE NUMBER

(410)582-5575
2 1. DATE

November 9, 1994



INSTRUCT I QMS- -TYPE OR PHINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

550-1 )

DEFARTMENT/ACENCY

MD. DEPT.OF TRANSPORTATION

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20784

2. DIVISION

STATE HIGHWAY ADMINISTRATION

AGENCY RECORDS INVENTORY

PACE 15 OF 15

S . UNIT

EQUIPMENT DIVISION

' DEFINITION-RECORD SERIES-* O R O U P O F RELATED RECORDS NORMALLY FILED AND USED AS A UNIT
I WErERgNCE AS BELL A8 RETENTION AND DlgPOBITtON PURPOSES

j 4. RECORD SERIES TITLE Copy of Check from Equipient Auction 4
(Stars 120 Accounting Procedure) Froi DGS

5 . EARLIEST YEAR/LATEST YEAR

1989 TO Present

! 9. RECORD SERIES DESCRIPTION jBRIICFl-r DESCRIBE THE TYPES Or IN FORMAT I ON/DOCUMENTS/FORMS rOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SEHESt

Copies of checks/receipts from all traded equipient sold.

7. RECORD SERIES FORMAT(S)

& LETTER SIZE ° MICROFILM

LEGAL SIZE- • COMPUTER TAPE

BOUND BOOK O FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

Q OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE

ALPHABETICAL

O NUMERICAL

X CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

». VOLUME

JP FILE DRAWER(S)
I O MICROFILM REEL(S)
/ O COMPUTER TAPF ( B )/ COMPUTER TAPF (

NUMBER Q O T H E . R ( s p E C | F Y )

1 0. ANNUAL ACCUMULAT1ON

K FILE DRAWER(S)
B MICROFILM REEL(S
D COMPUTER TAPE{S)
D

1

11 *FILE IS USED

E DAILY WEEKLY X> MONTHLY

I 2 > FILE BECOMES INACTIVE AFTER

5 O MONTH(S) IXYEAR(S)
NUMBER

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

Office of Maintenance
-7491 Connelly Drive

14. IS RECORD SERIES DUPLICATED ELSEWHERET

{IF YES, SPECIFY /.OENCY OR OFFICE)
D YES $ NO

15. ACCESS RESTRICTIONS D YES OB NO
(IF YEG, CITE LAH(S) & REGULATION!S)

1 6 . AUDIT REQUIREMENTS

D NONE & STATE • FEDERAL INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED? ( I F Y E S . » J > L A I N

BRIEFLY AND DESCRIBE ANY HAFtDBARE./ SOFTWARE )

a YES ]p NO

18. RECOMMENDED RETENTION

Store in Retention Center for 5 years,
then destroy.

19. NAME AND TITLE OF PREPARER

David Coyne, Asst.

2 0 . TELEPHONE NUMBER

(410)582-5575

2 I. DATE

November 9, 1994

DCS 55 0-4 (REVISED 2/87)


