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DEPARTMENT OF GENERAL SERVICES Schedule No. 1642
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 2
Agency Division/Unit
. Haryland Department of Tramsportation -State Highway Administration Equipment Division
Item Description Retention
No. , : N
1 Accident Reports Retain in office for 3 years.
Records of all accidents involving state vehicles. Store in Retention Center for 7
years, then destroy.
2. Condemmation DGS Letter Retain in office for 5 years.
Letter of approval from DGS to condemn equipment. Store in Retention Center for 5
years, then destroy.
3. Condemned History Sheet Retain in office for 5 years.
Form with specific details on an individual piece of equipment Store in Retention Center for 5
years, then destroy.
4. Partial Receiving Report Retain in office for 5 years. )
Report indicating part1a1 delivery of equipment. Store in Retention Center for 5
years, then destroy.
5. iequisitions Retain in office for 5 years.
Form used to request the purchase of equipment. Store in Retention Center for 5
.I years, then destroy.
- 6. Purchase Order Retain in office for S years.
Used to order specific equipment from a vendor. Store in Retention Center for 5
years, then destroy.
7. Invoices Retain in office for 5 years.
Invoices for payment of all equipment received by SHA.: Stored in Retention Center for §
years, then destroy.
8. Condemnation Report Retain in office for 5 years.
Form used to request the removal of equipment from SHA inventory. Store in Retention Center for 5
years, then destroy.
9. Equlpment Trade List Retain in office for 5 years.
Annual list of specific equipment to be traded per fiscal year budget. Store in Retention Center for 5
years, then destroy.
10. Copies of Titles Retain in office for 5 years.
Copy of title for SHA equipment. Store in Retention Center for 5
. years, then destroy.
_ﬁ#
Schedule Approved by Department, Schedule Authorized by State Archivist
Agency,
or Division Date BEC 2 1 1994
Signatud




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Agency Division/Unit

Maryland Department of Transportation - State Highway Administration

Schedule No. ,,, ’

U

Page 2 of 2

Equipment Division

tem

Description

Retention

11.

12,

13.

14,

15.

Nileage Reports
HFOMS Reports for all SHA vehicles (under 1 ton).

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

Erissions Paperwork
Copy of emissions test papervork for applicable state vehicles.

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

Copy of Check from Equipment 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.
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INSTRUCTIGMNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES., FORWARD
WiTH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

SERVICES

AGENCY RECORDS INVENTOk

pace _1  orF _15

|
]
‘(DGS 550-1}

1. DEFARTMENT/AGENCY
ND. DEPT. OF TRANSPORTATION

2. DIVIsSION
STATE HIGHWAY ADNINISTRATION

3. WNIT
EQUIPHENT DIVISION

i CEFINITION-RECORD SERIES-

REFERENCE AS WELL Af RETENTION AND DISPOS]TION FPURFOSES

AND USED ABS A UNIT FOR

4. RECORD SERIES TITLE

Accident Reports

!

i

; A GROUP OF RELATED RECORDS NORMALLY FILED
|

1

!

!

'

i

5. EARLIEST YEAR/LATEST YEAR
1987 1o _Present

‘1IN THE SERIES.

, - :
BRIXFLY DE
6. RECORD SERIES DESCRIPTION | BECRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORME FOUND
INCLUDE. - THE PURPOSE OR FUNCTION OF THE SEFIE

Records of all accidents involving state vehicles.

7. RECORD SERIES FORMAT(S)

X LETTER SiZzE O MICROFILM

.D LEGAL S1ZE- 0O COMFUTER TAPE
0 pounD BOOK O FLOPFPY DISK
0O AuDIO TAPE 0O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
0 ALPHABETICAL
NUMER1CAL
¥ crronoLoGIcaL
O GEOGRAPHICAL

0O OTHER(SPECIFY)

5. VOLUME
FILE DRAWER(S)
/ D MICROFILM REEL(S)
O COMPUTER TAPE(S)

N
YMEER O oTHER(SPECIFY)

10. ANNUAL ACCUMULAT 1ON
¥ FiLE DRAWER(S)
/ O MICROFILM REEL(S)
RUNBER O COMPUTER TAPE(S)
0 OTHER{SPECIFY)

1. giLE 1S UsED 2. FILE BECOMES INACTIVE AFTER
O pal O we & 3 O MONTH(S % veARr(s
LY EXLY MONTHLY ROVEEE (s) {s)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
Office of Maintenance t1* vyes, srECIFY saENCY OR OFFice)
-~ 7491 Connelly Drive g vyes X nNo
15. ACCESS RESTRICTIONS 0vyes @ANo 16. AUDIT REGUIREMENTS

{1r vyes, ci1TE LAW({8]) & rREGULATION(S)

D NoNE OXSTATE 0O FEDERAL O INDEPENDENT/

17. 1S AN INDEX SYSTEM USED? (I1r yES.E)PLAIN
1
BRIEFLY AND DESCRIBZE ANY HARDRARE/ SOFTWARE )

O YEs & NO

18. RECOMMENDED RETENT ION

Store in Retention Center for 7 years,
then destroy.

19. NAME AND TITLE OF PREPARER 20.

David Coyne, Asst. (410)582-5575

TELEPHONE NUMEER

DATE

November 9, 1994

21.




1

INSTRUCTIGNS - -TYPE OR PRINT A

' DEFARTMENT OF GENERAL SERVICES | .
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTOR
I REVISED RECORD SERIES. FORWARD 72785 WATERLOO ROAD
} WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 2 15
PAGE OF
’(DGS 550-1) _ JESSUP, MARYLAND 20794
1. DEFARTMENT/AGENCY 2. DIVISION 5. WNIT

EQUIPMENT DIVISION

MD. DEPT. OF TRANSPORTATION STATE HIGHWAY ADNINISTRATION

|

| A GROUPFP O

; CEFINITION-RECORD SERIES- F RELATED RECORDS NORMALLY FILED AND USED A8 A UNIT FOR
1 REFERENCE AS WELL AS RETENTION AND DIS»OSITION PURPFOSES
!
i
i
i
|
|

5. EARLI1EST YEAR/LATEST YEAR
1989 1o PRESENT

RECORD SERIES TITLE Condemnation DGS Letter

4.

6. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF INFORMAT!ON/DOCUHENTH/FORRE FOUND

‘IN THE SERIES. INCLUDE THE PURPOSE QR FUNCTION OF THE SEFIE

Letter of approval from DGS to condemn equipment.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
FILE DRAWER(S)

, 0O MICROFILM REEL(S)

O COMPUTER TAPE(S)

NUMBER 0 OTHER(SPECIFY)

KiLeTTER S1ZE O MICROFILM. O ALPHABETICAL

‘D LEGAL Sl1zE- O COMFUTER TAPE
O pounD POOK O FLOPPY DISK

0 VIDEO TAPE

NUMERICAL

K cHronoLoGicaL

0O AUDIO TAPE 0 GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION
¥ FILE DRAWER(S)
I O MICROFILM REEL(S)
KRoMBER O COMPUTER TAPE(S)
0O OTHER([SPECIEY

O OTHER(SPECIFY) O OTHER(SPECIFY)

1. 12. FILE BECOMES INACTIVE AFTER

X MONTHLY 5 O MONTH(S) X YEAR(S )

FILE IS USED

O pAILY 0O WEEKLY

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

tir yes, sPeciry raency or orrice)
O YyEs X NO ;

13. CURRENT LOCATION(S) (ELDG.,FLOOR, ROOM)
Office of Maintenance
1491 Connelly Drive

-

ACCESS RESTRICTIONS O yes X no 16. AUDIT REQUIREMENTS

(1" ye5, ci1TE LAW(8) & rREGULATION(S])

15.

0O NONE R STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r yES.E>PLAIN

BEIEFLY AKD DESCRIEBE ANY HAHDIARE/SOFTWARE)

cxNO

RECOMMENDED RETENT 1ON

Store in Retention Center for 5 years,
then destroy.

O YEs

19. NAME AND TITLE OF PREPARER
David Coyne, Asst.

21. DATE

20, TELEPHONE NmR
November 9, 1994

(410)582-5575
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INSTRUCTIGMNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF CGENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTOK

7275 WATERLOO RQAD

¥WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 3 15
PAGE oF
JESSUP, MARYLAND 20794
1. DEFARTMENT/AGENCY 2. DIVISION 3. UNIT

MD. DEPT. OF TRANSPORTATION

STATE HIGHWAY ADMINISTRATION

EQUIPHENT DIVISION

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE A8 WELL AS RETENTION AND DISPrOS

AND USED AB A UNI!T FOR
ITION PURPFOSES

4. RECORD SERIES TITLE

Condemned History Sheet

5.

EARL1EST YEAR/LATEST YEAR
1989 to PRESENT

6. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF INFORMATION/DOCMNTBIFORM’S FOUND

‘IN THE SERIES. INCLUDE THE PURPOSE QR FUNCTION OF THE SEFIE

Porm with specific details on an individual piece of equipment.

7. RECORD SERIES FORMAT(S)

¥ LETTER SizE O MICROFILM
’U LEGAL SIZE- O COMFUTER TAPE

0 pounDp BOOK O FLOPPY DISK

0O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEBETICAL
O NUMERICAL

(W4 .
"‘ CHRONOL.OG | CAL,

9.

VYOLUME

Xrice DRAWER(S )
e

O MICROFILM REEL(S)
0O coMPUTER TAPE(S)
=R o OTHER(SPECIFY)

0 GEOGRAPHICAL

O OTHER(SPECIFY)

10.

ANNUAL ACCUMULAT ION

FILE DRAWER(S)
0 MICROFILM REEL(S)
O COMPUTER TAPE(S)
O OTHER(|SPECIFY )

uUMB

1. rFiLE IS USED 12. FILE BECOMES INACTIVE AFTER
O DAILY 0 WEEKLY X mMonNTHLY 5 0 MONTH(S) ¥ year(s)

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSE¥WHERE? .

off_ice Of l‘hinten.ance él' Ytﬂd BEPECIPFY J.GENCY OR OFF‘CE)

.= 7491 Connelly Drive YES NO

15. ACCESS RESTRICTIONS Ovyes & no 16. AUDIT REGQUIREMENTS

(ir vyeS, cITE LAW(B) & rREGULATION(S]

0O NonE CXSTATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1» vyES.E)PLAIN

BRIEFLY AND DESCRIEBE ANY MHDBARE/SOFTHARE)

Oyes X NO

Then destroy.

RECOMMENDED RETENT JON

Store in Retention Center for 5 years,

19. NAME AND TITLE OF PREPARER

David Coyne, Asst.

TELEPHONE NUMEER 21

(410)582-5575 -

20,

. DATE
November 9, 1994




|
|

INSTRUCT IGNS ~-TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL <SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTOR

7278 WATERLOO ROAD
278

MD. DEPT. OF TRANSPORTATION

STATE HIGHWAY ADNINISTRATION

¥WITH RECORDS RETENTION SCHEDULE P.O. BaX 4 1
PAGE oF 5
¢pcs 550-1) JESSUP, MARYLAND 20794
1. DEFARTMENT /AGENCY 2. DIVISION 3. wNIT

EQUIPMENT DIVISION

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AB RELL AW RETENTION' AND DISPrOS

CEFINITION-RECORD SERIES-

AND USED AB A UNIT FOR
ITION PURPFOSES -

1
!
|
:
i
|
)
|
i
H
i

4. RECORD SERIES TITLE

Partial Receiving Report

5.

EARLIEST YEAR/LATEST YEAR
1989 ro _PRESENT

il
i

IN

THE SERIES.

Report indicating partial delivery of equipment.

1 - -
BRIK

i 6. co SERIES DESCRIPTION ( FLY DEECRIBE THE TYPES OF INFOR’JATION/DOCMNTS/FORMS FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIE

7. RECORD SERIES FORMAT(S|)
D‘LE‘!TER S1ZE O MICROFIIM
0 LEGal sizE- O COMFUTER TAPE
0 pounD BOOK O FLOPPY DISK
O Aublo TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
. NUMERICAL

K CHRONOLOG I CAL,

VOLUME
& riie DRAWER( S
I 3 MICROFILM REEL(S)
0O COMPUTER TAPE(S)
RUMBER 0 oTHER(SPECIFY)

O GEOGRAPHICAL

0O OTHER(SPECIFY)

10.

ANNUAL ACCUMULAT ION
% FILE DRAWER(S)
O MICROFILM REEL(S)

RUMBER O COMPUTER TAPE(S)
0 OTHER(SPECIFY)

1. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
0 palLy 0 WEEKLY & monTHLY 5 0 MONTH(S) X YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Office of Maintenance t1r y=s, sPeciFyY saency or oFrice)
_ 7491 Connely Drive O vyes Xno
1S. ACCESS RESTRICTIONS 0vyes ®ENo 16. AUDIT REGQUIREMENTS

(17 veES,

CSI1TE LAw(8) & rEGuLATION{S)

0 NONE O(STATE O FEDERAL O INDEPENDENT

17.

0yes X NoO°

IS AN INDEX SYSTEM USED? (1P YES.E0PLAIN
BEIEFLY AND DESCRIEE ANY HARDRARE/ SOFTWARE }

18. RECOMMENDED

then destroy.

RETENT 1ON

Store in Retention Center for 5 years,

18. NAME AND TITLE OF PREPARER

David Coyne, Asst.

TELEPHONE NUMEER

(410)582-5575

20.

21.

DATE

November 9, 1994




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTOR

MD. DEPT. OF ‘TRANSPORTATION

STATE HIGHWAY ADNINISTRATION

WITH RECORDS RETENT ION SCHEDULE 5 15
PAGE OF

{DGS 3550-1) JESSUP, MARYLAND 20794

1. DEFARTMENT/AGENCY 2. pIvVIision 3. uNIT

EQUIPNENT DIVISION

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS RELL AN RETENTION AND DISPrOS

AND USED AS A UNIT FOR
ITION PURFOSES

4. RECORD SERIES TITLE

Requisitions

EARLIEST YEAR/LATEST YEAR
1989 1o _PRESENT

5.

; |
' |
‘_ q

|
i
t
i
i
!
I

ethos L 2 e

‘IN THE SERIES.

. Form used to request the purchase of equipment.

BRIKF
6. RECORD SERIES DESCRIFTION ( I LY DESCR!BE THE TYPES OF IHFORMATION/DOCURENTB/FOR‘RS FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SBEFIE

7. RECORD SERIES FORMAT(S]}
R LETTER Stz O MICROFILM

0 LEGAL S1ZE- O COMFUTER TAPE

‘D BOUND BOOK O FLOPPY DISK
0O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL

L NUMERICAL
Xcuhouor_oclcm.

O GEOGRAPHICAL

O OTHER({SPECIFY)

9. VOLUME

X riie DRAWER( S )

I 0O MICROFIIM REEL(S)
— 4 ___ 0O COMPUTER TAPE(S)
NUMBER

O OTHER(SPECIFY)

ANNUAL ACCUMULAT 1ON
brie DRAWER( S}

O MICROFILM REEL(S)
DO COMPUTER TAPE(S)

10.

(1r veES,

C1TE LAwW{S8) & rREGULATION(S)

UMBE
0 oTHER(SPECIFY )
1. FiLE 1S USED 12. FILE BECOMES INACTIVE AFTER
O pAalLY O WEEKLY ¥ monmHLy ) O MONTH(S) b year(s)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Office of Maintenance tir yes, sreECIFY 2GENCY OR OFFICE)
_~1491 Connelly Drive g yes X nNo
1S. ACCESS RESTRICTIONS ovyes & no 16. AUDIT REQUIREMENTS

0 NonE JSTATE U FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1

BRIEFLY AKD DESCRIBE ANY

oyvyes A no

F YES.E)PLAIN

18.
HARDRARE/ SOFTWARE }

‘then destroy.

RECOMMENDED RETENT JON
Store in Retention Center for 5 years,

18. NAME AND TITLE OF PREPARER

David Coyne, Asst.

TELEPHONE NUMEER

(410)582-5575

20,

21. DATE

November 9, 1994




l[(S]F\‘UC:I"IQI§--TY‘PE OR PRINT A DEFARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTUK

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION
REVISED RECORD SERIES. FORWARD 7275 WATERLOO RCAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 6 15
PAGE OF
(DGS 550-1) JESSUP, MARYLAND 20794
{. DEFARTMENT/AGENCY 2. DIVISion 3. UNIT
MD. DEPT. OF- TRANSPORTATION STATE HIGHWAY ADMINISTRATION EQUIPMENT DIVISION

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AB A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOS|[TION FPURIFFOSES

i CEFINITION-RECORD SERIES-

4. RECORD SERIES TITLE  Purchase Order ' 5. EARLIEST YEAR/LATEST YEAR
' ‘ 1989 1o PRESENT

; o -
6. RECORD SERIES DESCRIPTION | IKFLY DESCRIBE THE TYPES OF INFORMATION/DOCUHENTS/FORRS FFOUND
‘IN THE SERIES. X INCLUDE THE PURPOSE OR FUNCTION OF THE SBEFIE

Used to order: specific equipment from a vendor.

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

X FILE DRAWER(S)

O MICROFILM REEL(S)
NUMBER 0 orHER(SPECIFY)

A LETTER S1zE O MICROFILM 0O ALPHABETICAL

0 pounD BOOK O FLOPPY DISK XC}MDLOGICAL

0O AublOo TAPE 0O VIDEO TAPE 0 GEOGRAPHICAL ;
10. ANNUAL ACCUMULATION

0 OTHER(SPECIFY) .. O OTHER(SPECIFY) E FILE DRAYER(S)

!- O MICROFILM REEL(S)
53 C COMPUTER TAPE(S)

O OTHER({SPECIFY)

1. priLE 1S usED ‘ 12. F|LE BECOMES INACTIVE AFTER
8 pAILY O WEEKLY % 5 O MONTH(S & year(s
MONTHLY ROMEEE (s) (s)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Office of Ma1ntenqnce . ti1r vyzs, srECiFyY raEncy or orrice)
- 7491 Connelly Drive 0 yEs X nNo
15. ACCESS RESTRICTIONS ogyes ¥ no 16. AUDIT REGUIREMENTS

(1" vyES, c1TE LAW(8) & rREGuLATION(S)
0 nove X STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IF YES.E)PPLAIN

18. RECOMMENDED RETENT ION
BEIEFLY AKD DESCRUIEBE ANY HARDRARE/ SOFTWARE )

X Store in Retention Center for 5 years,
@ YES NO ‘ then destroy.

18. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMBER 21. DATE
David Coyne, Asst. (410)582-5575. November 9, 1994




INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NE¥ OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

SERVICES

AGENCY RECORDS INVENTOR

¥WITH RECORDS RETENTION SCHEDULE
Pace 7/ ofF 15
‘(ocs 550-1) JESSUP, MARYLAND 20794 .
1. DEFARTMENT /AGENCY 2. DIVISION s. UNIT

ND. DEPT. OF TRANSPORTATION

STATE HIGHWAY ADMINISTRATION

EQUIPMENT DIVISION

A GROUP OF RELATED RECORDS NORMALLY FILED

CEFINITION-RECORD SERIES-

REFERENCE A8 WELL AN RETENTION AND DISFOS]ITION PURPFOSES

AND USED AS A UNIT PFOR

RECORD SERIES TITLE Invoices

5. EARLIEST

1989 SENT

iEARﬁLATEST YEAR
~oPRE

6. RECORD SERIES DESCRIPTION |
- . 4N THE SERIES.

Invoices for payment of all equipment received by SHA.

S

BRIKFLY DESECRIBE THE TYPES OPF lNFORMATION/DOCUHENTB/FORRS FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIE

‘D LEGAL SIZE-
0O pounb BOOK O FLOPPY DISK

7. RECORD SERIES FORMAT(S) 8.
X LETTER SI1ZE O MICROFILM

O COMFUTER TAPE

0O AUDIO TAPE O VIDEO TAPE

0 OTHER({SPECIFY)

RECORD SERIES SEQUENCE
+ ALPHABETICAL

0O NUMERICAL
)(CHhONOLOGlCAL

0 GeoGrAPHICAL

O OTHER(SPECIFY)

8. VOLUME

XFilE DRAWER(S)
oo

O MICROFILM REEL(S)
O COMPUTER TAPE(S)
®R DO OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
EuéaEﬁ

O MICROFILM REEL(S)
0 COMPUTER TAPE(S)

0 OTHER[SPECIFY )

1. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER

O palLY 0 WEEKLY ® MONTHLY R‘UT?SEF 0 MONTH(S) 0 YEAR(S)
13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
Office of Maintenance t1" vES, BPECIFY rGENCY OR OFFicE)

. “=7491 Connelly Drive 0 yes GXNo
15. ACCESS RESTRICTIONS ovyes d&no 16. AUDIT REGQUIREMENTS
(1P vyEs, ci1TE LA®W(S8) & reGuLAaTION(S)
0 none KstaTe O FEDERAL 0O [INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1r yES.EX>PLAIN

BRIEFLY AND D?SCRIEE ANY HAnDBARE/SOFTWARE)

O YyEs X NO

18. RECOMMENDED RETENT ION

Store in Retention Center for 5 years,
then destroy.

NAME AND TITLE OF PREPARER 20.

David Coyne, Asst.

TELEPHONE NUMEER
(410)582-5575

21. DATE

November 9, 1994




l[iS[F\UCTlg:I§~-TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES .
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DI1VISION AGENCY RECORDS INVENTO
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD
¥WITH RECORDS RETENTION SCHEDULE P.O. BOX 278 pace 8 or 15
(DGS s50-1) JESSUP, MARYLAND 20794
1. DEFARTMENT/AGENCY 2. DIVISION 3. WNIT
MD. DEPT. OF TRANSPORTATION TATE HIGHWAY ADNINISTRATION EQUIPMENT DIVISION

' A GROUP OF RELATED RECORDS NORMALL ED R
DCEFINITION-RECORD SERIES- Y FIL AND USED AB A UNIT FO
REFERFENCE AS RELL AS® RETENTION AND DISFOSITION PFURPFPOSES

4. RECORD SERIES TITLE  Condemnation Report : 5. EARLIEST YEAR/LATEST YEAR
' 1989 ___ to Present

. BRIKFLY
6. RECORD SER!ES DESCRIPTION | 1 LY DESCRIBFE THE TYPES OF INFORMATION/DOCMNTB/FORRS FOUND
‘IN THE SERIES,. . INCLUDE THE PURPOSE OR FUNCTION OF THE SBEFII

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

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
XLETTER SI1ZE O MICROFILM O ALPHAEETICAL & FILE DRAWER(S)
0 MICROFILM REEL(S)
. O LEGAL SIZE.- 0O COMFUTER TAPE NUMERICAL 0 COMPUTER TAPE(S )
' . NUMBER
O BouND BOOK 'O FLOPPY DISK x CHRONOLOG I CAL, ) 0 OTHER(SPECIFY)
O AUDIO TAPE O VIDEO TAPE 0O GEOGRAPHICAL

10. ANNUAL ACCUMULAT ION

O OTHER( SPECIFY) . 0 OTHER(SPECIFY) . % FiLe DRAWER( S}
0O MICROFILM REEL(S)

UMD O COMPUTER TAPE(S)
0 OTHER{SPECIEY)

1. FILE 1S USED 12. FLE BECOMES INACTIVE AFTER
o 1 O wE 3 5 O MONTH(S A YEAR(S
DAILY EKLY MONTHLY R M (s) (s])
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

fir vyeEs, sPECIFY rGQENCY OR OFFICE])

Office of Maintenance 0 vyes X nNo

. 7491 Connelly Drive

15. ACCESS RESTRICTIONS O yEs dNO 16. AUDIT REQUIREMENTS
{1 yes, ci1TE LAW(8) & rREcuiaTION(S)

O NONE ExmATE O FEDERAL 0O [INDEPENDENT

17. IS AN INDEX SYSTEM USED? V2

(1r yes.mrLain 18. RECOMMENDED RETENT ION
BRIEFLY AND D?scﬂlez ANY HAnDIIARE/sOFTWARE)
Store in Retention Center for 5 years,

Oyes % no . then destroy.

19. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMEER 21. DATE
David Coyne, Asst. (410)582-5575 - November 9, 1994




AE L

l INSTRUCTIGHNS - -TYPE OR PRINT A
I SEPARATE FORM FOR EACH NEW OR
|
!

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTOR

¥ITH RECORDS RETENTION SCHEDULE
PAGE _ 9 of 15
'I'QDGS 550-[) JESSUP, MARYLAND 20794
1. DEFARTMENT JAGENCY 2. pIvisSion s, UNIT

MD. DEPT. OF TRANSPORTATION

STATE HIGHWAY ADMINISTRATION

EQUIPHENT DIVISION

i DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY NILED

AND USED AE A UNIT FOR
JTION PURFQSES

4., RECORD SERIES TITLE

Equipment Trade List

EARL1EST YEAR/LATEST YEAR
1989 . Present

5.

t
[}

[

]

: REFERENCE AS WELL AS RETENTION AND DISPOS
I

'

'

I

i

!

|

6. RECORD SER]ES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF lNFORMATlON/DOCMNTS/FDRMB rFoUND

IN THE SERIES.

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

INCLUDE THE PURPOSE OR FUNCTION OF THE SBEFIE

7. RECORD SERIES FORMAT(S)
XL ETTER S1ZE O MICROFILM

.U LEGAL SIZE-

0 pouND BOOK O FLOPPY DISK

0 COMFUTER TAPE

O AUDIO TAPE 0O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
\NUMER CAL

)‘ CHRONOL.OG | CAL,

0 GEOGRAPHICAL

O OTHER({SPECIFY)

9. VOLUME
& rile DRAWER(S)
0O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBER 0 oTHER(SPECIFY)

ANNUAL ACCUMULAT ION

X FILE DRAWER(S)
_ O MICROFILM REEL(S)
RUMBER O COMPUTER TAPE(S)
0 OTHER(SPECIEY)

10.

12.

11. FILE IS USED FILE BECOMES INACTIVE AFTER
O paILY O WEEKLY ¥ monTHLY 5 0 MONTH(S) M YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RkCORD SERIES DUPLICATED ELSEWHERE?
Office of Maintenance ti1r vyes, sPECIFY s8ENCY OR OFFicE)
= 7491 Connelly Drive oves &N
15. ACCESS RESTRICTIONS 0O YES R NO 16. AUDIT REQUIREMENTS N
(1" vyEs, ci1TE LAW({8) & REGULATION(S) .

D NoNE & STATE 0O FEDERAL 0O INDEPENDENT

17. IS AN

QO YEs % NO

INDEX SYSTEM USED? (1r YES.EDPLAIN
BRIEFLY AKD DESCRIEBE ANY HAnDBARE./SOFTHARE)

then ‘destroy.

RECOMMENDED RETENT |ON

Store in Retention Center for 5 years,

19. NAME AND TITLE OF PREPARER

David Coyne, Asst.

20, TELEPHONE NUMBER

(410)582-5575

21. DATE

November 9, 1994




INSTRUCTIGNS - -TYPE OR PRINT A

] SEPARATE FORM FOR EACH NEW OR
! REVISED RECORD SERIES. FORWARD
I

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD

AGENCY RECORDS INVENTOKR

WITH RECORDS RETENTION SCHEDULE P.O. BOX 2753 PACGE 10 15
#oc‘s 550-1) JESSUP, MARYLAND 20794 oF
1. DEFARTMENT/AGENCY 2. DIVISION 3. UNIT

MD. DEPT. OF- TRANSPORTATION

STATE HIGHWAY ADMINISTRATION .

EQUIPNENT DIVISION

A GROUP OF RELATED RECORDSES NORMALLY FILED

| CEFINITION-RECORD SERIES-

AND USED AS A UNIT FOR
ITION PURFOSES

RECORD SERIES TITLE

Copies of Titles

5. EARLIEST YEAR/LATEST YEAR

1989 ro Present

6. RECORD SERIES DESCRIFPTION (BRIKFLY DESCR1!BE ‘rle TYPES OF INFORMATION/DOCUNENTS / FORMS PFOUND
‘IN THE SERIES.

Copy of title for SHA equipment.

!
’

;

i

; REFERENCE AS BELL AS RETENTION AND DISPROS
]

'

:

I

i

|

|

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIr

7. RECORD SERIES FORMAT(S)

X LETTER S12zE O MICROFILM
0 LEGAL SlZzE- U COMFUTER TAPE
0 pounDd BOOK O FLOPPY DISK
'O AUDIO TAPE O VIDEO TAPE

0 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

*.ALPHAEET I CAL

O NUMERICAL

x CHRONOLOG 1 CAL

O GEOGRAPHICAL

0 OTHER(SPECIFY)

VOLUME
¥ FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
NUMBER 0 oTHER(SPECIFY)

8.

lq. ANNUAL ACCUMULAT ION
xFlLE DRAVER(S)
O MICROFILM REEL(S)
RUMBER U COMPUTER TAFPE(S)

O OTHER(SPECIFY )}

1. FILE 1S usED

O DAILY O WEEKLY

12.

X
MONTHLY -

FILE BECOMES
O MONTH(S)

INACTIVE AFTER
YEAR(S)

Office of Maintenance
. 7491 Connelly Drive

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

fir vyes

O YEs XINO

14. 15 RECORD SERIES DUPLICATED ELSEWHERE?
BPECIFY /J.GENCY OR OFF(CE,

0vyes X no

BREIEFLY AND DESCRIEE ANY HAHD!ARE/SOFT‘YARE)

1S. ACCESS RESTRICTIONS 0 yes no 16. AUDIT REGQUIREMENTS
{ir vyes, cI1TE LA®W({8) & rREGuULATION(S)
0O NonE N STATE O FEDERAL U INDEPENDENT
17. IS AN INDEX SYSTEM USED? | VE>:
(1r yes.e>riatn 18. RECOMMENDED RETENT ION

then destroy.

Store in Retention Center for 5 years,

19. NAME AND TITLE OF PREPARER
David Coyne, Asst.

TELEPHONE NUMEER
(410)582-5575

20,

21. DATE

November 9, 1994




l[«sIRuchgt@--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF CGENERAL ESERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROAD

AGENCY RECORDS INVENTOR

HD. DEPT. OF TRANSPORTATION

WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 pAGE 11 15
{DGS 550-1) JESSUP, MARYLAND 20794 OF
1. DEFARTMENT/AGENCY 2. DIVISION s. UNIT

STATE HIGHWAY ADMINISTRATION

EQUIPHENT DIVISION

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS RELL AS RETENTION AND DISPOSITION PURPOSES

AND USED ABS A UNIT FOR

4. RECORD SERIES TITLE Nileage Reports

EARLTEST YEAR/LATEST YEAR
1989 To PRESENT

d
d ]
L
v
CO
{ |

]

1o

Lo

‘IN THE SERIES

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

BR
6. RECORD SERIES DESCRIP'TION ( IXFLY DESCRIBE THE TYPES OF lNFOR‘M.ATlON/DOCU‘HENTS/POR‘MS FOUND

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIE

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
% LETTER Si1ZE O MICROFILM O ALPHAEETICAL K riLe DRAWER(S )
0O MICROFILM REEL(S)
‘D LEGAL S1ZzE- 0O COMFUTER TAPE - NUMERICAL O COMPUTER TAPE(S)
. . NUMBER
0 oD BOOK O FLOPPY DISK XCHRONOLOGICAL O OTHER(SPECIFY)
0 AUDIO TAPE O VIDEO TAPE o OGRAPHI CAL ’
cE 10. ANNUAL ACCUMULAT ION
0 OTHER(SPECIFY)) O OTHER({SPECIFY) * FILE DRAWER(S)
‘! O MICROFILM REEL(S)
UMB O COMPUTER TAPE(S)
O OTHER{SPECIFEY )
1. piLE 1S usED 12. FILE BECOMES INACTIVE AFTER
O pAalILY 0 WEEKLY X 'MONTHLY nma"é'zﬁ' O MONTH(S) ¥ YEAR(S)

IS RECORD SERIES DUPLICATED ELSEWHERE?

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14.

Office of Maintenance tir YES, BPECIFY /.GENCY OR orrice)

. o x

~= 7491 Connelly Drive YES & NO
15. ACCESS RESTRICTIONS 0O YyES ¥ NO 16. AUDIT REQUIREMENTS

(1Fr ye5, ci17E LAW(s) & rReauLaTION(S)

O NoNE O STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (lp YES . E)PLAIN ~

BRIEFLY AND DgSCRlBE ANY HADDHARE/BOFTHARE)

&' .YES o nNo

; ‘

18. RECOMMENDED RETENT ION

Store in Retention Center for 5 years,
then destroy.

NAME AND TITLE OF PREPARER 20.

(410)582-5575

David Coyne, Asst.

TELEPHONE NUMEER

21. DATE

November 9, 1994




INSTRUCTIOMS ~-TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥1TH RECORDS RETENTION SCHEDULE
(DGS 350-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BAOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTOf

pace 12 of 15

1. DEFARTMENT /AGENCY
MD. DEPT. OF TRANSPORTATION

2. DIVISION

ATATE HIGHWAY ADMINISTRATION

3. NIT
EQUIPHENT DIVISION

i DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS RELL AN RETENTION AND DIsFroOS

ITION PURPFOSES

AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

" ParKing Violations and Citations

5. EARLIEST YEAR/LATEST YEAR
1989 To _PRESENT

6. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF IHFORMATION/DOCUHENTB/FORMB FOUND

1IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BEFIE

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

7. RECORD SERIES FORMAT(S}
*’LETTER S1ze O MICROFILM

O LEGAL SI1ZE. 0O COMFUTER TAPE
'.Dsoumaoox O FLOPPY DISK
0O Aauplo TAPE 0O VIDEO TAPE

0 oTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
NUMER ] CAL
’(CHEONOLOGICAL
0 GEOGRAPH!CAL

O OTHER({SPECIFY)

9. VOLUME
R FILE DRAWER(S)

O MICROFILM REEL(S)
_Ué____ﬂ COMPUTER TAPE(S)
N 8BER

0 OTHER([SPECIFY)

10. ANNUAL ACCUMULAT ION
& FILE DRAWER(S)
D MICROFILM REEL(S)
B 0O coMPUTER TAFE(S)

0 OTHER{SPECIEY

1 riLE 1S USED

O patLy 0 weEKLY

12.

X MONTHLY Nl151 )

FILE BECOMES
O MONTH(S)

INACTIVE AFTER
X yEAR(S)

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

Office of Maintenance

. 7491 Connelly Drive

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

fi1r vyes, sPeECIFY raency OR orrice)
0 vyEs R No

15. ACCESS RESTRICTIONS

O YEs
(1r ves, cite Lam({8) & rEauLavions)

& NO

AUDIT REQUIREMENTS

0O NONE X STATE U FEDERAL O [NDEPENDENT

17. 1S AN

N4

Ovyes R NoO

i}
i ‘
|

INDEX SYSTEM USED? (1F yES.EDPLAIN
BRIEFLY AND DESCRIEE ANY HARDRARE/ SOFTWARE )

then destroy.

RECOMMENDED RETENT JON

Store in Retention Center for 5 years,

19. NAME AND TITLE OF PREPARER

David Coyne, Asst.

20,

TELEPHONE NUMBER
(410)582-5575

21.

DATE
November 9, 1994




MD. DEPT. OF- TRANSPORTATION

[iS[R‘UCTIQ§ -TYPE OR PRINT A DEFARTMENT OF CGCENERAL SERVICES .

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTOHK
REVISED RECORD SERIES. FORYARD 7278 WATERLOO RQAD

WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 - 13 15

(DGS 350-1) JESSUP, MARYLAND 20794 PACE OF

1. DEFARTMENT/AGENCY 2. DIVISIiON s, WNIT

STATE HIGHWAY ADMINISTRATION

EQUIPHENT DIVISION

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE A8 BRELL AW RETENTION AND Dismros

AND USED AS8 A UNIT FOR
ITION PURFOSES

4. RECORD SERIES TITLE

Emissions Paperwork

EARLIEST YEAR/LATEST YEAR
1989 1o PRESENT

5.

|
|
]
L
.
|
i
I
i
;
|

IN

BRIXKFLY D
6. RECORD SERIES DESCRIPTION ( ESCRIBE THE TYPES OF INFOR‘MAT!ON/DOCMNTB/FOWB FOUND
INCLUDE THE PURPOSEKE OR FUNCTION OF THE SEFIE

THE SERIES.

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

N

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
¥ LETTER SIZE O MICROFILM " ALPHAEET I CAL X FILE DRAWER(S)
O MICROFILM REEL(S)
’D LEGAL SIZE- U COMFUTER TAPE 0 NUMERICAL O COMPUTER TAPE(S)
. ) NUMBER
O pounD BooK U FLOPPY DISK ¥CHRONOLOGICAL O OTHER(SPECIFY)
O AuDlo TAPE 0O VIDEO TAPE 0 GEOGRAPHICAL :
10. ANNUAL ACCUMULAT ION
0O OTHER(SPECIFY) 0O OTHER(SPECIFY) ¥ FILE DRAWER(S)
! O MICROFILM REEL{S]
B O COMPUTER TAFPE(S)
2 O orHFR({SPECIEY )
1. plLE 1S useED 12. FILE BECOMES INACTIVE AFTER
O pAILY O WEEKLY 5 ponmry 5 O MONTH(S) ¥ YEAR(S)
13. CURRENT LOCATION(S) {BELDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Office of Ma]nte'.‘ance t1r vyEs, sepeEcirFyY saenNcY oOrR orrice])
7491 Connelly Drive o vyes 8 no
15. ACCESS RESTRICTIONS oyes ¥ no 16. AUDIT REQUIREMENTS
(ir vyes, ciTeE LAw{8) & rEcuLaTION(S)
O NonE X STATE O FEDERAL 0O INDEPENDENT
17. IS AN INDEX SYSTEM USED? B
(1r yEs.e>rLain 18. RECOMMENDED RETENT ION
BRIEFLY AND D?SCH'EE ANRY MHDHARE/SOFTHARE)
. Store in Retention Center for 5 years,
Oyes P wNo then destroy.

19. NAME AND TITLE OF PREPARER

David Coyne, Asst.

TELEPHONE NUMEER

(410)582-5575

20,

DATE

November 9, 1994

21.




INSTRUCT IGRIS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES 4
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISiON AGENCY RECORDS INVENTOS
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD
¥WiITH RECORDS RETENTION SCHEDULE P.O. BOX 275 14 15
(DGS 550-1) _ JESSUP, MARYLAND 20794 pace oF

. DEFARTMENT /AGENCY 2. DIVISION sS. uNT

HD. DEPT. OF TRANSPORTATION BTATE HIGHWAY ADKINISTRATION EQUIPHENT DIVISION

: CEFINITION - RECORD SERIES-A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AB WELL AS RETENTION AND DISPFOSITION PURPOSES

4. RECORD SERIES TITLE  [nit § Assignment Sheet 5. EARLIEST YEAR/LATEST YEAR
1989 To Present
6. RECORD SERIES DESCRIPTION (BRIIFLY DESCRIBE THE TYPES OF IHFORMATION/DOCUHENTB/FORHB FOUND
‘IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SBEFIY

Listing of assigned unit numbers to all state vehicle/equipment

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
k FiLE DRAWER(S)

X LETTER sS1zE O MICROFILM O ALPHABETICAL
0O MICROFILM REEL(S)
‘ O LEGAL SI1ZE. O COMFUTER TAPE . NUMERICAL 0 COMPUTER TAPE(S)
’ . NUMBER
O BoUND BooK O FLOPPY DISK %CHRONOLOGICAL . U OTHER(SPECIFY)
0 AUDIO TAPE 0O VIDEO TAPE O GEOGRAPHI :
CAL 10. ANNUAL ACCUMULAT ION

0O OTHER({ SPECIFY) . 0 OTHER(SPECIFY) X FiLe DRAYER(S)
0O MICROFILM REEL(S)

UMBER U COMPUTER TAPE(S)
@] QTHER{SPEQ[F’YT\

- giLE 1S useED 12. FILE BECOMES INACTIVE AFTER
0 palLY O WEEKLY & monTHLY - O MONTH(S) X YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
Office of Ma'lnte'_lance ti1r yEs, sPeciry raency OR orFrice)
= 7491 Connelly Drive Oves ¥ no
15. ACCESS RESTRICTIONS 0 YES OXNO 16. AUDIT REQUIREMENTS -

(17 vyEs, ci1Te Law(s) & rEGuLATION(S)
: O NoNE ® STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (I1r yES.E)PLAIN

18. RECOMMENDED RETENTION
BRIEFLY AND DESCRIEE ANY HARDRARE/SOFTWARE)

: Store in Retention Center for 5 years,
Cyes ¥ nNo then destroy.

19. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEER 21. DATE
‘David Coyne, Asst. (410)582-5575 November 9, 1994




INSTRUCTIGNS - -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

MD. DEPT. OF TRANSPORTATION

STATE HIGHWAY ADNINISTRATION

¥WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 15 15
PAGE OF
GS 350-1) JESSUP, MARYLAND 20794
| 1. DEFARTMENT/AGENCY 2. DIVISION s. UNIT

EQUIPNENT DIVISION

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE

bopy of Check from Equibment Auction &
(Stars 120 Accounting Procedure) From DGS

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
1989 T10 Present

INCLUDE THE

; Copies of ¢hecks/receipts from all traded equipment sold.

>

6. RECORD SERIES DESCRIPTION (BRIIFLY DEECRIBE THE TYPES OF INFORMATION/DOCUHENTB/FORNB FOUND
‘SN THE SERIES.

PURPOSE OR FUNCTION OF THE SEFIES !

7. RECORD SERIES FORMAT(S)

Y1 etreR S1ZE O MICROFILM

O AUDIO TAPE 0O VIDEO TAPE

LEGAL Sl1ZE- U COMFUTER TAPE

BOUND BOOK U FLOPPY DISK

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
ALPHABET ICAL
0 NUMERICAL
"c}ﬁnNOLOGICAL
O GEOGRAPHICAL

O OTHER(SPECIFY}

9. VOLUME

R FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

B
NUMBER 0 orHER(SPECIFY)

10. ANNUAL ACCUMULATION
¥ FiLe DRAWER(S }
‘ O MICROFILM REEL(S)
B 0 COMPUTER TAPE(S)
- O OTHFR{SPECIFY)

1. FiLE IS useD 12. FILE BECOMES INACTIVE AFTER
O DAILY 0 WEEKLY 5 O MONTH(S A yEAR(S
L X MonTHLY o (s) (s)
13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Office of Maintenance tir vyes, sPeciry raency or orrice)
. ~7491 Connelly Drive O YE3 & NO
15. ACCESS RESTRICTIONS DYEs @& no 16. AUDIT REQUIREMENTS
(1P vyes, ciTe Law(s) & rEGULATION(S)
O NonE X0 STATE O FEDERAL 0O INDEPENDENT
17. IS AN INDEX SYSTEM USED? (g ED-
(1r yeEs.exrLamN 18. RECOMMENDED RETENT ION
BRIEFLY AND DESCRIBE ANY HAHDBARE/BOFT“ARE)
OYes B no Store in Retention Center for 5 years,
then destroy.
19. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMEER 21. DATE

David Coyne, Asst.

(410)582-5575

November 9, 1994

DGS 550-4 (REVISED 2/87)




