DEPARTMENT OF GENERAL SERVICES Schedule No. 1884

RECORDS MANAGEMENT DIVISION

* RECORDS RETENTION AND DISPOSAL SCHEDULE  [Page ; of
Agency Division/Unit o ,
A dministration
Maryland Higher Education Commission Qffice of the Secretary
ltem Description Retention
No.
—_—-
1 Commission Agenda Books with exhibits, approved Held in office for
meeting minutes relating to actions of the three (3) years,
Commission on policy and all official matters then sent to Arch-
affecting assigned duties and responsibilites ives for permanent
of the Commission and staff. retention.
2 Correspondence, memorandums, and misﬁellaneoué Held in office for
subject files relating to the activities of three (3) years,
Office of the Secretary relative to public then destroy.

higher education in Maryland.

Schedule Approved by Department, Schedule Authorized by State Archivist
Agency,

or Division Heprese t t‘v. ‘ Date__ APR 0 9 1997 /
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T 1.2 -- RINT A DEFARTMENT OF GENERAL SERV :
-I_u’o 'Uctm TYPE OR P ICES . Yy
! SEPARATE FORM FOR EACH NEW OR RECCRDS MANAGEMENT DIVISION AGEHCY RECORDS INVENTUR:
| REVISED RECCRD SERIES. FORWARD 7275 WATERLOO RGAD '
| wiTH RECORDS RETENTION SOHEDULE P.O. BOX 278 Pace 1 2
| (DGs 580-1) JESSUP, MARYLAND 20794 or
1. DEFARTMENT/AGENCY 2. DIVISION s. war
§ MHEC Administration Office of the Secretary

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AB A UNIT FOR

" BEFINITION-RECORD SERIES-
REFERENCE AS WELL AS RETENTION ANO DISPOS|T]ION PURPOQaww

4. RECORD SERIES TITLE ’ 5. EARLIEST YEAR/LATEST YEAR
1964 +g 1991

Proceedings of Commission Meetings-

. 6. RECORD SERIES DESCRIPTION (PR'57LY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
1IN THE SERIES. INCLUDE TMK PURPOSE CR FUNCTION OF THE SEFIES)

Commission Agenda Books with exhibits, approved meeting minutes relating to actions of
the Commission on policy and all official matters affecting assigned duties and
responsibilities of the Commission and staff.

7. RECORD SERIES FORMAT{S) 8. RECORD SERIES SEQUENCE ’. VoL

A riLE DRAWER(S)
. ) O MICROFILM REEL(S)
O LEGAL SIZE 0O COMFUTER TAPE O NBMERICAL O COMPUTER TAPE(S)
NUMBER 0 oTHER(SPECIFY)

X LETTER S1ZE O MICROFILM U ALPHAEETICAL

C BounD BOOK O FLOPPY DISK X amonoLoGicaL
o o] APE o
AUDIO TAPE VIDEO T GEOGRAPH1CAL ‘0. T 10n
O OTHER(SPECIFY) O OTHER(SPECIFY) X riLE DRAWER(S)
O MICROFILM REEL(S)
RUGsEN O COMPUTER TAPE(S )
0 omen(spPECIFY )
1. piLe 18 useED 12. fpiLE BECOMES INACTIVE AFTER
O pAILY O wvEEKLY N monTHLY uH‘énr O MONTH(S) O YEAR(S)
13. CURRENT LOCATION(S) (BLDG.,FLOCR,ROCM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
The Jeffrey Building t1r ves, sreciry razncy Oor oFrice)
4th Floor, Room 412 o vyes N No
.13. ACCESS RESTRICTIONS Gyes Ono 16. AUDIT REGUIREMENTS

(1P v8, ci1Tx Law(s] & mEcuLaTION(S)
O NoNE X STATE O rEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1P vyRs.D)PLAIN

18. RECOMMENDED RETENTION
BRIEFLY AKD OKSCRIEBE ANY MANDRARE/SOFTWARE )

. QOffice - 3yrs.
Ovyes M no Record Center: -
Archives: Permanent

18. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
Joan L. Johnson
Management Associate (301) 974-2971 May 9, 1991 _

DGS 5350-4 (REVISED 2/87)




INSTRUCT IGLIS --TYPE OR PR

SEF ARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD 7273

il aL
‘RECCRDS MAMAGEMENT DiIVISION
WATERLOO RQAD

Ly

ZERYICES
o

AGENCY RECORDS INVENTI

c————————

¥ITH RECORDS RETENTION SCHEDULE P.O. BOX 273 pace 2 2
{DGS 880-1) JESSUP, MARYLAND 20794 l e or
1. DEFARTMENT/AGENCY 2. DIVISION 3. wIT
MHEC - Administration Office of the Secretary
AND USED A8 A UNIT FOR

A GROUP OF RE
" DEFINITION-RECCRD SERIES- LATED RECOROS NORMALLY FiLED
REFERENCE AS WELL AS RETENTION AND DISPOS[T]ON PURPOars

4. RECODRD SERIES TITLE
General Files and Correspondences

5. EARLIEST YEAR/LATEST YEAR
T

BRIKPLY DESCRIBE THE TYPES OF [NFORMATION / DOCM?./"M FOUND

6. RECORD SERIES DESCRIPTION |
IN THE SERIES.

INCLUDE TME PURPOSE OR FUNCTION OF THMEK SEFIES)

Correspondence, memorandums, and miscellaneous subject files relating to the
activities of Office of the Secretary relative to public higher education in

Maryland.

7. RECORD SERIES FORMAT(S)
I!(Lrn'm SIZE C MICROFILM

O LEGAL SI1ZE U COMFUTER TAPE C NMAERICAL
C sounD BOOK O FLOPPY DISK
0 AUDIO TAPE O VIDEO TAFE

O OTHER(SPECIFY)

8. RECCRD SERIES SEQUENCE 9.
JMICAL

C CHRONOLOGICAL
0 GEOGRAPHICAL
Q OTHER(SPECIFY)

voLua
¢ riee DRAWER(S )
0 MICROFILM REEL(S)
—3___ O COMPUTER TAPE(S)
NUMBER 0 omHER(SPECIFY)

ANNUAL ACCLMULATION
dnu: DRAWER(S)

3 O MICROFILM REEL(S)

RULEER @ COMPUTER TAPE(S)

O cnmepispeciry)

11. piLe 1S usED

I/mn.y O MONTHLY

C vERNLY

12. rILE BECOMES INACTIVE AFTER

; 8 MONTH(S) 8 YEAR(S)

13. CURRENT LOCATION(S) (BLDG.,FLOCR,ROCM)
The Jeffrey Building
4th Floor, Room 412

14. 18 m SERIES DUPLICATED ELSEYHERE?Y
ti1» vyrs,, sreciry roExcy OR OFFicE)
g ves NO

-18. ACCESS RESTRICTIONS

g ves ‘NO
{1P vyEB8, cI17Tx LAN(S) & mmauLATION(S)

16. AUDIT REQUIREMENTS

O NONE lfsrn': O rEpERAL O INDEPENDENT

IS AN INDEX SYSTEM USED?T (ir YRES.Z)PLAIN
SRIEFLY AND DESCRIBE ANY MANDSARE/SOFTWARK )

17.

o y;s ﬂ{ NO

RECCMMENDED RETENTICN
Office: 3 years & then destroy

Record Center: -
Archives: -

ll; NAME AND TITLE OF PREPARER 29.

Joan L. Johnson

Management Associate (301) 974-2971

TELEPHONE NUMEER

21. DATE

May 9, 1991

DGS %50-4 (REVISED 2/87)



