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DEPARTMENT OF GENERAL SERVICES Schedule No. 2166
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 28
Agency Division / Unit
Maryland State Lottery Agency Commission
item
No. Description Retention

001. Commission

Chronological arrangement of the transcripts of State  |Retain Commission's copies
Lottery Commission meetings which document official |permanently for eventual
acts with respect to policy, administration, planning, transfer to the Maryland State
and progress of the Lottery Agency. Auditors reports  [Archives.

by Independent Public Accountants of financial reports
and statements of the Lottery operations.

002. Administrative Subject Files

Subject arrangement of original incoming, copies of Destroy materials no longer

outgoing letters, memoranda, and other material needed for current business.
related to the functions of the State Lottery Agency. Retain permanently directives
Commission Files may also contain monthly reports, |and other material relating to
information concerning members trips and expense planning and policy that

reports to State and Federal Governments,employment {illustrate the development of
applications and information on Lottery game drawings. the agency. Transfer periodically
to the Maryland State Archives.
003. |Appeals Case Files

Alphabetically arranged by applicant name, files may |Retain for two ( 2 ) years, then
contain: copies of applications and surveys, destroy.

correspondence concerning appeals, commission
disposition of appeals hearings. court papers

( reports ) case files are similar for both approved and
denied appeals.
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Commission Meetings and Appeals Hearings are
taped to be transcribed if requested.

Agency Division / Unit
Maryland State Lottery Agency Commission
Item
No. Description Retention
004. JAudio Tapes

Retain for a period of ( 25)
years, then destroy.




DEPARTMENT OF GENERAL SERVICES Schedule No. 2166
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3 of 28
( Continuation Sheet )
Agency Division / Unit
Maryland State Lottery Agency Executive
Item
No. Description Retention
005. |Director's General Correspondence
Subject arrangement of original incoming copies of Retain for three ( 3 ) years, then
outgoing letters, memoranda and other material destroy. Directives and other
relating to the Maryland State Lottery Agency. material relating to planning and
policy that illustrate the
development of the agency,
retain permanently for eventual
transfer to the Maryland State
Archives.
006. |Director's Reports
Copies of consolidated reports sent to the Lottery Retain for three ( 3 ) years, then
Commission for disposition. The reports may include; [destroy. Permanent reports
departmental progress reports, unobligated prize fund [retained by the Lottery
reports, bank reconciliation's, monthly financial Commission.
statements, reimbursement requests and agent
applications.
007. |]General Correspondence and Administrative

Files

Subject arrangement of original incoming letters,
copies of outgoing letters, memoranda, reports;
studies, surveys, press releases, newspaper clippings
and legislative reference material, directives and other
miscellaneous papers relating to the administration of
the State Lottery Agency.

Screen annually. Destroy that
material no longer needed for
current business.Retain
permanently directives and other
material relating to planning and
policy that illustrate the
development of the State Lottery
Agency. Transfer to the
Maryland State Archives.
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Agency Division / Unit
Maryland State Lottery Agency Attn: General : Legal
item
No. Description Retention
008. |Agent Licensing Files
Alphabetical arrangement of files on Agents involving [Retain for (6 ) years, then
revocations and denials of license and appeal hearings. Jdestroy.
009. |Procurement Files
Alphabetical arrangement of RFP's, IFB's and copies [Retain for ( 3) years, then
of vendor contracts, bid protests and reiated screen to eliminate matters no
procurement issues. longer needed for current
business, then destroy.
010. }jPublic inquires and Requests for Assistance

011.

012.

Alphabetical arrangement of files containing requests
from Citizens for Lottery information, requests and
subpoenas from Governmental Agencies, IRS, and
States Attorney's Office and from the General Public.

Closed Litigation Files

Alphabetical arrangement of files from litigation
matters of a general variety, including Divorce Actions,
Garnishments, Declaratory Judgements.

General Correspondence and Administrative

Files

Subject arrangement of original incoming letters,
copies of outgoing letters, memoranda, reports,
studies, surveys, investigations, press releases,
newspaper clippings and legislative reference material,
directives and other miscellaneous papers relating to
the administration of the State Lottery Agency.

Retain for three ( 3 ) years, then
screen annually to determine
material to be destroy.

Retain for ( 12) years, then
destroy.

Screen annually. Destroy that
material no longer needed for
current business. Retain
permanently directives and other
material relating to planning and
policy that illustrate the
development of the State Lottery
Agency. Transfer periodical
to the Maryland State
Archives.

ly

DGS 550 -1 ( Rev. 1/93)




DEPARTMENT OF GENERAL SERVICES Schedule No. 2166
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE - |Page 5 of 28
( Continuation Sheet )
Agency Division / Unit
Maryland State Lottery Agency Personnel

item

No. Description Retention

013. Personnel Files
Consisting of case files arranged alphabetically which |Retain for ten ( 10 ) years after
contain emplioyment applications, probation reports, termination, then destroy. No
annual efficiency reports, letters of commendation, storage required.
reprimands, disciplinary suspension forms, and other
documents pertaining to the employee.

014. JPersonnel Record Cards -
Arranged alphabetically, cards show the employment |Retain for ten ( 10 ) years after
history of each Lottery employee. Information on the termination, then destroy. No
card may include employee name, promotion or storage required.
demotion dates and titles, salary and termination.

015. |Employee Leave Records { Computerized )
Consisting of computer generated printouts of each Retain for three ( 3 ) years then
employee's leave ( earned, used, borrowed, lost and forward to storage. Retain in
balances ). storage for five ( 5) years, then

destroy.
016. General Correspondence and Administrative

Files

Subject arrangement of original incoming letters,
copies of outgoing letters, memoranda, reports,
studies, surveys, investigations, press releases,

directives and other miscellaneous papers relating to
the administration of the State Lottery Agency.

newspaper clippings and legislative reference material,

Screen annually. Destroy that
material no longer needed for
current business. Retain
permanently directives and other
material relating to planning and
policy that illustrate the
development of the State Lottery
Agency. Transfer periodically to
Maryland State Archives.
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Agency

Maryland State Lottery Agency

Division / Unit
Executive Procurement

Item
No.

Description

Retention

017.

018.

Procurement Files

Alphabetically arrangement of original RFP's, IFB's,
and copies of contracts exceeding value greater than
( $25,000.00). This includes ail related procurement
documents and related issues.

General Correspondence and Administrative

Files

Subject arrangement of original incoming letters,
copies of outgoing letters, memoranda, reports,
studies, surveys, investigations, legislative reference
material, directives and other miscellaneous papers
relating to the administration of the State Lottery
Agency.

Retain for ten ( 10) years after
expiration of contract, then
destroy.

Screen annually. Destroy that
material no longer needed for
current business. Retain
permanently directives and other
material relating to planning and
policy that illustrate the
development of the State Lottery
Agency. Transfer periodically

to Maryland State Archives.

DGS 550 -1 ( Rev. 1/93)
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Agency Division / Unit
Maryland State Lottery Agency Executive { M.B.E. )
Iitem
No. Description Retention
019. IMinority Business Enterprise
Beginning with FY 94, chronological arrangement of Retain for three ( 3 ) years after
vendor minority business enterprise expenditures. contract expiration then destroy.
Trahan, Burden & Charles No storage required.
Eisner Communications
MBE Quarterly Report
020. |Vendor duarterlv Reports
Beginning with FY 94, chronological arrangement of Retain for three ( 3 ) years after
vendor 's minority business enterprise expenditures. contract expiration then destroy.
Also includes RFP's, responses, and correspondence |No storage required.
between the Lottery and the Vendor concerning MBE
requirements.
021. JMinority Business Enterprise Fiscal Reports
Chronological arrangement of final FY MBE report, Retain for five ( 5) years, then
including supporting documentation. destroy.
022.

General Correspondence and Administrative

Files

Subject arrangement of original incoming letters,
copies of outgoing letters, memoranda, reports,
studies, surveys, investigations, press releases,
newspaper clippings and legislative reference material,
directives and other miscellaneous papers relating to
the administration of the State Lottery Agency.

Screen annually. Destroy that
material no longer needed for
current business. Retain
permanently directives and other
material relating to planning and
policy that illustrate the
development of the State Lottery
Agency. Transfer periodically to
the Maryland State Archives.

DGS 550 -1 ( Rev. 1/93)




DEPARTMENT OF GENERAL SERVICES Schedule No. 2166

RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 8 of 28
{ Continuation Sheet )
Agency Division / Unit
Maryland State Lottery Agency Security
Item
No. Description Retention

023. Investigation Files

Examples:
Claim / Unsold Ticket Investigations, Retain for one ( 1) year, then
Altered Ticket Investigations, destroy. Retain cases resulting
Stolen Ticket Investigations, in litigation one ( 1) year after
Lost Ticket investigations, litigation is concluded, then
Previously Cashed Tickets, : then destroy. No record storage
Fraud and Attempted Fraud, required.

Internal Theft, Misconduct.

024. |Threat Files

These files contain documentation of bomb threats Retain for three ( 3 ) years from
and written threats against the Lottery, personnel, date of receipt, then destroy.
agents, and TV media personnel associated with the No storage required.

drawings.

025. General Correspondence aﬁd Administrative

Files

Subject arrangement of original incoming letters, Screen annually. Destroy that
copies of outgoing letters, memoranda, reports, material no longer needed for
studies, surveys, investigations, press releases, current business. Retain

newspaper clippings and legislative reference material, Jpermanently directives and other
directives and other miscellaneous papers relating to  |material relating to planning and
the administration of the State Lottery Agency. development of the State Lottery
Agency. Transfer periodically to

Maryland State Archives.

DGS 550 -1 { Rev. 1/83)
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Agency

Maryland State Lottery Agency

Division / Unit AFO
Administration (Exec)

Item
No.

Description

Retention

026.

027.

028.

029.

030.

Contract Files

Subject arrangement of all original contracts entered
into by the Maryland State Lottery Agency.

Bond - Insurance Policy Files

Alphabetical arrangement of all files which contain
insurance policies for bonds posted by companies
and agents as required by the Maryland State Lottery.

Budget Estimates and Reports

These documents reflect the Lottery Agency's
projected estimates of the budgetary requirements.

Executive Plan

This document reflects the Lottery's forecast of sales,
operating income and expenses, and administrative
requirements including personnel and equipment for
the next five ( 5) years.

General Correspondence and Administrative
Files

Subject arrangement of original incoming letters,
copies of outgoing letters. memoranda, reports,
studies, surveys, investigations, press reieases,

directives and other miscellaneous papers relating to
the administration of the State Lottery Agency.

newspaper clippings and legislative reference material,

Retain for three ( 3 ) years after
contract termination date. Then
destroy. No storage required.

Retain for three ( 3 ) years after
Securities terminate under
requirements by ( NASD ). No
storage required, then destroy.

Retain final document for five

( 5) years, then destroy. Retain
working papers until budget is
approved, then destroy.

Retain final document for five
(5) years, then destroy. Retain
working papers until budget is
approved, then destroy.

Screen annually. Destroy that
material no longer needed for
current business. Retain
permanently directives and other
material relating to planning and
policy that illustrate the
development of the State Lottery
Agency. Transfer periodically to

the Maryland State Archives.

w33 535 -. L=




Files

Subject arrangement of original incoming letters,
copies of outgoing letters, memoranda, reports,
studies, surveys, investigations, press releases,
newspaper clippings and legislative reference material,
directives and other miscellaneous papers relating to
the administration of the State Lottery Agency.

DEPARTMENT OF GENERAL SERVICES Schedule No. 2166
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 10 of 28
( Continuation Sheet )
Agency Division / Unit .
Maryland State Lottery Agency Internal Audit ( AFO )
Item
No. Description Retention
031. Jinternal Audits
Audit working papers numericaily arranged by audit Retain for seven ( 7)) years,
ID.# and fiscal year. Contains detailed plan of audit then destroy.
and its observations. :
032. |EMIS Security Records
Alphabetical arrangement by User name. The Retain for three ( 3 ) years,
documents authorized user access to the financial after termination, then destroy.
management information system.
033. |General Correspondence and Administrative

Screen annually. Destroy that
material no longer needed for
current business. Retain
permanently directives and other
material relating to planning and
policy that illustrate the
development of the State Lottery
Agency. Transfer periodically to
the Maryland State Archives.

0SS sdu - L | Rev. gy,
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Agency Division / Unit
Maryland State Lottery Agency Procurement ( AFO )
Item
No. Description Retention
034. |Purchasing Records
F.M.I.S Accounts (FMIS - 3) Retain for three ( 3 ) fiscal years,
Purchasing Credit Card Information or until audit, then destroy.
Manual Purchase Orders.
035. |General Correspondence and Administrative
{Files
Internal correspondence relating to policies and Screen annually. Destroy
procedures. material no longer needed for
current business.
DGS 550 -1 (Rev. 1/93 )




DEPARTMENT OF GENERAL SERVICES Schedule No. 2166
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 12 of 28
( Continuation Sheet)
Agency ' Division / Unit AFO
Maryland State Lottery Agency General Accounting
Item
No. Description Retention
036. |Miscellaneous Accounting Records
A. Certificate of Deposit and Bank Deposit Slips Retain for three ( 3 ) years, or
Disbursement Transmittals until after audit.
Month End Summary STARS Records
Memorandums of Adjustments
Accounts Receivable
Paid Bonds and Coupons
Bank Books and Statements
Periodic Financial Reports to Local / State Agencies
Periodic Financiai Reports to Local / State Agencies
B. Monthly Account Folders Retain for ten ( 10 ) years, then
destroy.
037. |Special Accounting Records
A. Daily Liabilities
Documents contain monthly summaries of daily Retain for three ( 3 ) years, or
game prize liability, sales data and amounts until after audit.
deposited in the Lottery from Lottery Agents.
B. Audit Reports
Reports of Audits conducted by the Legislative Retain for seven (7)) years. then
State Auditors. destroy.
C. Books of Final Entry - General Ledgers Retain for ( 20 ) years, Transfer
periodically to the Maryland
State Archives.
038. |Computerized General Accounting Printouts

Daily Liabilities

Weekly Sales Summary

Sales Analysis Summary

Statement of Cash Balances ( A - 30409)
Instant Sales Liabilities

Present Value Bonds

Retain for three ( 3 ) years, or
until after audit.

DGS 550 -1 (Rev. 1/93
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Agency

Maryland State Lottery Agency

Division / Unit AFO
General Accounting

{tem
No.

Description

Retention

039.

Continued

Agent Bonus Payable
Main Bank Summary
Settlement Discrepancy
Stripoffs ( 021-A, 021-S, 621-A)
Financial Summary of Unclaimed Prizes ( 5244 )
Reversions ( 020, 620)
Win Processor Outdated Winners Report
Monthly Bank Fees ( 211-A)
Quarterly Bank Fees (212-A)
Subscription Ticket Financial Report ( 111-B)
Equipment Inventory and Property -
Present Value of Annuities -

( Mutual Benefit Life Insurance Co. )
Subscription Commission Report

General Correspondence and Administrative
Files

Subject arrangement of original incoming letters,
copies of outgoing letters, memoranda, reports,
studies, surveys, investigations, press releases,

the administration of the State Lottery Agency.

newspaper clippings and legisiative reference material,
directives and other miscelianeous papers relating to

Retain for three ( 3 ) years, or
until after audit.

Screen annually. Destroy that
material no longer needed for
current business.

DGS 550 -1 ( Rev. 1/93)
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Agency Division / Unit
Maryland State Lottery Agency Finance Division (AFO)
Item
No. Description Retention
040. |Withholdings Tax Forms and Statements Retain for six (6 ) years, or
until they have been audited.
1.R.S. 945/ 1042 and related Federal Tax papers, Then destroy.
Local and State withholdings tax forms and statements.
041. |Credit Memorandums Retain for five ( 5) years, or
until they have been audited.
042. |Miscellaneous Accounting Records Then destroy.
Cancelled Checks, Check copies and Stubs Retain for five ( 5) years, or
Paid Bills and Invoices until they have been audited.
Receipt copies and Stubs Then destroy.
Receiving reports
Reconciliation and Trial balance sheets
Payoff Register
043. |General Correspondence and Administrative

JFiles

Subject arrangement of originat incoming letters,
copies of outgoing letters, memoranda, reports
studies, surveys, investigations. and legislative
reference material. directives and other miscellaneous
papers relating to the administration of the State
Lottery Agency.

Screen annually. Destroy that
material no longer needed for
current business.

DGS 550 -1 ( Rev.1/93




DEPARTMENT OF GENERAL SERVICES Schedule No. 2166
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 15 of 28
( Continuation Sheet )
Agency Division / Unit
Maryland State Lottery Agency Payroll (AFO)

item

No. Description Retention

044. |Payroll Accounting Records
These Files Include:
Payroll Check Register Retain for three( 3 ) fiscal years,
Payroll Exemption Time Reports or until they have been audited.
Payroll Transmittais Then destroy.
Payroll Warrants '

045. |Leave Slip Requests (SMF - 16 )
Consisting of documents showing Leave Requested Retain for three( 3 ) fiscal years,
and Approved by each employee and manager. or until they have been audited.

Then destroy.

046. |[Bl - Weekly Time Reports
Bl - Weekly time reports arranged chronologically by - |Retain for three( 3) fiscal years,
week showing hours worked, name, classification or until they have been audited.
and inclusive dates. Then destroy.

047. General Correspondence and Administrative

Files

Subject arrangement of original incoming letters,
copies of outgoing letters, memoranda, reports,
studies, surveys, investigations, legislative reference
material, directives and other miscellaneous papers
relating to the administration of the State Lottery
Agency.

Screen annually. Destroy that
material no longer needed for
current business.

DGS 550 -1 { Rev. 1/93




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. 2166

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 16 of 28
( Continuation Sheet }
Agency Division / Unit AFO
Maryland State Lottery Agency Customer Resources
item
No. Description Retention
048. |Annuity Files
These documents are arranged alphabetically by name |Retain file for one ( 1) year after
of winners and contain information such as: Name and |contract termination, then
Address of Winner, Date Won, Amount Won, and destroy.
correspondence. Copies of W-2G forms will be
retained separately for six ( 6 ) years after contract
termination ( also see # 69 - W-2G Tax Form ).
049. |Claim Forms
Chronolagically arranged, these documents show Retain for three ( 3 ) years, or
claims paid by the Lottery for winning tickets. This file Juntil they have been audited.
contains forms for all games. Then destroy.
050. |W2-G Tax Forms
Chronologically arranged, these documents show Retain for two (6 ) years. or
Name and Address, Social Security Number, Taxes of Juntil they have been audited.
Winnings for each claim of all Lottery games. Then destroy.
051. Computerized Printouts / Weekly Reports

Book -{1}

Financial Summary of Prize Claims
Regular Run Payoff Register

New Winner Strip - Off

Big Game Payoff Register

Big Game Strip Off

Retain for three ( 3 ) years, or
until they have been audited.
Then destroy.

DGS 550 -1 ( Rev. 1/93)




DEPARTMENT OF GENERAL SERVICES Schedule No. 2166
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 17 of 28
{ Continuation Sheet )
Agency Division / Unit AFO
Maryland State Lottery Agency Customer Resources

Item :

No. Description Retention

052. |[Computer Report Printouts
These computer generated reports are maintained Retain for three ( 3 ) fiscal years,
chronologically by month and are continually run or until they have been audited.
reports containing various claim data. Then destroy.
Reconcifations for both claim centers, Adjustments
and update Reports.
Daily Liabilities, Purge Reports
5 K Agent Reports

053. [Monthly Alpha - Listing - W2 - Forms
A computer generated printout showing: Retain for six ( 6 ) fiscal years,
monthly Claimants with winnings over $600.00. then destroy.

054. General Correspondence and Administrative

Files

Subject arrangement of original incoming letters,
copies of outgoing letters, memoranda reports,
studies, surveys, investigations, press releases,

newspaper clippings and legisiative reference material,

directives and other miscellaneous papers relating to
the administration of the State Lottery Agency.

Screen annually. Destroy that
material no longer needed for
current business.

DGS 550 -1 ( Rev. 1/93




DEPARTMENT OF GENERAL SERVICES Schedule No. 2166
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 18 of 28
( Continuation Sheet )
Agency Division / Unit AFO
Maryland State Lottery Agency Subscription / C.S

Item

No. Description Retention

055. |Subscription Applications
These forms are maintained by Subscriber number and |Retain applications for three ( 3)
show name. address, and type of subscription plan year, or until they have been
requested by the subscriber. audited. Then destroy.

056. |Subscription Renewal Notices
These are returned notices asking for extension of Retain applications for three ( 3)
subscription which contain the same information as year, or until they have been
original application. audited. Then destroy.

057. |Computerized Subscription Reports
These are weekly reports for Adds, Renewals, and Retain applications for three ( 3)
changes or deletes. year, or until they have been

audited. Then destroy.
058. |General Correspondence and Administrative

Files

Subject arrangement of original incoming letters,
copies of outgoing letters, memoranda, reports,
studies, surveys, investigations, press releases,
newspaper clippings and legislative reference material,
directives and other misceilaneous papers relating to
the adminisiration of the State Lottery Agency.

Screen annually. Destroy that
material no longer needed for
current business.

DGS 550 -1 (Rev. 1/93 )
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RECORDS MANAGEMENT DIVISION
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( Continuation Sheet )
Agency Division / Unit AFO
Maryland State Lottery Agency Fleet Administration

Item

No. Description Retention

059. |Motor Vehicle Titles
Files contain titles of State motor vehicles operated Retain until final disposition of
by Lottery agency personnel with authorized driving each vehicle, then forward with
permits. vehicle. No storage required,

then destroy.

060. [Maryland Fleet Performance Analysis
These computerized printouts are maintained Retain for three ( 3 ) years, then
chronologically by monthly and quarterly reports which ]destroy. No storage required.
show expenses, mileage, and depreciation for each
car or van used by Maryland State Lottery employees.

061. |Vehicle Accident Files
Consisting of documents reporting all accidents Retain until final disposition of
involving State owned vehicles operated by Lottery each vehicle, then forward with
agency employees, which may include Maryland vehicle. No storage required.
Motor Vehicle Accident Report ( FR-30 ) and Motor
Vehicle Accident Investigation Guide (FS - 11).

062. IMonthily Vehicle Logs
These are logs filled out by the drivers of State vehicles|Retain for three ( 3 ) years, then
to include: mileage, gas, oil, repairs and maintenance. |destroy. No storage required.

063. |General Correspondence and Administrative

Files

Subject arrangement of original incoming letters,
copies of outgoing letters, memoranda, reports,
studies, surveys, investigations, and legislative
reference material, directives and other miscellaneous
papers relating to the administration of the State
Lottery Agency.

Screen annually. Destroy that
material no longer needed for
current business.

DGS 550 -1 ( Rev.1/93)
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RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 20 of 28

{ Continuation Sheet ) °

Agency - Division / Unit
Maryland State Lottery Agency Facility Adm.: ( AF0 )
Item .
No. Description Retention

064. Facility Maintenance

Contracts. floor plans and blueprints to inciude cost, Retain for three ( 3 ) years after

and specifications of construction, repair, renewal, contract expires, then destroy.
and replacement.

065. Phone Contracts

MCI Phone Bills Retain copies for one (1) year,
Pagenet Bills or until they have been audited.
Cellular One Bills Then destroy.

066. General Correspondence and Administrative

Files

Subject arrangement of original incoming letters, Screen annually. Destroy that
copies of outgoing letters, memoranda, reports, material no longer needed for
studies, surveys, investigations, press releases, current business.

newspaper clippings and legislative reference material,
directives and other miscellaneous papers relating to
the administration of the State Lottery Agency.

DGS 550 -1 ( Rev. 1/93 )
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Schedule No. 2166

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 21 of 28
{ Continuation Sheet )
Agency Division / Unit AFO
Maryland State Lottery Agency Support Services
item ,
No. Description Retention
067. |Post Office Permit Accounts
These accounts are used to receive and send out mail ]Retain for three ( 3 ) years,
to Lottery agents, General public and other mailings then destroy.
related to Lottery business.
Business Reply Mail # 17216 ( 3582-A)
1 st. Class Mail # 9376 ( 3600-R )
Postal Receipts # 9376 ( 1600-R )
Postal Meter Account ( 3602-A)
068. [Mail Logs
Logs are documentation of all mailings in and out of Retain for three ( 3 ) years,
the agency daily. or until they have been audited.
Subscription Renewals / Adds Then destroy.
Certified Mail Incoming
Interoffice Mail
069. |Mail Contract / Billings
These records show amounts and cost on each Retain for three ( 3 ) years after
mailing handled by P.E.P. contracted mailing house termination of contract, then
to incfude copies of invoices. destroy.
070. Courier Logs / Manifests

Bill of Lading ( BABN )

Shippers Manifest ( 3841.)

Daily Instant Tickets ( IR226 ) ( MDAWI )
U.P.S.-Forms (2021)

Check Warrants (PS1225)

In-house Check Log

Retain for three ( 3 ) years after
termination of contract, then
destroy.

DGS 550 -1 ( Rev. 1/93
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RECORDS RETENTION AND DISPOSAL SCHEDULE Page 22 of 28
{ Continuation Sheet )
Agency Division / Unit AFO
Maryland State Lottery Agency Support Services
item
No. Description Retention
071. Stores / Property

Documentation of stores. checks, property, receipts,
manifest, logs and computer printouts.

Stores Requisition (M - 132)

FMIS - Accounts ( FMIS - 3)

Direct Purchase Orders ( FORM-17)
QOut of Schedule Requisition

Invoice Receipts

Property Forms

Lottery Check Logs

Instant Ticket

Retain for three { 3 ) years,
or until they have been audited.
Then destroy.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

{ Continuation Sheet )

Schedule No.

Page 23 of 28

Agency

Maryland State Lottery Agency

Division / Unit
Information Technology

Item
No.

Description

Retention

072.

073.

074.

075.

IT. Processing Systems Documentation

Retained in binders and filed by system:
binders may contain various documents such as:

Flow charts, Narratives and other
material which describes how the
processing system operates, and
how individual programs within
the system interrelate.

IT. Processing Programming Documentation

Retained in binders and filled by program:
Program narrative, program specification input / output

flow chart, program source listings, control card
layout. and sampie output.

Source Listing Backup

This file consists of computer listings of all programs
used by the Lottery agency.

IT. Processing Request Forms

( Pending / Active ) This file contains ail request for
new data processing systems and programs as well
as changes to current data processing systems or
programs, and supporting data such as memos and
charts.

Keep current by periodically
removing and destroy that no
longer needed. No storage
record storage required.

Keep current by removing and
destroying that material which
has been updated. Programming
documentation not used during
previous ten ( 10 ) years may be
destroyed. No record storage
required.

Keep current by removing and
destroying old lists after six (6)
months. No record storage
required.

Retain forms until request have
been completed or denied, then
place in request forms process

file. No record storage required.

DGS 550 -1 ( Rev. 1/93)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

( Continuation Sheet )

Schedule No. 2166

Page 24 of 28

Agency

Maryland State Lottery Agency

Division / Unit
Information Technology

Item
No.

Description

Retention

076.

077.

078.

079.

080.

IT. Processing Request Forms ( Processed )

This contains all processed requests for new data
processing systems or programs supporting data.

Subscription Tapes

This is a series of magnetic tapes which include the
following.

Renewals: Contain list describing
which subscriptions have been
renewed.

Adds: Contain list of added new
subscriptions.

Changes / Deletes: Contain corrections
to present subscription file, adding or
deleting subscriptions.

Subscription File - MF Ticket

Magnetic tapes containing all numbers assigned to
subscribers. '

Agent Bonus Tape

Magnetic tape containing information concerning
agent incentive games.

Program Test Tape

Magnetic tapes which contain program data used in
testing changes to current games.

Screen annually. Destroy that
material which is ten ( 10)
years or older. No record
storage required.

Retain for ( 5 ) years, then
destroy.

Retain for ( 5) years, then
destroy.

Retain for ( 5) years, then
destroy.

Retain for ( 5 ) years, then
destroy.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

{ Continuation Sheet)

Schedule No. 2166

Page 25 of 28

|Files

Subject arrangement of original incoming fetters,
copies of outgoing letters, memoranda, reports,
studies, surveys, investigations, press releases,

directives and other miscellaneous papers relating to
the administration of the State Lottery Agency.

newspaper clippings and legislative reference material,

Agency Division / Unit
Maryland State Lottery Agency Information Technology
item
No. Description Retention
081. |Lot Backup
Magnetic tape which is backup for all program Retain for ( 5 ) years, then
libraries ( disks ). destroy.
082. |Daily / Weekly Computer Schedule Logs
Logs are used as tally sheets to insure jobs are Retain for ( 5 ) years, then
completed as scheduled and may include any destroy.
necessary notations on progress of jobs ran.
083. |General Correspondence and Administrative

Screen annually. Destroy that
material no longer needed for -
current business. Retain
permanently directives and other
material relating to planning and
policy that illustrate the
development of the State Lottery
Agency. Transfer periodically to
Maryland State Archives.

DGS 550 -1 ( Rev. 1/93)




DEPARTMENT OF GENERAL SERVICES Schedule No. 2166
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 26 of 28
( Continuation Sheet)
‘JAgency _ Division / Unit
Maryland State Lottery Agency Public Affairs
item
No. Description Retention
084. |Picture File of Top Tier Prize Winners
Pictures are taken of top tier winners from all games. ]Retain prints and negatives of
Pictures are used in different pubtications,newspapers, Jall annuity winners permanently.
and magazines. Pictures and negatives are filed by Transfer periodically to the
date and prize amount won by players. Maryland State Archives.
085. |Drawing Records
For all records pertaining to all drawings including but Retain for ( 20) years, then
not limited to affidavits,ball inspections forms, destroy.
tabulation papers,media notification lists,ball sequence
sheets.Pick 3, Pick 4, Lotto, Keno, Big Game, Cash
in Hand, Let It Ride and any other new games.
086. Newspaper Clippings
Maintain in binders, these clippings document the ' Screen annually, Transfer
history of the Maryland State Lottery Agencies and periodically to the Maryland
includes general information relating to gaming. State Archives.
087. |General Correspondence and Administrative
Files
Subject arrangement of original incoming letters. Screen annually. Destroy that
copies of outgoing letters, memoranda, reports, material no longer needed for
studies, surveys. investigations, press releases, current business. Retain
newspaper clippings and legislative reference material, |permanently directives and other
directives and other miscellaneous papers relating to material relating to planning and
the administration of the State Lottery Agency. policy that illustrate the
: : development of the State Lottery
Agency. Transfer periodically
to the Maryland State Archives.
NAQ TSN 4 Day 4070




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

{ Continuation Sheet)

Schedule No. 2166

Page 27 of 28

Agency Division / Unit
Maryland State Lottery Agency Sales Division

Item

No. Description Retention

088. {Agent Files
Alphabetically arrangement of folders containing daily |Approved and active agent files
surveys, grids, floor plans, agent applications approved |will be retained in-house until
or disapproved by the Lottery. All correspondences agent becomes inactive, then
between the agent and the Lottery. Also contains held for five ( 5) years, then
agreements with agent authorizing them to sell Lottery [destroyed.
tickets

089. {Agent Compiaint Files
Case files arranged alphabetically by name of agent, }Complaints are a permanent
containing complaints which have been submitted part of the agent file. Always
against the agent. stays with file.

090. |General Correspondence and Administrative

Files

Subject arrangement of original incoming letters,
copies of outgoing letters, memoranda, reports,
studies, surveys, investigations, press releases,
newspaper clippings and legislative reference material,
directives and other miscellaneous papers relating to
the administration of the State Lottery Agency.

Screen annually. Destroy that
material no longer needed for
current business. Retain
permanently directives and other
material refating to pltanning and
policy that illustrate the
development of the State Lottery
Agency. Transfer periodically to
the Maryland State Archives.

DGS 550 -1 ( Rev. 1/93)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

{ Continuation Sheet )

Schedule No.

Page 28 of 28

Agency Division / Unit
Maryland State Lottery Agency Marketing Division
item
No. Description Retention
091. [Vendor Contracts
Ad Agency - Eisner Communications Retain for ( 25 ) years, then
instant Ticket Vendor - Oberthur Gaming Technologies Jdestroy.
092. [Working Papers
Complete design of each Instant ticket including game JRetain for ( 25) years, then
constraints, artwork, programming, prize structure, destroy.
rules, etc.
093. |Advertising Agency Budgets and Invoices
By Media estimate number and production job number. |Retain for three ( 3 ) years from
Invoices include estimates, prebills and reconciilations. |date of receipt, then destroy.
094. [Weekly Sales and Revenues
Daily and Pool Sales for all games { Online & Instant ) |Retain for three ( 3 ) years from
Winners File, Maryland Revenue Report, Big Game date of receipt, then destroy.
per Capita and winners.
095. |General Correspondence and Administrative

Files

Subject arrangement of original incoming letters,
copies of outgoing letters, memoranda, reports,
studies, surveys, investigations, press releases,
newspaper clippings and legislative reference material,
directives and other miscellaneous papers relating to
the administration of the State Lottery Agency.

Screen annually. Destroy that
material no longer needed for
current business. Retain
permanently directives and other
material relating to planning and
policy that illustrate the

Agency. Jraas Far 72

| 7 £

DGS 550 -1 (Rev. 1/93)




2MSIBUCTIONS ** TYPE OR PRINT A SEPARATE FORM FOR EACH

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANGEMENT DIVISION

7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

Page 1 of 22

P.0. BOX 278 - JESSUP, MARYLAND 20794

9. DEPARTMENT / AGENCY

Maryland State Lottery Agency

2. DIVISION

Executive

3. UNIT

Commission

DEFINITION - Record Series - A group of related records narmally filed and used as a unit reference as well as r

and disposition pur

4. RECORD SERIES TITLE

Lottery Commission

§. EARUEST YEAR/ LASTEST YEAR

Arthur E. Totson Jr

{410) 318-6844

1973 10 2001
& RECORD SERIES DESCRIPTION ( Briefly describe the types of information / documents / forms found in the Series Include the purpose or function of the Series )
Lottery Commission Meeting Minutes and Appeal
Hearings ( Audio Tapes )
Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies and other materials related to the administration of the
Lottery operations.
." . ,"
7. Record series format (s) IG. RECORD SERIES SEQUENCE 9. VOLUME
X Eila Doawer (3
Microfilm Reei (s)
Computer Tape (s)
X Letter Size Microfilm X Alphabetical 2t Other (Specity)
Legal Size Computer Tape Numerical Number
Sound Book Floppy Disk 5 Chronological 10. ANNUAL ACCUMULATION
X audin Tapa Video Tape Geographical X Eila Drawes ls)
Dther (Specify) Other (Specity) Microfilm Rees ts)
Computer Tape is)
16¢f Other (Specity)
Number
11 FILEIS USED 12. FILE BECCMES INACTIVE AFTER
Daily Weekly 5 Monthiy 3 Months ! Lears
Number
13. CURRENT LOCATION is) (Blaq,Floor.Room 14. 1S RECCRD SERIES DUPLICATED ELSEWHERE ? ( If yes, specify agency or office )
Lottery headquarters Yes Na X
15. ACCESS RESTRICTIONS { if yes, cite law (3) 3 regulation (s 16. AUDIT RECUIREMENTS
Yes X Na X None State Federal lndepence:d
17.1S ANINOEX SYSTEM USED ? (If yes expiain brefly and 18. RECOMMENDED RETENTION
describe any hardwareisoftware)
Yes X bla Retain Permanently
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

21. DATE

08/31/01




INSTRUCTIONS * TYPE OR PRINT A SEPARATE FORM FOR EACH DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD Page 2 of 22
.0, BOX 275 - JESSUP, MARYLAND 20794
1. DEPARTMENT / AGENCY 2. DIVISION 3. UNIT
Maryland Stats Lottery Agency Executive Director
DEFINITION - Record Sernies - A group of related records normally filed and used as a unit reference as well as r and disposition purp
4. RECORD SERIES TITLE S. EARUEST YEAR/ LASTEST YEAR
Lottery Director 1973 10 2001
8. RECORD SERIES DESCRIPTION ( Briefly descnbe the types of information / documents / forms found in the Series !nctude the purpose or function of the Series }
Lottery Director's General Correspondence, reports concerning general
operations of the Lottery. '
Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies and other materials refated to the administration of the
Lottery operations.
7. Record senes format (s} 8. RECORD SERIES SEQUENCE 9. VOLUME
' X Eila Ocawer_is}’
Microfilm Reei (s)
Computer Tape (s}
X Letter Size Microfilm X Alghanetical 13cf Other (Specity)
Legal Size Computer Tape Numerical Number
Bound Book Floppy Disk X Chronalogical 10. ANNUAL ACCUMULATICN
Audia Lape Video Tape Geographicai 5 Eile Orawer ‘s
Qther (Spec:fy) Other (Specity} Microfilm Reei (3]
Computer Taoe (s1
14cf Other (Specity)
Numoer
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Daily Weekly X “aaing 3 Months X Zeacs
Number
13. CURRENT LOCATION (s) (Bldg.Floor.Poom 14. 1S RECORD SERIES DUPLICATED ELSEWHERE ? ( !f ves. soecity agency or o¥ice |
Lottery headquarters Yes Na X
15. ACCESS RESTRICTIONS ( If yes, cite law 's) & regulation /s 16. AUDIT REQUIREMENTS
Yes X Na X None State Federal Jlodepencaat|
17.1S AN INDEX SYSTEM USED 7 {If yes.expiain crefly and 18. RECCMMENDED RETENTION
describe any hardwareisoftware)
Yes X o Retain ( 3 ) years
19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

Arthur €. 7~ 2 v

{3101 318-5344

08/31/01




MMSIRUCTIONS * TYPE OR PRINT A SEPARATE FORM FOR EACH

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANGEMENT DIVISION

SCHEDULE {0GS 350-1) 7275 WATERLOO ROAD Page 3 of 22
P.O. BOX 275 - JESSUP. MARYLAND 20794
1. DEPARTMENT / AGENCY ) 2. DIVISION 3. UNIT
Maryland State Lottery Agency Executive Attnv:General
DEFINITION - Record Series - A group of related records normally filed and used as a unit reference as weil as retention and disposition purp
4, RECORD SERIES TITLE '

5. EARLIEST YEAR / LASTEST YEAR

Attn:General 1973 10 2001
8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information / documents / forms found in the Series Include the purpose or function of the Series )
Lottery Attn:General's Agent licensing, procurement files, public inquires and
closed litigations.
Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies and other materials related to the administration of the
Lottery operations. :
7. Record series format (s) IB. RECORD SERIES SEQUENCE 9. VOLUME
X Eila Orawer (3}
Microfilm Reel (s)
Computer Tape (s}
X Latter Size Microfilm X Alphanetical 13cf Other (Specity)
Leqal Sizo Computer Tape Numencal Number
Bound Book Floppy Disk Chronolagical 10. ANNUAL ACCUMULATICN
dudia Tage Video Tape Geographucal X Eile Deawer (3}
Qther (Specity) Other iSpecify) Microfilm Reel (s}
Computer Tape (s)
49ct Other (Specify}
Number
11, FILE IS USED 12. FILE 3ECOMES INACTIVE AFTER
Caily Weekly X ‘dontniy 3 *Aonths ‘ X Yeass
Numoer
13. CURRENT LOCATION (s) (Bldg,Fioor.Room 14. 1S RECORD SERIES CUPLICATED ELSEWHERE ? { it yes. specity agency or office )
Lottery headquarters Yes ua X
*5. ACCESS RESTRICTIONS { If yes, cite iaw {3} & regulation (s) 16. AUBIT JEQUIREMENTS
Yes X Na X None State Federal ~odepeczant)

17.1S AN INDEX SYSTEM USED ? (It yes.explan brefly and
describe any hardware/software)

Yes X bla

18, RECCMMENDED RETENTION

Retain ( 3 ) years with the exception of Agent licensing files

and Closed litigation files are retained indefinitely

19. NAME AND TITLE OF PREPARER

Arthur €. Toison Jr

20. TELEPHONE NUMBER 21. DATE

(410} 318-5844

08/31/01




IESIRUCTIONS = TYPE OR PRINT A SEPARATE FORM FOR EACH

REWISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANGEMENT DIVISION

AGENCY RECORDS INVENTORY

SCMEDULE (0GS 550-1) 7275 WATERLOO ROAD Page 4 of 22
P.O. 80X 275 - JESSUP, MARYLAND 20794
1. DEPARTMENT / AGENCY 2. DMVISION 3. UNIT
Maryland State Lottery Agency Executive Personnel
DEFINITION - Record Series - A group of reiated records normally filed and used as a unit reference as well as r and di ition purp
4. RECORD SERIES TITLE 5. EARLIEST YEAR/ LASTEST YEAR
Personnel 1976 10 2001

Lottery operations.

Personnel files, record leave cards, earned / used / borrowed / lost and balances.

& RECORD SERIES DESCRIPTION { Bnefly describe the types of information / documents : forms found in the Series Include the purpose or function of the Series )

Subject arfangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies and other materials related to the administration of the

7. Record series format (3}

]; RECORD SERIES SEQUENCE

9. VOLUME
X Eile Deawec (s}
Microfilm Reel ()
Computer Tape (s)
[ X Latter Size Microfitm X Alzoahetical 17.5c¢ Other (Specity)
Logal Size Computer Tape Numericai Number
5 3ound Book Floppy Disk 5 Chronotogical 10. ANNUAL ACCUMULATION
audia Tapge Video Tape Geographicai 5 Zile Drawer ls)
5 Other (Specify) Comouter Crmer (Specity) *Aicrofilm Reel (3)
Computer Tape (s)
28cf Cther (Specify)
Number
“1 FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Dany ‘Weekly 5 danthly 10 Manths _x_ ‘pas
sumber

<3. CURRENT LOCATICN (s} {Bldg,Floor.Room
_ottery headquarters

S RECORD SZ1ES DUPLICATED ELSEWHERE 7 { If yes, soec:ty agency or office j

Yes

uo

Ix

‘S. ACCESS RESTRICTIONS { If yes. cite taw (s} & regulation (s)

Yes

Ao

AUDIT REQUIREMENTS
X

None

Federal

17.1S AN INDEX SYSTEM USED ? (If yes.explain brefty and
describe any hardware/software)

Yes 1

. RECOMMENCED RETENTION

Retain ( 3 } years with the exception of Record Cards { 10 | years

Personnel Files Indefinitely

19. NAME AND TITLE OF PREPARER

Arthur €. Tolson r

. TELEPHONE NUMBER

{410} 318-6844

21. DATE

08/31/01




- SESTRUCTIONS ** TYPE OR PRINT A SEPARATE FORM FOR EACH

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANGEMENT DIVISION

AGENCY RECORDS INVENTORY

SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD Page 5 of 22
£.0. BOX 275 - JESSUP, MARYLAND 20734 ’
1. DEPARTMENT / AGENCY 2. DIVISION 3. UNIT
Maryland State Lottery Agency Executive Procurement

DEFINITION - Record Series - A group of related records normally filed and used as a unit reference as well as retention and disposition purposes.

4. RECCORD SERIES TITLE

Executive Procurement

1991

S. EARLIEST YEAR/ LASTEST YEAR

. 2001

—————

Lottery operations.

8. RECORD SERIES DESCRIPTION ( Bniefty describe the types of information / documents / forms found in the Series |

the purp:

Lottery R.F.P.'s , LF,P.'s and contracts greater than ( $ 25,000.00 )

or fi ion of the

Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies and other materials related to the administration of the

Series )

7. Recard series {ormat (s)

8. RECORD SERIES SEQUENCE

Arthur €. Tolson Jr

(410) 318-6844

9. VOLUME
X ' EileDrawer (s
Microfilm Reel (s)
Computer Tape (s)
_X_ Lefter Size Microfitm 5 dlgtatetical 18cf Other (Specifyj
Legal Size Comouter Tape Numencal Number
X Bound Book “loppy Disk X Chranolagical 0. ANNUAL ACCUMULATION
Awdia Tapa Jideo Tape Geographical X Eile.Orawer (s)
Other (Specify) Cther (Specify) Microfitm Reel (s)
Comgputer Tape {s)
18¢cf Other {Specify)
Number
11. FILE!S USED 12. FILE SECOMES INACTIVE AFTER
{oaity Weekly X “doonly 0 Months X Zpacs
Number
13. CURRENT LOCATION is) (8ldg,Floor.Room 14 'S RECORD SERIES DUPLICATED ELSEWHERE ? ( If yes, specily agency or office )
Lottery headquarters Yes No X
15. ACCESS RESTRICTIONS { if yes, cite law (s} 3 regulation is) 16 AUDIT REQUIREMENTS
X Yes No None X State Federal X ladependeat|
17.1S AN INDEX SYSTEM USED ? (if yes.explain brefly ana 18, RECOMMENDED RETENTION
describe any hardware/software) Retain { 10 ) years
Yes X do
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

08/31/101




INSTRUCTIONS * TYPE OR PRINT A SEPARATE FORM FOR EACH DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANGEMENT DIVISION _
SCHEDULE (DGS $50-1) 7275 WATERLOO ROAD Page 6 of 22
P.0. BOX 275 - JESSUP, MARYLAND 20794
1. DEPARTMENT / AGENCY 2. DIVISION ) 3. UNIT
Maryland State Lottery-Agency Executive M.B.E.
OEFINITION - Record Series - A group of related records normaily filed and used as a unit reference as weil as ¢ and di ition purp
4. RECORD SERIES TITLE 5. EARLIEST YEAR / LASTEST YEAR
Minority Business Enterprise 1998 10 2001
S —
8. RECORD SERIES DESCRIPTION { Briefly describe the types of information / documents / forms found in the Series Inctude the purpose or function of the Senes )
Vendor procurement reports and contracts along with fiscal reports.
Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies and other materials related to the administration of the
Lottery operations.
Tt
4
7. Record senes format {s) 8. RECORD SERIES SEQUENCE 9. VOLUME
X Eila Drawer (g}
Microfilm Reel (s}
Computer Tape (s)
X Letter Size Yicrofilm X alphanerica; 22¢f ___ Other (Specify)
Legal Size Computer Tape Numerical Number
X Bound Book Floppy Disk Chronological 10. ANNUAL ACCUMULATICN
Audia Tape Video Tape Geographical _x. Eila Drawere .3}
Other {Spec:‘v) Other (Specityy Microfilm Reet (s}
Computer Tape (s}
22cf Qther (Specifyt
Number ’
11. FILEIS JSED 12. FILE BECCMES INACTIVE AFTER
Daily Woees!, ! danibly 5 *Aontns _X_ Zpacs
) Number »
13. CURRE* T LOCATION '3} (8ldq,Floor.Room 14. |S RECOROD SERIES DUPLICATED ELSEWHERE ? ( If yes, specify agency or office )
Lottery ~eadquarters Yes sa X
15. ACCESS RESTRICTIONS { If yes, cite law {s) 3 reguiation (s 16. AUDIT RECUIREMENTS
X Yes ¢ Na None X Staza Federal X -ndepenaectl
17.1S AN INCEX SYSTEM USED 7 (If yes,expiain orefly and 18. RECOMMENDED RETENTION
describe any hardwarersoftware) Fiscal reports { 5 ) years
Yes 5 Na " All others ( 3 ) years
19. NAME A%0 TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
A Arthur E. “olson Jr {410) 318-6344 08/31/01




MSIRUCIIONS > TYPE OR PRINT A SEPARATE FORM FOR EACH

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANGEMENT DIVISION

7275 WATERLOO ROAD
P.0. BOX 27S - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page 7 of 22

1. DEPARTMENT / AGENCY

Maryland State Lottery Agency

2. DIVISION

Executive

3. UNIT

Security

QEFINITION - Record Series - A group of related records normaily filed and used as a unit reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE
Security Cases

5. EARLIEST YEAR/ LASTEST YEAR

1998 10 2001
s — ———
6. RECORD SERIES DESCRIPTION ( Briefly dascribe the types of information / documents / forms found in the Series Include the purpose or function of the Series }
Security Investigative Files, Threat Files .
Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies and other materials related to the administration of the
Lottery operations.
7. Record series format (s) 8. RECORD SERIES SEQUENCE 9. VOLUME
X Eila Dcawer {s)
Microfilm Reel (s)
Computer Tape (s)
X Letter Size Microfitm Alphanetical ‘ Sct Other (Specity)
Leqal Size Computer Tape 5 Numerical Number
Jound Book Floppy Disk Chronological 10. ANNUAL ACCUMULATION
Auctin Lage Video Tape Geographicai - E Eila Drawer (s}
Other (Specity) Qther {Specity) Microfilm Reel (s)
Computer Tape (s)
25ct Other (Specify)
Number
t1. FILEIS USED 12, FILE BECOMES INACTIVE AFTER
Daily Neekly X aathix 3 _ Months ' X Leass
Number
13. CURRENT LOCATION (s) (Blug,Floor.Room 14. !S RECORD SERIES DUPLICATED ELSEWHERE ? { If yes, soecify agency or office }
Lottery headquarters Yes Na X
15. ACCESS RESTRICTIONS { if yes. =ite law (s) & requiation (s) 16. AUDIT REQUIREMENTS
X ves No None X ‘State Federal X ndegendect|
17 1S AN INDEX SYSTEM USED ? iif yes.explain brefly and 18. RECOMMENDED RETENTION
describe any hardware/software) Threat Files { 3 ) years
Yes X Na Investigative Files ( 1) year
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Arthur €. Tolson r 1410) 318-6844 08/131/01




AMATRUCTIONS ** TYPE OR PRINT A SEPARATE FORM FOR EACH

FAREVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

WCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
» RECORDS MANGEMENT DIVISION

7215 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page 8 of 22

#. DEPARTMENT / AGENCY

Maryland Stats Lottery Agency

2. DIVISION

Executive

3. UNIT

AFO ( Administration

DEFINITION - Record Series - A group of related records nomally filed and used as a unit reference as weil as r

and di

ition pur

4. RECORD SERIES TITLE

Administration AFO

5. EARLIEST YEAR / LASTEST YEAR

Arthur €. Toison Jr

1997 10 2001
R ———— S
8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information / documents / forms found in the Series Include the purpose or function of the Series )
Administrative Contract Files, Bond-Insurance Policy Files, Budget Estimates, Executive Plan
Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies and other materials related to the administration of the
Lottery operations.
7. Record senes format (s) FS. RECORD SERIES SEQUENCE 9. VOLUME
' ' X Eila Deawer (s}
Microfitm Reet (s)
Computer Tape (s}
X Letter Size Microfitm X alphahatical 8.5¢cf Other (Specify)
Legat Size Comouter Tape Numerical Number
Sound Book Floppy Disk Chronological 10. ANNUAL ACCUMULATION
Audia Tage Video Tape Geographical 5 Eile Drawer (s}
Other {Specitvi Other (Specify) Microfilm Reei (s)
Computer Tape (s}
10.5¢¢ Other {Specify;
Numbper
11. FILE IS LSED 12. FILE BECCMES INACTIVE AFTER
rDanlv Weekly X santhi, 5 Months X tears
Numaoer
13. CURRENT LOCATION (s} 8ldg,Floor Room 14. 1S RECCRO SERIES DUPLICATED ELSEWHERE ? ( i yes, soecity agency or office |
Lottery headgquarters Yes Mo X
15. ACCESS IESTRICTIONS i 't yes, cite law (s) & regulation is: 16. AUDIT REQUIREMENTS
X Yes Ao None X State Federal X lngepencesi|
17.1S AN INCEX SYSTEM USED ? {If yes explain orefly and 18. RECOMMENOED RETENTION
describe any hardwareisoftware) Executive Plan ( § ) years
Yes . X Mo All others ( 3 ( years
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

(410) 318-6844

08/31101




INSIBUCTIONS = TYPE OR PRINT A SEPARATE FORM FOR EACH DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES, FORWARD WITH RECORDS RETENT!ON- RECORDS MANGEMENT DIVISION A
SCHEDULE (DGS 530-1) 7275 WATERLOO ROAD ‘ Page 9 22
P.0. BOX 275 - JESSUP, MARYLAND 20794
1. DEPARTMENT / AGENCY 2. OMISION 3. UNIT
Marytand State Lottery Agency Administration,Finance & Operations Intermal Auditor
DEFINITION . Record Series - A group of reiated records normally filed and used as a unit reference as well as r and di: itton pur
4. RECORD SERIES TITLE 5. EARLIEST YEAR / LASTEST YEAR
Internal Audit 1994 10 2001
6. RECORD SERIES DESCRIPTION { Briefly descnbae the types of information / documents / forms found in the Series Include the purpose or function of the Series )
Lottery Working Papers
Subject arrangement of originai incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies and other materials related to the administration of the
Lottery operations.
¥
7. Record series format (s) 8. RECORD SERIES SEQUENCE 9. VOLUME
X Eila Ocawor (a4
Microfilm Reet (s)
Computer Tape (3)
5 Letter Size Microfilm i Alphabatical 4.0cf QOther {Specity)
Legal Size Computer Tape 5 Numerical Number
Bound Book Floppy Disx Chronoaiogical 10. ANNUAL ACCUMULATION
Audia Taga Video Tape Geographical 5 Eils Drawar ls)
Other (Specitvy Other (Specity) Microfilm Reet 's)
Computer Tape :3)
6cf Cther {Specity
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Daily Weekiy X Momer 7 ' “onths X “Zpars
Number
13. CURRENT LOCATION (s| 18ldg,Floor.Room 14. 1S RECORD SERIES DUPLICATED ELSEWHERE ? { If yes, specify agency or office |
) Lottery haadquarters Yes X ‘a
Marketing & Finance Divisions
15. ACCESS RESTRICTIONS . ¢ yes, cite law is) & requlation :s1 16. AUDIT REQUIREMENTS
X Yes No - None X State Federal X <odepeodesty

17.1S AN INDEX SYSTEM USED ? (If yes. expiain brefly and
describe any hardwareisoftware)

Yes _X_ Na

18. RECOMMENDED RETENTION

Internal Audits Retain (7 } years

All others ( 3 ( years

19. NAME AND TITLE OF PREPARER

Arthur E. Tolson Jr

20. TELEPHONE NUMBER 21. DATE

{410) 318-6844 08/31/01




IMSYBUCDONS ** TYPE OR PRINT A SEPARATE FORM FOR EACH

REVSED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANGEMENT DIVISION

7278 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTORY

Page 10 of 22

1. DEPARTMENT / AGENCY 2. DIVISION 3. UNIT
Maryland State Lottery Agency Administration.Fi & Opaerations P /Purch ]
DEFINITION - Record Series - A group of related records normally filed and used as a unit reference as well as r ion and di ition p

4. RECORD SERIES TITLE

AFO Procurement / Purchasing

5. EARLIEST YEAR / LASTEST YEAR

1994 10 2001

————

Lottery operations.

Purchasing Records, FMIS accounts, Purchasing Credit Card and Manual purchasing.

&. RECORD SERIES DESCRIPTION ( Briefly describe the types of information / documaents / forms found in the Series Include the purpose or function of the Series )

Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies and other materiais related to the administration of the

7. Record series format (s) ll. RECORD SERIES SEQUENCE 9. VOLUME
' X Eila Drawer (s)
Microfilm Reel (s)
Computer Tape (s)
X Letter Size Microfilm X Alphanetical 9¢f Gther (Specity)
Legal Size Computer Taps 5 Numencal Number
X Bound Book Floppy Disk Chronological 10. ANNUAL ACCUMULATION
audia_Tape Video Tape " Geographical X Eila Dcaweg, {33
Other (Specify) Computer Other {Specity) Microfitm Reel (s)
Computer Tape s}
11cf Other {Specifyi
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Dasly Weeily X ooty 3 Months X Years
Numoer
13. CURRENT LOCATION (s) (Bldg,Floor,Room 14. 1S RECCRD SERIES CUPLICATED ELSEWHERE ? ( If yes, specify agency or office j
Lottery headquarters " Ves o X
15. ACCESS RESTRICTIONS { if yes, cite law (3} & reguiation (s) 16. AUDIT REQUIREMENTS
X Yes bo None X Stata Federai X ~indepencaci
17.1S AN INDEX SYSTEM USED ? (It yes.explain brefly and 18. RECOMMENDED RETENTION
describe any hardware/software) Retain ( 3) years
Yes X Mo
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Arthur €. Toison Jr 1410) 318-5844 08/31/01




MSTRUCTIONS ** TYPE OR PRINT A SEPARATE FORM FOR EACH

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD Page 1" of 22
P.0. BOX 278 - JESSUP, MARYLAND 20794

1. DEPARTMENT / AGENCY 2. DIVISION 3. UNIT
Maryland State Lottery Agency Administration.Finance & Operations General Accounting
DEFINITION - Record Series - A group of related records normally filed and used as a unit reference as weil as r and disposition pur

4 RECORD SERIES MTLE S. EARLIEST YEAR/ LASTEST YEAR

Generai Accounting 1996 10 2001

Lottery operations.

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information / documents / forms found in the Series Include the purpose or function of the Series )

Miscellaneous accounting records,Speciai accounts,Daily liabilities,Audit reports and
computer generated on all accounting of the Lottery accounting system.

Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies and other materiais related to the administration of the

7. Record series format (s}

IB. RECORD SERIES SEQUENCE

9. VOLUME
! EilaDeawec (s}
Microfiim Reel (s)
Computer Tape (s}
X Letter Size Microtim X alphanetical 102¢f  Other (Specify)
Logal Size Computer Tape 5 Numencal Number
_X_ Bound Book Flopoy Jisk Chronological 10. ANNUAL ACCUMULATION
Audia Tags Video “aoe 5 Geographical .x. Eila Drawer (s}
Other {Specity) Comouter Other 1Specify) Microfilm Reel {s)
Computer Tape (3}
147cf QOther (Specify}
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
Daily Weekly ! Wooenly 3 Months 5 Yoars

Number

13. CURRENT LOCATION (s) {Bldg,Fioor.Room
Lottery headquarters

14, 1S RECORD SERIES DUPLICATED ELSEWHERE ? ( if yes, specify agency or office )

Arthur €. Tolson Jr

Yes da _x.
*S. ACCESS RESTRICTIONS ( If yes, cite law ($) & reguiation (s) 16. AUDIT RECUIREMENTS
X Yes No None X State Federal X ndepepgsct]

17.1S AN INDEX SYSTEM USED 7 {It yes.explain brefly anz 18. RECOMMENDED RETENTION

describe any hardware/software) Monthly Reports { 10 ) years

Yes X Mo Audit Reports ( 7 ) years
All others Reports ( 3 ) years

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

{4101 318-5844

21. DATE

08/121/01




MMSTRUCTIONS = TYPE OR PRINT A SEPARATE FORM FOR EACH

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCMEDULE (DGS 350-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANGEMENT DIVISION

7278 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page 12 of 22

1. DEPARTMENT / AGENCY

Maryland State Loftery Agency

2. DIVISION

3. UNIT

Administration Finance & Operations Finance

DEFINITION - Record Series - A group of related records normaily filed and used as a unit reference as well as r tion and di

position pur

4. RECORD SERIES TITLE R
Finance

5. EARLIEST YEAR / LASTEST YEAR

1995 10 2001

Lottery operations.

6. RECORD SERIES DESCRIPTION ( Briefly deacribe the types of information / documents / forms found in the Series Include the purpose or function of the Series )

Witholding Tax Forms,Credit Memorandums and Miscellaneous accounting records.

Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies and other materials related to the administration of the

7. Record series format (s)

FB. RECORD SERIES SEQUENCE

9. VOLUME
Microfilm Reei (s)
Computer Tape (s)
_X_ Letter Size Microfilm 5 Alpbabatical 86¢f Other (S.;;cci!y)
Logai Size Zomputer Tape !. Numencal Number
5 Bound Book Floppy Disk Chronolagical 10. ANNUAL ACCUMULATICN
Audin Tags Video Tape Geographical _X_ Eila Dcawer 1)
Other {Specify} C°"‘E“"’ Other (Specity) Microfitm Reel (3}
Computer Tape (s)
185ct Other (Specity)
Numbper
11, FILE 1S USED 12. FILE 3ECOMES INACTIVE AFTER
Jnauly ‘Neekly 5 danthiy ] Months 5 Lpacs
Numper

13. CURRENT LOCATION {(s) {Bldg,Floor,Room
Lottery headquarters

Yes

14. IS RECORD SERIES DUPLICATED ELSEWKERE ? ( It yes. specity agency or office )

Mo

1%

15. ACCESS RESTRICTIONS { if yes, cite taw (s) & requiation (s)

5 Yes Na

16. AUDIT REQUIREMENTS

None

1>

State Federal

17.1S AN INDEX SYSTEM USED ? (If yes.exolain brefly and
. describe any hardware/software)

Yes X Mo

18. RECOMMENDED RETENTION

Witholding Tax Forms ( 6 } years

All others { 5} years

19. NAME AND TITLE OF PREPARER

Arthur E. Tolson Jr

20. TELEPHONE NUMBER

21. DATE

18131101

|




INSTRUCTIONS ** TYPE OR PRINT A SEPARATE FORM FOR EACH

REVISED RECORD SERIES. FORWARD WATH RECORDS RETENTION

SCHEDULE (OGS 530-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANGEMENT DIVISION

7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page 13 of 22

1. DEPARTMENT / AGENCY

Maryland State Lottery Agency

2. DIVISION

Administration,Finance & Operations

3. UNIT

Payroll

DEFINITION - Record Series - A group of related records normally filed and used as a unit reference as well as r

and itlon

4 RECORD SERIES TITLE

Payroll (AFO)

5. EARLIEST YEAR/ LASTEST YEAR

Arthur E. Toison Jr

(4101°218-6844

1993 1o 2001
& RECORD SERIES DESCRIPTION { Briefly describe the types of information / documents / forms found in the Series [nclude the purp or f1 of the Series )
Payroll accounting records, Leave slip request,Bi-Weekly time reports.
Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies and other materials related to the administration of the
Lottery operations.
7. Record senes format (s) l!. RECORD SERIES SEQUENCE 9. VOLUME
X Eila Doawer. (s)
Microfilm Reel (s) .
Computer Tape (s)
5 Letter sizn Microfilm 5 Alphatatical 10ct Other (Specity) )
Legal Size Computer Tape Numernicai Number
X Bound Book Floppy Disk Chronological 10. ANNUAL ACCUMULATION
Audin Tape Video Tape Geographicai X Eila.Drawer {s)
Other (Specify) Computer Other (Specify) Microfiim Reel (s)
Computer Tape (s)
12c¢t Other {Specity)
Numoer
11 = E 1S USED 12, FILE BECOMES INACTIVE AFTER
Daily ‘Neekly X ‘Aanthiy 3 U Months 5 Zoaxs
Number
13. TURRENT LOCATION {s! {Bldg,Floor.Room 14, 1S RECORD SERIES DUPLICATED ELSEWHERE ? ( If yes, specity agency or office )
Lottery headquarters Yes Mo X
15. ACCESS RESTRICTIONS i If yes, cite law [3) & requlation (s) 16. AUDIT REQUIREMENTS
X Yes Na None X Stata Federal X _ncapeadent|
17.°S AN INDEX SYSTEM USED ? (If yes.explain bretly and 18. RECOMMENDED RETENTION
describe any hardwareisoftware) ’ Retain three (3) years
Yes X Mo
19, NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

08131101




{410) 318-5344

ARIRUCTIONS = TYPE OR PRINT A SEPARATE FORM FOR EACH DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
WEVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD Page 14 of 22
P.0. BOX 275 - JESSUP, MARYLAND 20794
1. DEPARTMENT / AGENCY 2. DIVISION 3. UNIT
Maryland State Lottery Agency Administration,Finance & Operations Customer Service
DEFINITION - Record Series - A group of related records normally filed and used as a unit reference as well as r tion and disposition pur
4 RECORO SERIES TITLE S. EARLIEST YEAR / LASTEST YEAR
Claims 1997 10 2001
6. RECORD SERIES DESCRIPTION ( Briefly descnbe the types of infarmation / documents / forms found in the Series Include the purpose or function of the Series )
Annuity Files,Claim Forms,W2G Tax-Forms,Computer Reports
Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies and other materials related to the administration of the
Lottery operations.
7. Record senes format (s) 8. RECORD SERIES SEQUENCE ’ 9. VOLUME
X . EilaDcwee(s)
Microfilm Ree (s)
Computer Tape (s}
X "Letter Size Microfilm Alphahetical 122cf  Other (Specify)
Legal Size Comouter Tape 5 Numerical Number
l Bound Book Floppy Disk Chronological 10. ANNUAL ACCUMULATION
Audin Tape Video Tape Geographical X Eila Ocawer i3y
Qther (Specitvy Computer Other (Specity) Microfilm Reei {s)
Computer Tape is)
126c¢ Other (Specity:
Number
11, FILE 1S USED 12. FILE 3ECOMES INACTIVE AFTER
Daily Weekly X Moniy 5 Months X Lpacs
Numper
13. CURRENT LOCATION (s) (3!dq,Floor,Room 14. IS RECCRO SERIES DUPLICATED ELSEWHERE ? { If yes, specify agency or affice )
Lottery headquarters Yes ya X
15. ACCESS RESTRICTIONS . ‘I yes, cite law °s & regulation (s} 16. AUDIT EQUIREMENTS
X Yes Mo None X State Federal X Jndepencacty
17.1S AN INDEX SYSTEM USED ? (If yes.expiain zrefly and 18. RECOMMENDED RETENTION
descnbe any hardwareisoftware) ' Retain theese (6) years
Yes X No
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Arthur €. Toison Jr 08131101




IMSTBLCYIONS * TYPE OR PRINT A SEPARATE FORM FOR EACH

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD Page 15 of 22
P.0. BOX 275 - JESSUP, MARYLAND 20794
1. DEPARTMENT / AGENCY 2. OVISION 3. UNIT
Maryland State Lottery Agency Administration.Finance & Operations Subscription (CS)
DEFINITION - Record Series - A group of related records normaily filed and used as a unit reference as well as r tion and disposition pur
4. RECORD SERIES TITLE 5. EARUIEST YEAR/ LASTEST YEAR
Subs 1999 10 2001

Lottery operations.

Sub Apps,Sub Renewals,Computer Reports

§. RECORD SERIES DESCRIPTION ( Briefly gescribe the types of information / documents / forma found in the Series Include the purpose or function of the Series )

Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies and other materials related to the administration of the

7. Record series format (s)

Fl. RECORD SERIES SEQUENCE

Months

Numper

9. VOLUME
X EilaDrawer (2}
Microfilm Reel (s)
Computer Tape (s)
[ X Lotter Size Microfilm Alphahetical 35¢t Other {Specity)
Legal Size Zomputer Tape 5 Numencai Number
l Bound Book Floppy Disk Chronoiagical 10. ANNUAL ACCUMULATION
Audin Taps Video Tape Geographicat ! Eile Dramer [8)
Other {(Specity) Computer Other 'Specify} Microfilm Reet (s}
Computer Tape is)
22cf Qther (Specify)
Number
11. FILE IS USED 12. FILE SECCMES iNACTIVE AFTER
Daily Weekly 5 Moathly M

Ix

13. CURRENT LOCATION (s) (Bldg,Floor,Room
Lottery headquarters

14. IS RECORD SERIES DUPLICATED ELSEWHERE 7 ( If yes. specify agency or office

Arthur €. Tolson Jr

(410} 318-8844

Yes Ao 5
15. ACCESS RESTRICTIONS i it yes. cite law «5) & reguiation (s) 18. AUC!T RECUIREMENTS
X Yes Mo None X State Federal X _ndependort)
17.1S AN INDEX SYSTEM USED ? {if yes,cxziain brefly and 18, RECCMMENDED RETENTION
describe any hardwarersoftware) Retain three (3) years
Yes X Ao
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

18/31/01




SMSIRUCTIONS ** TYPE OR PRINT A SEPARATE FORM FOR EACH

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
:SCHEDULE (DGS 530-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANGEMENT DIVISION

" AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD Page 16 of 22
P.0. BOX 275 - JESSUP, MARYLAND 20794
1. DEPARTMENT / AGENCY 2. DIVISION 3. UNIT
Maryland State Lottery Agency Administration,Finance & Operations Fleet Adm
DEFINITION - Record Series - A group of related records normally filed and used as a unit reference as well as r and disposition pur

4. RECORD SERIES TITLE

Fleet Vehicle Records

§5. EARLIEST YEAR/LASTEST YEAR

1995 © 2001
{ ————
8. RECORD SERIES DESCRIPTION ( Briefty describe the types of information / documents / forma found in the Series Include the purpose or function of the Series )
Vehicle titles,performance,accident and logs
: Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
i studies, reports, directives, policies and other materials related to the administration of the
J Lottery operations.
; 7. Record series (ormat (s) 8. RECORD SERIES SEQUENCE 9. VOLUME
' X Eila Dexwac {3)
Microfilm Reel (s}
Computer Tape (s)
‘ ! Letter Size Microfilm Alphahetical 17 Other (Specify)
| 1
' Legal Size Computer Tape 5 Numerical Number
|
5 Sound Book Floppy Disk Chronotogicai 10. ANNUAL ACCUMULATION
% audin Tapa Video Tape Geographical 5 Eila Draaer (3)
| Other (Specity) Comouter Other (Specify) Microfilm Reel (s)
; Computer Tape (s)
; 8 Other 'Specify)
Number
11. FILE IS USED 12. FILE 3ECOMES INACTIVE AFTER
Joauy Weekly X Yanrniy 3 “Aonths X tears
Number
13. CURRENT LOCATION {s) {Bidg,Floor.Room 14. 1S RECORD SERIES CUPLICATED ELSEWHERE ? ( If yes, specify agency or office }
Lottery headquarters Yes Mo X
15. ACCESS RESTRICTIONS { If yes, cite law (s) & reguiation (s) 16. AUDIT REQUIREMENTS
X Tes No None X State Federal X _ndegendent|
‘ 17.1S AN INDEX SYSTEM USED ? (If yes.explain brefly and 18. RECCMMENDED RETENTION
: describe any hardwarersoftware) Retain three (3) years
Yes X Sa
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Arthur E. Toison Jr {410) 318-6844 08/31/01




MSTRUCTIONS ** TYPE OR PRINT A SEPARATE FORM FOR EACH

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS $50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANGEMENT DIVISION

AGENCY RECORDS INVENTORY

7278 WATERLOO ROAD Page 18 of 22
P.O. BOX 275 - JESSUP, MARYLAND 20734
1. DEPARTMENT / AGENCY 2. DIVISION 3. UNIT
Maryland Stats Lottery Agency Ad tion,Fi & Operations Facility/Adm
DEFINITION - Record Series - A group of related records normaily filed and used as a unit reference as well as r ion and disposition pur
4. RECORD SERIES TITLE » 5. EARLIEST YEAR / LASTEST YEAR
Facilities 1998 10 2001
6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information / documents / forms found in the Series Include the purpose or function of the Series )
Facility Maintenance,Phone Contracts,Property Records
Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies and other materials related to the administration of the
Lottery operations.
7. Record series format (s) 8. RECORD SERIES SEQUENCE 9. VOLUME
X Eile Ocawer (s)
Microfilm Reel (s)
Computer Tape (3)
! “Letter Size Microfilm _ Alatabeticat 2.5¢t - Other {Specity) -
Legal Size Computer Tape _X_ Numerical Number
X Bound Book Floppy Disk Chronolagical 10. ANNUAL ACCUMULATION
Audio Tapa Video Tape Geographicat X Eila Drawer (2}
Other (Specify) Computer Cther {Specify) Microfitm Reel 's}
Computer Tape s|
3.5cf Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Daily Weekly X A 3 ‘tonths "X Zoars
Number
13. CURRENT LOCATION (s) {Bidg,Floor.Room 14. 1S RECORD SERIES DUPLICATED ELSEWHERE ? ( If yes, specify agency or office :
Lottery headquarters Yes §a X
15. ACCESS RESTRICTIONS ( If yes, cite law {s) & requiation (s) 16. AUDIT REQUIREMENTS
X Yes Na None X Stata Federal X <ndepeacess]
17.1S AN INDEX SYSTEM USED ? {if yes.explain bretly ana 18. RECOMMENDED RETENTION
describe any hardwareisoftware) Retain three (1) years
Yes X Na
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

Arthur E. Tolson Jr

{4101 218-6844

3

8/31/01




Arthur E. Tolson Jr

1410) 318-5844

INSTRUCTIONS ** TYPE OR PRINT A SEPARATE FORM FOR EACH DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANGEMENT DIVISION
SCHEDULE (DGS $50-1) ' 7275 WATERLOO ROAD Page 19 of 22
P.0. BOX 275 - JESSUP. MARYLAND 20794
1. DOEPARTMENT / AGENCY 2. OMISION 3. UNIT
Maryland State Lottery Agency Ad fon.Fil & Operati Support Services
DEFINITION - Record Series - A group of related records normally filed and used as a unit reference as weil as retention and disposition purposes.
4. RECORD SERIES TITLE S. EARLIEST YEAR/ LASTEST YEAR
Support Services 1997 10 2001
- ———
6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information / documents / forms found in the Series !nclude the purpose or function of the Series )
Postal Records,FMIS,Contracts,Stores & Property
Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies and other materials related to the administration of the
Lottery operations.
7. Record series format (s} 8. RECORD SERIES SEQUENCE 9. VOLUME
' X Eila Ocawer (1)
Microfiilm Reet (s)
Computer Tape (s)
- X Letter Size Microfilm. Alphabatical Tcf © Other (Specify)
Legal Size Computer Tape ! Numencal Number
X Bound Book Floppy Disk Chronotogical 10. ANNUAL ACCUMULATION
audia Taps Video Tape Geographical _x. Zila Drawere (3}
Other (Specity) Computer Other (Specify) “Aicrofilm Reei {s)
Zomputer Tape (s)
‘ 9cf Zther (Specify)
Number
11. FILE!S USED 12. FILE BECOMES INACTIVE AFTER
Daily Weekly _X_ donihl 3 Months ’ 5 Znacs
“umber
13. CURRENT LOCATION (s} (Bldg,Floor.Room 14, 'S RECCRD SERIES DUPLICATED ELSEWMERE 7 ( If yes. specify agency or office -
Lottery headquarters Yes ua X
15. ACCESS RESTRICTIONS ( If yes, cite law (s) & requlation (s) 6. AUDIT REQUIREMENTS
X Yes No None X State Zederal X ~ndependar:|
17.1S AN INDEX SYSTEM USED ? (if yes.explain brefly and 18. RECOMMENDED RETENTION
describe any hardware/software) ‘ Retain three i3) years
Yes X Ao
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

28131101




EEXIRUCTIONS ** TYPE OR PRINT A SEPARATE FORM FOR EACH

SEEVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SMEMEDULE [DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANGEMENT DIVISION

7275 WATERLOO ROAD
P.0. BOX 278 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page 20 of 22

4. DEPARTMENT / AGENCY

Maryland State Lottery Agency

2. DIVISION

A rdewiniab

& Operations

: [
auon,r

3. UNIT

Information Technology

DEFINITION - Record Seriss - A group of related records normaily filed and used as a unit reference as well as r th

and

isposition purp

4 RECORD SERIES TITLE

L.T.

5. EARLIEST YEAR/ LASTEST YEAR

2001

Arthur E. Tolson Jr

(410} 318-6844

1991 ©
Pr—
& RECORD SERIES DESCRIPTION ( Sriefly describe the types of information / documents / forms found in the Series Include the purpose or function of the Series }
Complete Records of Lottery Sales & Customer Winnings .
Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies and other materiais related to the administration of the
Lottery operations.
7. Record series format (s) 8. RECORD SERIES SEQUENCE ' 9. VOLUME
' ' Elle Drawer (s}
Microfilm Reel (s)
5 Computer Tape (3)
Lerter Size Microfilm X Alghabaticat 215cf  Other (Specity)
Legal Size 3 Co;npuler Tape 5 Numernical Number
Bound Book Floppy Disk Chronological 10. ANNUAL ACCUMULATION
augin Taps Vigeo Tape 5 Geographicai Eile Deawer 53
1 Other (Specity) Comouter QOther (Specify) Microfilm Reel (s)
5 Computer Tape (s)
215ct Other (Specify)
- Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
]mmlv x Weekiv _X_ anthiy 10 Months 5 Yeacs
Numper
13. ZURRENT LCCATION (si (Bidg,Floor.Room 14. 1S RECORD SERIES DUPLICATED ELSEWHERE ? ( if yes, specity agency or office |
Lottery headquarnters Yes Mo X
15. ACCESS RESTRICTIONS ( It yes, cite [aw (s) & requiation (s) 16. AUDIT REQUIREMENTS
X Yes No None X Stata Federal X <ndependeas]
17. S AN INDEX SYSTEM USED ” (If yes.explan bretly and 18. RECOMMENDED RETENTION
describe any hardware/software) Retain ten (10) years
Tes _X_ Mo
19. "AME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

08/31/01




RUSIRUCTIONS * TYPE OR PRINT A SEPARATE FORM FOR EACH DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REWVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD Page 21 of 22
) P.0. BOX 275 - JESSUP, MARYLAND 20794
1. DEPARTMENT / AGENCY 2. DIVISION 3. UNIT
Maryland State Lottery Agency Administration.Finance & Operations Public Affairs
DEFINITION - Record Series - A group of related records normaily filed and used as a unit reference as well as r and di ition purp.
4. RECORD SERIES TITLE S. EARLIEST YEAR / LASTEST YEAR
P.A. Files 1983 T0 2001
———
6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information / documents / forms found in the Series (ncluds the purpose or function of the Senes )
Past & Present Winners Pictures,Drawing Records,Newspaper Clippings
Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies and other materials related to the administration of the
Lottery operations.
7. Record series format (s} Fl. RECORD SERIES SEQUENCE 9. VOLUME
‘ X Eile Deawec a)
Microfilm Reel {s)
Computer Tape (3)
) X Lotter Size Microfitm X alpbabetical 24cf Other (Specity)
' Legal Size Computer Tape Numencal . Number
Bound Book Floppy Disk Chronological 10. ANNUAL ACCUMULATION
5 Audia Tage Video Tape 5 Geographical Eila Qcamec s}
Other {Specity) Computer Jther {Specify) Microfilm Reel (4)
! Computer Tape (s}
22¢t Other (Specity)
Number
11, TLE IS USED 12. FILE BECCMES INACTIVE AFTER
paly  «x Weeh! ; X danihiy ) Months X Zoacs
Numcer
13. 2JRRENT LOCATION (si{Bldg,Floor.Room 14. 1S RECORD SERIES DUPLICATED ELSEWHERE ? ( If yes. soecify agency or otfice |
Lottery headquarters Yes Na X
15. SCCESS RESTRICTIONS i !f yes, Cite law {s) & reguiation (s} 16. AUDIT REQUIREMENTS
X Yes Na None X State Federal X “adepeodent]
17..5 AN INDEX SYSTEM USED ? (If yes.explain brefly and 18. RECOMMENDED RETENTION
gescribe any hardwarersoftware) Retain Permanentty
Yes X Na
19. *JAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
Arthur €. Tolson Jr (410) 318-5844 08/31/01




INSTRUCTIONS ** TYPE OR PRINT A SEPARATE FORM FOR EACH

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANGEMENT DIVISION

AGENCY RECORDS INVENTORY

Arthur E. Tolson Jr

(410) 3186844

7275 WATERLOO ROAD _ Page 22 of 22
P.Q. BOX 275 - JESSUP. MARYLAND 20794
4. DEPARTMENT / AGENCY 2. DIVISION 3. UNIT
Maryland State Lottery Agency Administration.Finance & Operations Miktg/Sales
OEFINITION - Record Series - A group of related records normaily filed and used as a unit reference as weil as r tion and disposition purp
4. RECORO SERIES TITLE S. EARLIEST YEAR / LASTEST YEAR
Marketing 1973 T0 2001
=
6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information / documents / forms found in the Series Include the purpose or function of the Series )
Agent Files,Vendor ContractsComputer Reports
Subject arrangement of original incoming letters, copies of outgoing letters, memoranda,
studies, reports, directives, policies and other materials related to the administration of the
Lottery operations. :
7. Record series format (s) P& RECORD SERIES SEQUENCE 9. VOLUME
X Ella Douxer (8}
Microfilm Reet (s)
Computer Tape (s)
X Letter Size Microfitm ! Alphabetical 230cf Other (Specify)
Legal Size Computer Tape Numencai . Number
3ound Book Floppy Disk Chronological 10. ANNUAL ACCUMULATION
_X_ audio Tape Jideo Tape 5 Geographical Eila Qrawer (<}
Tther {Specity) Computer Other (Specity) Microfilm Reel (s)
5 Computer Tape (s)
238cf QOther (Specify)
Number
11. FILE IS USED 2. FILE SECOMES INACTIVE AFTER
rDally x Weenxly X Aoathiy 3 “Aonths X “nacs
Numoer . -
13. CURRENT LOCATION !s) (Bldg,Floor.Room 4. IS RECORD SERIES DUPLICATED ELSEWHERE ? ( If yes. specify agency or office
Lottery headqguarters Yes o X
15. ACCESS RESTRICTIONS ( If yes, cite law (si & requiation (s 6. AUDIT REQUIREMENTS
X fes Na None X State Federal X Jadepecdent!
17.1S AN INDEX SYSTEM USED ? (If yes explan brefly and 8. RECCMMENDED RETENTION
describe any hardwareisoftware) Retain Permanently
Yes X Mo
19. NAME AND YITLE QF PREPARER 20. TELEPHCONE NUMBER 21. DATE

08/31/01




