
D E P A R T M E N T OF G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. 2 4 9 3 

Page l of 2 

Agency 
Maryland Dept. of Agriculture 

Division/Unit 
Plant Industries & Pest Management 
Mosquito Control 

Item 
No. 

Description 
Siipersedes Schedule 1699 

Retention 

County Records 

For 22 counties and Baltimore C i t y . 
Cooperative agreements between counties and 
Maryland Dept. of Agr i c u l t u r e , records of 
expenditure including i n s e c t i c i d e s , labor, 
equipment, etc., source documents and 
correspondence. 

Contracts (copies only) 

For a e r i a l spraying, i n s e c t i c i d e purchases, 
etc. Copies of contracts, invoices, 
purchase orders. 

Personnel Folders 

Reference copies on c l a s s i f i e d and 
contractual employees regarding job 
descriptions, dates of employment, d a i l y 
time records, etc. O f f i c i a l f i l e 
maintained by Department of A g r i c u l t u r e 
Personnel Section. 

Permits 

Toxic Material Permits issued by the 
Maryland Dept. of the Environment. Permits 
from the U.S. Army Corps of Engineers, 
Maryland Dept. of Natural Resources, and 
Dept. of the Environment for wetland 
modifications. 

Cooperative agree­
ments are permanent 
A l l others retained 
for f i v e years, theiji 
destroyed. Transfer 
p e r i o d i c a l l y to thq 
Maryland State 
Archives. 

Two years, then 
destroy. 

Retain for two year 
af t e r employee 
terminates, then 
destroy. 

General Correspondence * 
Subject arrangement of original in­
coming letters, copies of out-going, 
memoranda, studies, reports, directives, 
Dn1ir.ip«;. P t r . 

Permanent. Transfe 
p e r i o d i c a l l y to the 
Maryland State 
Archives. 

*Screen anually and destroJI 
that material no linger needed for current 
tiusiness. Directi\es, policies, and other 
material related t) the planning and policy t|}ia 
illustrate the deve lopmentof Activity retain 
permanently for eventual transfer to MSA. 

Schedule Approved by Deparlmenl, 
Agency, 
or Division Represen|allve. 

Schedule Authorized by Slate Archivist 

Typed N a m p Mike C a n t w e l l 
ijjlle Program Manager 

i G 5 - 5 5 ( P n R e v . i /93 ) 

Signatuce. 



DEPARTMENT O F G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

RECORDS RblbNTION AND DISPOSAL SCHEDULE 

Schedule No. 2 4 9 3 DEPARTMENT O F G E N E R A L SERVICES 
R E C O R D S M A N A G E M E N T DIVISION 

RECORDS RblbNTION AND DISPOSAL SCHEDULE Page 2 of 2 

Agency Division/Unit 
1 Maryland Dept. of Agriculture Plant Industries & Pest Management 
1 Mosquito Control 
ptem 
JNo. 

Description 
Supersedes Schedule 1699 

Retention 

6 

7 

8 

9 

10 

11 

P o l i c y Statements 

Directives r e l a t i n g to the conduct of 
program matters. 

Reading F i l e s 

A convenience f i l e of general information 
on Department or program operations 
arranged chronologically by month. 

Equipment Records 

Inventory of equipment assigned to 
program, operating costs, use data. 

Annual Reports 

Summary of yearly events. 

Maps & A e r i a l Photographs 

Used to plan f i e l d control operations. 

Library 

Reference books and manuals. 

Permanent. Transfe] 
p e r i o d i c a l l y to the 
Maryland State 
Archives. 

Two years, then 
destroy. 

Two years, then 
destroy. 

Permanent Transfer 
p e r i o d i c a l l y to the 
Maryland State 
Archives. 
Permanent. Transfer 
p e r i o d i c a l l y to the 
Maryland State 
Archives. 

Retain until Super­
seded, then destroy. 
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insliticlioMS • lype or Piinl a separate lorin tor each 
II6W o( levised tecotd series, loivord with Record 
Rolorilioii Scliridiile (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
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insliticlioMS • lype or Piinl a separate lorin tor each 
II6W o( levised tecotd series, loivord with Record 
Rolorilioii Scliridiile (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 PAGE / OF / ' 

jopaitmeiit/Agency 

MD Dept. o f A g r i c u l t u r e 
M o s q u i t o C o n t r o l S e c t i o n 

2. Division 

P l a n t I n d u s t r i e s and 
1 P e s t Management 

3. Unit 

14 

DEFINITION • RECOno SERIES - A group ol relat«d records normally (Had and used es a unit for roloronco a* wall 09 ralenllon and dispoelllon purposas. 

1. Record Setlos 1 Hie C o U v \ ^ f$.<2.c<nrci9 5. Earliest Year/Lalesl Year 

3. Rocoid Seiios Dascriplion (Brielly describe the types of Inlormalionn/documents/forms found In the series. Include the purpose or (unction ol the series. 
foe. Q'i Ce>u^+i^i> fl-ii-cC 0aJjtiivi-crui. CkJCK., . Cav^/^i/c:^f'^< A^V'^^u^-e^H, he./z<j^.e^ 

7. Record Series Forinal(s) 

^^Ctelter Size • Microlllm 

. D Legal Size Q Computer Tape 

U Uoiind Book. D Floppy Disk 

J Audio Tape Q Video Tape 

a Olliei (specily) 

8, Record Series Sequence 

jS[^ Alphabetical 

D Numerical 

]ar^ Chronological 

.^^Geographical 

D Other (specily) 

9. Volume 

Number 

File Drawer(s) 
Q Microlilm ReeHs) 

• Computer Tape(s) 
• Other (specify) 

10. Annual Accumulation •• 
• File Drawer(s) 
O Miciofilm Reel(s) 

cr • Computer Tape(s) 
Number J3' Other (specily) 

Cubic- f<zeA~ 

n . File is Used 
a Daily D Weekly ^^Monlhly 

12. File Becomes Inactive Alter 
1 • Monlh(s) 

Number 
.<^Year(s) 

13. CuriBht Locallon(s) (BIdg.. Floor, Room) 

ao(i> 

14. Is Record Series Duplicated Elsewhere? 
(II yes, specify agency or oHice) 
• Yes _JSC No 

15. Access Restilclior\s D Yes 53^No 
(II Yes, cite Law(s) 8 Regulation(s) 

16. Audit Requirements 

• None • Slate • Federal • Independent 

17. Is an Index System Used? (It yes, explain briefly and describe 
any hadware/sottware 

Yes . a No . 

18. Recommended Retention 

Nnine and Title ol Preparer 

M i c h a e l A . C a n t w e l l 
Program Manager 

20. Telephone Number 

410-841-5870 
21. Dale 

March 26, 2009 

igure 1 



i"?.'.!'.'c!ioi!S - lype ot Piiul a separate lorin lor each 
!iGW or iGvised record series, forward with Record 
Hotor\lioti Sdiodule (DGS 550-1) 

joparlinent/Ayency 

MD Dept. of A g r i c u l t u r e 
M o s q u i t o C o n t r o l S e c t i o n 

DEPARTMENT QF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARVLftND 20794 

2. Division 

p l a n t I n d u s t r i e s and 
P e s t Management 

AGENCY RECORDS INVENTORY 

X OP )l PAGE =^ OF 

3. Unit 

14 

DEFINITION • RECOriD SERIES • A group o( relalad records normally lllod end usad as a unit for rofsronca a* woll as rslenllon and disposition purpossB. 

4. Record Series lllle deryrfrTJ^-h* <X,^VtcJ^ %p i,n>e^- 5. Earliest Year/Latest Year 

5. Rocoid Sailes DGscriplion (Brielly doscribs the types of inlormaUonn/documonls/forms lound In the series. Include the purpose or lunction ol the series. 

7. Record Seilas Forma»(s) 

,^f1^elter Size O Microlilin 

O Legnl Size 

Q Uoiind Book. 

J Audio Tape 

a oilier (speclly) 

Q Computer Tape 

• Floppy Disk 

•.Video Tape 

8, Record Series Sequence 

Alpliabetical 

• Numerical 

)gf Chronological 

• Geographical 

• Other (specify) 

9. Volume 

i 

Number 

D File Drawer(s) 
a IVlicrolilm Reel(s) 

D Computer TBpe(s) 
Br Other (specily) 

10. Aiinual Accumulation -
a File Drawer(s) 

_^ • Microfilm Reel(s) 
' C> • Computer Tape(s) 

Number ^ Other (specily) 

11. File is Used 
a Daily D VJeekly Monthly 

12. File Becomes Inactive Alter 
{ D Monlh(s) 

Number 
ST Year(s) 

13. Curieiit Locallon(s) (BIdg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere? 
(I( yes, specify agency or cilice) 
• Yes No 

15. Access Restrictions • Yes 
(II Yes, cite Law(s) 8 Regulalion(s) 

16. Audit Requirements 

D None • State • Federal D Independent 

17. Is an Index System Used? (II yes, explain briefly and describe 
any hadware/software 

18. Recommended Retention 

.Q Yes • No 

Name and Title ol Preparer 

M i c h a e l A. C a n t w e l l 
Program Manager 

20. Telephone Number 

410-841-5870 
2l. Date 

March 26, 2009 

(iy (Mev. 1/93) 
igure 1 



Iiisliuclions • lype or Priiil a separate lorin lor each 
new or revised lecoid series, lorward with Record 
Rolorition Scliodule ( D G S 550-1) 

t. 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D IV IS ION 

7275 W A T E R L O O R O A D 
P . O . B O X 275 

JESSUP, M A R V L A N D 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
Iiisliuclions • lype or Priiil a separate lorin lor each 
new or revised lecoid series, lorward with Record 
Rolorition Scliodule ( D G S 550-1) 

t. 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 
R E C O R D S M A N A G E M E N T D IV IS ION 

7275 W A T E R L O O R O A D 
P . O . B O X 275 

JESSUP, M A R V L A N D 20794 PAGE > or// 
-/opailinent/Agency 2. Division 3. Unit 

MD Dept. of A g r i c u l t u r e P l a n t I n d u s t r i e s and 1 4 
M o s q u i t o C o n t r o l S e c t i o n P e s t Management 

DEPINITION • RECOPD SERIES - A group ol related recordg normally llled and used as a unit for rolersncs as well as ralanllon and disposition purposos. 

d. Record Serios Title i ^ v - ^ c n * v t < Wldt<?-irs 5. Earliest Year/Lalesl Year 
i-ts-2> to ^ 7 

6. Record Series Description (Brielly describe the types ol Inlormalionn/documenls/forms found In Ihe series. Include the purpose or lunction ol the series. 

•jx^io d2e&cM <.ip-i-^,m.s y c-la^s <̂ -f ^i^pC^ l/*^-''^^ J^iUj H^*^ C^ec^rci^.S ^ e-h-r ^ 

7. Record Series Foimat(s) 

j ^ e l t e r Size D Microlilm 

J^ega\ Size Q Computer Tape 

O Uoui\d Book U Floppy Disk 

J Audio Tape • Video Tape 

• Oilier (specily) 

8. Record Series Sequence 

Alphabetical 

• Numerical 

63^ Chronological 

^K^Geographical 

• Other (specily) 

9. Volume 
3Sr^ File Drawerjs) 
a Microlilm ReeHs) 

^ D Computer Tapels) 
Number • Other (specily) 

10. Annual Accumulation-
• File Drawer(s) 
• Microfilm Reel(s) 

O Computer Tape(s) 
Number .KT Other (specily) 

11. File is Used 
a Daily D Weekly S^Monllily 

12. File Becomes Inactive Alter 
i D Monlh(s) , - ^Year (s ) 

Number 

13. Currenl Locallon(s) (BIdg., Floor Room) 14. Is Record Series Duplicated Elsewhere? 
(If yes, specify agency or cilice) 
D Yes iar No 

1U. Access Restrictions • Yes D No 
(II Yes, cite Law(s) & Regulation(s) 

16. Audit Requirements 

• None • Stale • Federal • Independent 

17. Is an Index System Used? (II yes, explain brielly and describe 
any hadware/sollware 

-fer Yes a No . 

18. Recommended Retention 

Name and Tills ol Preparer 

M i c h a e l A. C a n t w e l l 
Program Manager 

crft.j ;rj,,.. • 

20. Telephone Number 

4 1 0 - 8 4 1 - 5 8 7 0 

7\. Dale 

March 2 6 , 2 0 0 9 

•igure 1 



Iiisliiiclions • lype or Piinl a separate lorin lor each 
new or revised record series, lorward with Record 
Hotor\tioii Schodule (DGS 550-1) 

DEPARTMENT QF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, M A R Y U N D 20794 

AGENCY RECORDS INVENTORY 
Iiisliiiclions • lype or Piinl a separate lorin lor each 
new or revised record series, lorward with Record 
Hotor\tioii Schodule (DGS 550-1) 

DEPARTMENT QF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, M A R Y U N D 20794 PAGE V OF ^ / 

.joparlinent/Agency 

MD Dept. of A g r i c u l t u r e 
M o s q u i t o C o n t r o l S e c t i o n 

2. Division 

P l a n t I n d u s t r i e s and 
P e s t Management 

3. Unit 

14 

DEFINITION • RECOnO SERIES - A group ol related records normelly Hied and used B0 a unit lor rolerBnce as wall as ratenllon and dispotltion purposos. 

<!. Record Serios Title "pe>'fVH.'f:S 5. E^ fes iJ i :ear /^ le^ Year 

6. Record Series Description (Brielly describe the types o( Informalionn/documents/lorms (ound In the serios. Include the purpose or lunction ollho series. 

. Record Series Fofinal(s) 

p^eller Size • Microlilrn 

O Legnl Size 

G Uouiid Book. 

J Audio Tape 

• Other (specily) 

• Computer Tape 

• Floppy Disk 

Q Video Tape 

8. Record Series Sequence 

.dj ' Alphabetical 

• Numerical 

ip- Chronological 

fiT Geographical 

• Other (specify) 

9. Volume 

Number 

D File Drawerls) 
a Microlilrn ReeHs) 

• Computer Tape(s) 
Other (specily) 

10. Annual Accumulation • 
• File Drawer(s) 
D Microfilm Reeljs) 

' ^ D Computer Tape(s) 
Number Other (specify) 

11. File is Used 
a Dnily • Weekly J^^onthly 

12. File Becomes Inactive Alter 
D Month(s) D Year(s) 

Number 

13. Curient Locallon(s) (BIdg.. Floor, Room) , 

ZOO 

14. Is Record Series Duplicated Elsewhere? 
(If yes, specify agency or ollice) 
• Yes No 

15. Access Restrictions • Yes ^^^o 
(II Yes. cite Law{s) 8 R6gulation(s) 

16. Audit Requirements 

^ B ' ^ o n e D State O Federal D Independent 

17. Is an Index System Used? (II yes, explain brielly and describe 
any hadware/sottware 

Yes a No 

18. Recommended Retention 

Name and Title o( Preparer 

M i c h a e l A . C a n t w e l l 
Program Manager 

20. Telephone Number 

410-841-5870 
2\. Date 

March 26, 2009 

!i!)0-4 (Hev. 1/53) — • ' 
igure 1 

o r-



hsliiiclioiis - Tyiie or Print a separate form lor each 
lew or revised record series, forward with Record 
Holonlion Scliodule (DGS 550-1) 

DEPARTMENT QF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARVLAND 20794 

AGENCY RECORDS INVENTORY 
hsliiiclioiis - Tyiie or Print a separate form lor each 
lew or revised record series, forward with Record 
Holonlion Scliodule (DGS 550-1) 

DEPARTMENT QF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARVLAND 20794 PAGE ^ OF ^ / 

joi)ailiiieiiU Agency 

MD Dept. of A g r i c u l t u r e 
M o s q u i t o C o n t r o l S e c t i o n 

2. Division 

P l a n t I n d u s t r i e s and 
P e s t Management 

3. Unit 

1 4 

DEFINITION - RECOnO SERIES - A group ol related rocorde normally (lied and used as a unit for releronco as wall as ralantlon and disposition purposas. 

4. Record Series Title (^eH<_rQj. CcJTr'€-e-pirwa c i - e i / t c ^ ^ 5. Earliest Year/Ulesl Year 
dcv(^ to 

6. Rocoid Series Description (Brielly describe the types ol inlormaUonn/documents/lorms lound In the series. Include Ihe purpose or (unction o( the series. 

7. Record Series Forinat(s) 

)^Leltsr Size D Microlilm 

• Legal Size O Computer Tape 

a Uouiid Book. a Floppy Disk 

J Audio Tope • Video Tape 

a Otiier (specily) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

D Geographical 

D Other (specily) 

9. Volume 

3 
Number 

• File Drawer(s) 
a Microlilm Reel(s) 

D Computer Tapefs) 
;a- Other (specily) 

10. Annual Accumulation -
a File Drawer(s) 
• Microfilm Reel(s) 

I D Computer Tape(s) 
Number .8" Other (specily) 

11. File is Used 
D Daily ^ W e e k l y a Monthly 

12. File Becomes Inaclive Alter 
Q Monlh(s) O Year(s) 

Number 

13, CutiBiit Locallon(s) (BIdg.. Floor, Room) 
5 ^ Ua-irv-v^ s . - h « M H « ' ^ fi^^tCi-iyi^ rv-vj 

14. Is Record Series Duplicated Elsewhere? 
(II yes, specify agency or ollice) 
D Yes HS^ No 

IS. Access Restrictions • Yes } 0 ^ o 
(II Yes. cite Law(s) & Regulation(s) 

16. Audit Requirements 

vJone • Slate D Federal • Independent 

17. Is an Index System Used? (II yes, explain brielly and describe 
any hadware/sollware 

i l r ^ Y e s O No 

Name and Tills ol Preparer 

M i c h a e l A . C a n t w e l l 
Program Manager 

18. Recommended Ralenlion 

20. Telephone Number 

4 1 0 - 8 4 1 - 5 8 7 0 

2 l . Date 

March 2 6 , 2 0 0 9 

(iy bbO-4 IMev. \m) 
igure 1 



!"?•.!uclioiis • lypa ot Piint a separate lorin lor each 
new or revised record series, lorward with Record 
Rotorrlion Schodvile (DGS 550-1) 

jopailinsiil/Agency 

MD Dept. of A g r i c u l t u r e 
M o s q u i t o C o n t r o l S e c t i o n 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

2. Division 

P l a n t I n d u s t r i e s and 
P e s t Management 

AGENCY RECORDS INVENTORY 

PAGE ^ OF 6 OF / / 

3. Unit 

14 

DEFINITION • RECOnP SERIES - A group ot related records normally llled and used BB a unit for roferonco as wall as rslentlon and dispoellion purposes. 

4. Record Serios Title ^^[cc^ 5. Earliest Year/Latest Year 

6. Record Series Description (Brielly describe the types ol Inlormationn/documenls/forms found in the series. Include the purpose or function of the series. 

7, Record Secies Forinal(s) 

^^Letlsr Size D Microlilrn 

D Legal Size 

U Uoiind Book 

J Audio Tape 

D Olhei (specily) 

O Computer Tape 

• Floppy Disk 

D Video Tape 

e. Record Series Sequence 

• Alphabetical 

D Numerical 

O Chronological 

• Geographical 

JS^ Other (specify) 

9. Volume 

/6 
Number 

O File Draw6r(s) 
Q Microfilm R9el(s) 

D Computer Tape(s)' 
•er'Other (specily) 

SOL 

10. Annual Accumulation • 
Q File Orawer(s) 

/ • Microfilm Reel(s) 
' • Computer Tape(s) 

Number Other (specily) 

II. File is Used 
a Dnily D Weekly ^^^on th ly 

12. File Becomes Inactive Alter 
• Month(s) • Year(s) 

Number 

13. Current Locallon(s) (BIdg.. Floor, Room) 

30 C( 

14. Is Record Series Duplicated Elsewhere? 
(II yes, specify agency or ollice) 
D Yes ^JBT No 

Access Restrictions D Yes JET No 
(II Yes. cite L3w(s) & Rogutation(s) 

16. Audit Requirements 

D Nona D State • Federal D Independent 

17. Is an lr»dex System Used? (II yes, explain brielly and describe 
any hadware/soltware 

jar Yes D No 

18. Recommended Retention 

Name and Title ol Preparer 

M i c h a e l A . C a n t w e l l 
Program Manager 

20. Telephone Number 

410-841-5870 
2\. Dale 

March 26, 2009 

G S 550-4 (Rev. 1/93) 

•igure 1 



Iiisliuclioiis - lype oc Piinl a separate lorrn lor each 
new or revised record series, lorward with Record 
Rolontion Sdiodule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
Iiisliuclioiis - lype oc Piinl a separate lorrn lor each 
new or revised record series, lorward with Record 
Rolontion Sdiodule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 PAGE V OF 

joparlineiit/Ayency 

MD Dept. of A g r i c u l t u r e 
M o s q u i t o C o n t r o l S e c t i o n 

2. Division 

P l a n t I n d u s t r i e s and 
P e s t Management 

3. Unit 

14 

DEFINITION • RECORD SERIES • A group ol related records normally died and used ss a unit for releranca as wall as rslentlon and disposition purposes. 

<<. Record Serios lille ^ c ^ t ^ u t - . ^ t - t ^ f i 
O 

5. Earliest Year/LaleslYeaf 
6kmO to 

6. Rocord Series Description (Brielly describe the types ol Inlormationn/documenls/Iorms (ound In the series. Include the purpose or (unction ol the series. 

7, Record Series Forinal(s) 

^^I^Hsr Sire O Microlilrn 

D Legnl Size Q Computer Tape 

a Uouiid Book D Floppy Disk 

i Audio Tape D Video Tape 

D Other (spedly) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

Dhronological 

• Geographical 

• Other (spedly) 

9. Volume 

Number 

n File Draw6r(s) 
• Microfilm Reel(s) 

D Computer TBpe(s) 
..lip Other (specily) 

10. Annual Accumulation-
• File Drawer(s) 

,-—• • Microfilm Reel(s) 
' ^ a Computer Tape(s) 

Number M Other (spedly) 

11. File is Used 
D Dnily D Weekly (^^onthly 

12. File Becomes Inactive Alter 
D Month(s) 

Number 
^ J e ^ e a r ( s ) 

13. Current Locallon(s) (BIdg,, Floor, Rooin) 

(2m e>o(p 

14. Is Record Series Duplicated Elsewhere? 
(II yes, specily agency or ollice) 
• Yes ^jar No 

tlj. Access Restrictions D Yes _^Ho 
(II Yes, cite Law(s) & Regulation(s) 

16. Audit Requirements 

• None • State D Federal • Independent 

17. Is an Index System Used? (If yes, explain brielly and describe 
any liadware/soltware 

-ET Yes • No 

18. Recommended Retention 

Naiiie and Title ol Preparer 20. Telephone Number 2 l . Date 

M i c h a e l A. C a n t w e l l 4 1 0 - 8 4 1 - 5 8 7 0 March 2 6 , 2 0 0 9 

Program Manager 
'^y bGO-l (Mev. 1/93) 
•igure 1 

or-



InslMiclioiis - iype or PfinI a saparale lorin lor each 
new or revised lecoid series, lorward with Record 
Relonlion Schodiile (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARVLAND 20794 

AGENCY RECORDS INVENTORY 
InslMiclioiis - iype or PfinI a saparale lorin lor each 
new or revised lecoid series, lorward with Record 
Relonlion Schodiile (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARVLAND 20794 PAGE ^ OF 

jopnilinenl/Agency 

MD Dept. of A g r i c u l t u r e 
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P e s t Management 
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DEFINITION - RECOFID SERIES - A group ol rslalod records normally llled and used as a unit for ralerence as wall as ralenlion and dioposllion purposes. 

<!. Record Seiios THie '^u,<^\p iv^^.'tjk" ^C^'rcL^ 5. Earliest Year/Lalesl Ypar 

6, Rocoid Series Descriplion (Brielly describe the types of Informalionn/documenls/forms lound In the series. Include Ihe purpose or lunction ol the series. 

7, Record Series Formal(s) 

J3i!^eltef Size O Microlilm 

D Legal Size 

• Uoiind Book 

J Audio Tope 

a Oilier (specily) 

Q Computer Tape 

• Floppy Disk 

D Video Tape 

8. Record Series Sequence 

D Alphabetical 

• Numerical 

Chronological 

^.B^Geographical 

• Other (specily) 

9. Volume 

Number 

n File Drawer(s) 
D Microlilm Reel(s) 

• Computer Tape(s) 
,0^Other (specily) 

10. Annual Accumulation •• 
D File Drawer(s) 

i D Microfilm Reel(s) 
• Computer Tape(s) 

Number Other (specily) icy uiner ispe 

II. File is Used 
D Daily ^ ^ e e k l y • Monthly 

12. File Becomes Inaclive Alter 
c P " O Monlh(s) 

Number 
Year(s) 

13. Curieiil Locatlon(s) (BIdg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere? 
(II yes, specify agencyo[ ollice) 
• Yes ^f^r ^o 

t'o. Access Restrictions D Yes ^jar-f^ 
(II Yes, cite Law(s) & Regulation(s) 

16. Audit Requirements 

• None O Slate • Federal • Independent 

17. Is an Index System Used? (II yes, explain brielly and describe 
any hadware/sollware 

J2r Yes O No 

18. Recommended Retention 

Name and Title ol Preparer 

M i c h a e l A. C a n t w e l l 
Program Manager 

20. Telephone Number 

410-841-5870 
21. Date 

March 26, 2009 

"igure 1 



iisliuclioMS • lype or Ptiiil a separate (orin (or each 
lew or revised record series, (orward with Record 
-lotorition Schodula (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

AGENCY RECORDS INVENTORY 
iisliuclioMS • lype or Ptiiil a separate (orin (or each 
lew or revised record series, (orward with Record 
-lotorition Schodula (DGS 550-1) 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 PAGE ^ OF / / 

jopailineiil/Agency 2. Division 3. Unit 

MD D e p t . o f A g r i c u l t u r e 
M o s q u i t o C o n t r o l S e c t i o n 

P l a n t I n d u s t r i e s a n d 
P e s t M a n a g e m e n t 

1 4 

DEFINITION - RECOno SERIES • A group ot related records normelly llled end used BB a unit for relerance as wall as retention and disposition purposes. 

4. Record Serios Title /\fVi^u^''^ {^^ZfV-H? 5. Earliest Year/Lalesl Year 
(fs^ to aoov 

6. Rocoid Series Description (Brielly describe the types ol Informationn/documents/torms lound In the series. Include the purpose or lunction ol the series. 

/ 

7. Record Serios Forinal(s) 

^^Lel ler Size O Microlilrn 

O Legal Size Q Computer Tape 

D Bound BooK a Floppy Disl< 

J Audio Tape • Video Tape 

a Other (specily) 

8. Record Series Sequence 

, , . 0 ^ Alphabetical 

• Numerical 

^H f^ Chronological 

^^^p - ' ' '^ographic3l 

• other (specily) 

9. Volume 

Number 

D File Drawer(s) 
• Microlilrn RBel(s) 

• Computer Tapefs) 
•CT' Ottier (specily) 

10. Annual Accumulation • 
a File Drawer(s) 
• Microfilm Reel(s) 

• Computer Tape(s) 
Number J3f Olher (specify) 

11. File is Used 
• Daily D Weekly ^.d^Monthly 

12. File Becomes Inactive Alter 
Q Month(s) D Year(s) 

Number 

13. Current Localloi\(s) (BIdg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere? 
(If yes, specify agancvpr-ollice) 
• Yes No 

Access Restrictions D Yes J2^o 
(II Yes, cite Law(s) & Ragulation(s) 

16, Audit Requirements 

^ j a ^one • Stale • Federal • Independent 

17. Is an Index System Used? (II yes, explain brielly and describe 
any hadware/soltware 

Yes • No 

18. Recommended Retention 

Name and Title ol Preparer 20. Telephone Number 2 l . Date 

M i c h a e l A . C a n t w e l l 4 1 0 - 8 4 1 - 5 8 7 0 M a r c h 2 6 , 2 0 0 9 

P r o g r a m M a n a g e r 
bGO-4 (Hev. WM) 

-igure 1 
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new or levisod recoid ssiles. lorward with Record 
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jopailmeniy Agency 

MD Dept. o f A g r i c u l t u r e 
M o s q u i t o C o n t r o l S e c t i o n 

2. Division 

P l a n t I n d u s t r i e s and 
P e s t Management 

3. Unit 

14 

DEFINITION - RECOnO SERIES - A group ol related records normally llled and used a9 a unit lor releronce as wall es retention and dispoelllon purposes. 

<!. Record Seiios Title /VWf^ /4n/0 Pto^i-T^'-a.fph Jj, 5. Earliest Year/Lalesl Year 
ny<^ to 

6. Recoid Series Description (Brielly describe the types ol Informationn/documents/forms found In the series. Include Iho purpose or (unction ol the series. 

7. Record Seiles Formal(s) 

O Letter Size D Microlilm 

D Legal Size Q Computer Tape 

a Uoiiiid Book • Floppy Disk 

J Audio Tape Q Video Tape 

_'^Oltiei (specily) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

D Chronological 

^jar'^^eographical 

• Other (specily) 

9. Volume 
• File Drawer(s) 
D Microlilm Rael(s) 

1 (iD Q Computer Tape(s) 
Number ^ Other (specily) 

10. Annual Accumulation •• 
O File Drawer(s) 

^ Q Miciofilm R66l(s) 
• Computer Tape(s) 

Number ^ Other (specily) 

11. File is Used 
• Daily D Weekly ^pt^onlhly 

12. File Becomes Inactive Alter 
• Month(s) a Year(s) 

Number. 

13. Cuiieiil Locatlon(s) (BIdg., Floor, Rooml 14. Is Record Series Duplicated Elsewhere? 
(11 yes, specify agency oj,ollice) 
• Yes pr No 

la . Access Restrictions U Yes ^^S"^ 
(II Yes, cite Law(s) & Regulation(s) 

16. Audit Requirements 

^/CT^None • Stale • Federal O Independent 

17. Is an Index System Used? (II yes. explain brielly and describe 
any hadware/sollware 

• Yes ^J3f-^ 

18. Recommended Retention 

Name and Title ol Preparer 

M i c h a e l A. C a n t w e l l 
Program Manager 

20. Telephone Number 

410-841-5870 

• 

IS. Date 

March 26, 2009 

bi,0-4 (Mev. \m 
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liisliuclioi)s • Ty|)e or l'iin( a separate lorin lor each 
new or levised record series, (orward with Record 
Rolontion Sdiodule (DGS 550-1) 

DEPARTMENT QF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
liisliuclioi)s • Ty|)e or l'iin( a separate lorin lor each 
new or levised record series, (orward with Record 
Rolontion Sdiodule (DGS 550-1) 

DEPARTMENT QF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 PAGE 1 OF / / 

-'oparliiient/Agency 

MD Dept. of A g r i c u l t u r e 
M o s q u i t o C o n t r o l S e c t i o n 

2. Division 

P l a n t I n d u s t r i e s and 
P e s t Management 

3. Unit 

14 

DEFINITION - RECOnO SERIES - A group ol related records normally lllod and used as a unit lor relerance as wall as retention and disposition purposes. 

4. Record Serios Title 5. Earliest Year/Lalesl Year 
i'^SXp to ^CfOf 

6. Rocord Series Description (Brielly describe the types ol Inlormationn/documenls/forms found In the series. Include the purpose or function ol the series. 

7. Record Series Forrnal(s) 

a Letter Size D Microfilm 

D Leynl Size • Computer Tape 

^^efUoiirid Book • Floppy Disk 

J Audio Tape D Video Tape 

a Olher (specily) 

8. Record Series Sequence 

• Alphabetical 

O Numerical 

O Chronological 

D Geographical 

Other (spedly) 

9. Volume 
D File Draw6r(s) 
Q Microlilrn Ra6l(s) 

lo D Computer Tapels) 
Number Other (specily) 

10. Annual Accumulation • 
• File Drawer(s) 
• Microfilm Reel(s) 

' D Computer Tape(s) 
Number AS Other (spedly) 

11. File is Used 
a Dnily a Weekly ^ja^onthly 

12. File Becomes Inactive Alter 
a Month(s) a Year(s) 

Number 

13. Current Locatlon(s) (BIdg.. Floor, Room) 

mm 30(^ 

14. Is Record Series Duplicated Elsewhere? 
(I( yes. specify agency or ollice) 
• Yes _;0r No 

15. Access Restrictions D Yes p/'fJo^ 
(11 Yes, cite Law(s) 8 Regulatlon(s) 

16. Audit Requirements 

J2(^<ix\9 • Stale • Federal • Independent 

17. Is an Index System Used? (If yes, explain brielly and describe 
any hadware/soltware 

^ Yes D No 

18. Recommended Retention 

Naine and Tllle o( Preparer 

M i c i i a e l A. C a n t w e l l 
Program Manager 

l i e cr.A 1 in \7M\ • -

20. Telephone Number 

410-841-5870 
2 l . Dale 

March 26, 2009 
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