DEPARTMENT OF GENERAL SERVICES | Schedule No.
RECORDS MANAGEMENT DIVISION 2489
RECORDS RETENTION AND
DISPOSAL SCHEDULE
Page 1 of 3
Agency Division/Unit
MD Department of Agriculture Office of the Secretary/Executive Direction
Item Description Retention
No. Supersedes Schedule 2221
1. General Correspondence Retain in office. Screen annually. Destroy

Series consists, but is not limited to
correspondence with departmental
units, other State agencies and ag
organizations and businesses
regarding such items as programs,
budgets, procurement, regulations,
personnel and administrative
procedures. May also include
memoranda, reports, studies,
surveys, investigations, press
releases, newspaper clippings,
directives and other miscellaneous
papers relating to the administration
of the Office of the Secretary.

2, Audit Reports
File contains legislative audits of the

programs and units with the
Maryland Department of Agriculture

material having no further administrative,
fiscal, legal, or operational value. Retain
permanently any material mandated by statute
or that serves to document the origin,
development, functions, and accomplishments
of the agency. Transfer periodically to the
Maryland State Archives

Retain for seven (7) years, then destroy.

Approved by Department, Agency, or
Division Representative.

Date A / z / 07
Signature /fg 1947 sz Ao

Type Name _ Roger Richardson

Title Secretary

Schedule Authorized by State
Archivist.

?_)&uw\ 0
Signature

Date




DEPARTMENT OF GENERAL SERVICES

Schedule No.

File contains the approved
organization charts for the Maryland
Department of Agriculture.

4, Boards and Commissions

File contains Secretary’s :
" | recommendations for nominations to
the department’s. Boards and
Commissions, appointment letters,
letters of recommendation from
outside sources

5. Contracts

File contains original documents and
executed copies of current contracts,
MOU’s, and grants administered
directly by the Office of the
Secretary.

16. Legislation
File contains copies of bills, fiscal

notes, testimony and general
correspondence relating to those
bills. Also includes a synopsis of
bills, hearings schedules and bill
TeView.

RECORDS MANAGEMENT DIVISION 2489
RECORDS RETENTION AND
DISPOSAL SCHEDULE
Page 2 of 3

Agency Division/Unit
MD Department of Agriculture Office of the Secretary/Executive Direction

Item Description Retention

No. |Supersedes Schedule 2221
3. Organizational Charts Retain permanently

Transfer periodically to the Mafyland State
Archives.

Retain for ten (10) years, then destroy.
Maintain permanent history of board and
commission members. Transfer periodically
to the Maryland State Archives.

Retain until expiration of contract and for five
(5) years thereafter, then destroy.

Retain for five (5) years, thengestroy.

DGS 550-1 (Rev. 10/92)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. 2489

Page 3 of 3

Agency ‘Division/Unit

MD Department of Agriculture Office of the Secretary/Executive Direction
item Description Retention
No. Supersedes Schedule 2221

7. NASDA, SASDA, SUSTA: Screen and retain

Series consists of, but is not limited to, correspondence with permanently all material

national and regional agricultural associations. This includes which serves to document the

minutes of meetings and policy recommendations. origin, development,

functions and
accomplishments of the
Department. Transfer
periodically to the Maryland
State Archives. Destroy all
other material which has
ceased to have any further
administrative value.

8. Board of Regents/University of MD: Retain for one (1) year,

File consists of items discussed at meetings. screen annually and destroy
all material which has ceased
to have any reference to
policy or administrative
value.

9. Public Information Requests:

File contains letters and responses for requests for information to
offices within the Department.

Retain for five (5) years then
destroy.

DGS 550-1A




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

siuctions - Type or Print a separale form for each
w or tevised record seties, forward with Record

7275 WATERLOO ROAD
ontion Schodule (DGS 550-1) P.O. BOX 275
. JESSUP, MARYLAND 20794 - - PAGE_|_OF & _
~sapatiment/Agency

2. Division

AG(&!CUL’TUILE . -

3. Unit

'(Q:r—‘((u:’ or THE SEU&ETW’-Y

EFINITION - RECORD SERIES - A group of relaled records normally filed and used es & unit for reference as well as retention and disposition purposes.

Record Series Tille :
CorecsPolneneE

5. Earliest Year/Lalest Year
to

Racord Series Descriplion (Briefly describe the types of informationn/documentsflorms found In the series. Include the purpose or function of the series.

/

[His

Fee

CoTA s (bRRESPOIINTDELCE . (WiT+ T DEpReTmMEUTAL 001755 AUD
'/R—{wu/uéu Avd  AdmwisTeATIVE QDCE DURES,

'. Record Series Format(s) 8. Record Serles Sequence 9. Volume
/ : & File Drawer(s)
Letter Size O Microfilm ©@ Alphabetical -~ O Microfilm Reel(s)
; ' ___9____ O Computer Tape(s)
O Legal Size ‘0 Computer Tape 0O Numerical Number 3 Other (specily)
O Bound Book O Floppy Disk O Chronological i
- . 10. Annual Accumulation -
3 Audio Tape O Video Tape O Geographical O Filo Drawer(s)
' . O Microfilm Reel(s)
QO Other {specily) O Other (specily) O Computer Tape(s)
————— Number 0O Other (specily)
e
11. File is Used . 12. File Becomes Inactive After .~ DEE 1§
O Daiy @ Weekly " Monthly O Month(s) O Year(s)
iy : Number
Seme  Ler VYeed Feeocuenst LY .

13. Curntem Locallon(s) (Bldg., Floor, Room) B

MDA  3pD Froce E)(::’a/:Du(&EdT‘o.U

14. is Record Serles Duplicated Elsewhere? Some Yes i©
{# yes, specify agency or office) CTHeL OBCices 1 &)
Yes O No Agewey

15. Access Restrictions 0O Yes
(Il Yos, cite Law{s) & Regulalion{s)

2 No

16. Audit Requirements

@ None D State O Federal O Independent

17. Is an index System Used? (M yes, explain briefly and describe
any hadware/soltware '
E( No

0O Yes

18. Recommended Relention

Sepeew [rovvsc

Keran materacs MasDATED Ea

StaruTeE
Name and Title o!_Preparér 20. Telsphone Number - 2Y. Date
Gropa Crpmeers Yo SYI-5FF0 '/ Z0 /o7
Cyee Hssoc e
JGS 550-7 (Rev. 1/93)

Figure 1
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tuclions - Type or Prind a separate form for each
1 ot revised rocord seties, forward with Record

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY"

‘ 7275 WATERLOO ROAD
onlion Schodule (DGS 550-1) P.O. BOX 276
o . JESSUP, MARYLAND 20794 - - PAGE_2 oF F_
~epartmentAgency 2. Division 3. Unit
P OFFice oF THE
AcrievcTorE SceceeTheY

iFINITION - RECORD SERIES - A group of related records normally fled and used as & unit for reference as well as retontion and disposition purposes.

Record Series Tille

AvdiT ‘ ;EpozTS

5. Earliest Year/Latest Year
ROt g 200§

Record Series Description (Briofly describe the types of informationn/documents/torms found Ain the series. Include the purpose or function of the series.

Fice [ém.,us‘ (ECiscAaTivE AuD TS, OF THE “Roceams ALD

UwiTs wiTH TTHE MDA

. Record Serles Fotmal(s) 8. Record Series Sequence 9. Volume
. A ) & File Drawer(s)
oot Sizo O Microfilm o Aiphabetical , O Microfilm Reol(s)
! l 0O Computer Tape(s)
O Lega Size D Computer Tape . O Numertical Number 0 Other (specity)
O Bound Book. - O Floppy Disk D Chronological ,
. 10. Annual Accumulation -
J Audio Tape 0 Video Tape a Goographiwl O File Drawer(s) -
. : e x -0 Microfitm Reel(s)
0 Other {spocily) 0O Other (specily) O Computer Tape(s)
—_— Number 0O Other (specily)
11. Fileis-Used - 4 12. File Becomes Inactive After
O Daily 0 Weokly 'O Monthly _z O Monthis) & Year(s)
a7’ Closereiecy
13. Cunient Location(s) (Bidg., Floor, Room) - 14. Is Record Serles Duplicated Elsowhere?
. (if yos, specily agency or office)
MDA 3eD Foor Ex5¢/D£ECTIDA) O Yes a No
15, Access Rostrictions O Yes 2 No 16. Audit Requirements
{# Yes, cite Law(s) & Regulation(s) ) . :
& None O State O Federal O Independent

17. Is an Index System Used? (If yes, explain briefly and describe

18. Recotrsmendod Roteﬁ!ion

any hadware/software ’D oy
| o e Z sTeoY
a Ye; B/No . . 7 \/ € ) I ‘ )
-
‘Name and Titls of Preparer 20. Telephone Number

GLDZ(A CH’MBEM

Exece  Assoc

Figure 1
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. R : DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY-
tuctions - Type or Prinl a soparate form for each RECORDS MANAGEMENT DIVISION
ot tevisad record setiss, lorward with Record 7275 WATERLOO ROAD
onlion Schodule {(DGS 550-1) _ P.O. BOX 275 pe
~ . . JESSUP, MARYLAND 20794 - - PaGE_Z oF .

~soparinenVAgency 2. Division 3. Unit

[_1 7 e COFFIcE OF THE

FERICULTURE

SecesTAey

iFINITION - RECORD SERIES - A group of related records normany filod and used as a unit for reference as well as retention and disposition purposes.

Record Series Tille

(@6 AL ZA—I o/oAu CM@Ti

5. Easfiest Year/Latest Year
2000 to 2009

Racord Series Descriplion (Briefly describe the types ol informationnvdocumentsfiorms found In the series. "Inchide the purpose or function of the serios.

Fices Cpo,umnus i He

PepeouEin
@ZQAMZA‘\‘IouAL Cuaets  Tor .' moa

-

. Record Series Formal(s) 8. Record Serles Sequence 9. Volume
.. . ' ‘ . @ File Drawer{s)
@ Letter Size 0 Microfilm O Alphabstical D Microfiim Reel(s)
: / O Computer Tape(s)
O Legd Size O Computer Tape & Numerical Number O Other (specily)
O Bound Book - O Floppy Disk 0. Chronological ‘
' ' 10. Annual Accumulation -
1 Audio Tape 0O Video Tape ~ O Geographical a : D Filo Drawer(s)
C ) o - -0 Microfilm Reel(s)
© Other {specily) O Other (specily) O Computer Tape(s)
—_— Number O Other (specily)
11. File is-Used : _ 12. Flio Becomes Inactive Aer i T 1S VP DAED
O Daily 0 Weakly '3 Monthly —_— O Month(s) 0O Year(s)
. Number
13. Cunent Location(s) (Bldg., Floor, Room) - 14. 1s Record Serles Duplicated Elsewhere?

(if yes, speclly agency or office) N i
—_ - - ‘ OTHER OFFiceEs
MDA 2eD l—woore Exec De. @~ Yes O No o MDA
15, Access Restrictions O Yes ‘B No 16. Audit Requirements
(1 Yes, cile Law(s) & Regulation{s) C L
@ Nore D Stats O Federal O Independent

17. Isan Index Syslem Used? (it yos, explain briefly and describe
any hadware/software

o No

0O Yes

18. Recommendod Retention
P"TI‘H,U @m AL &0 TLY
Teavsecer pvaoot(,AcL\( To
Mo Stare Aeaives

-Name and Tile of Preparer
Grogia Cuampcrs
Eyeea 'A‘Ssuc._'

Fiqure: 1
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DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY:-{

gl_f_c!}p_:gi_s «Type or Print a sepﬁra!e forn for sach . RECORDS MANAGEMENT DIVISION
' o tevised record seties, forward with Record 7275 WATERLOO ROAD —
antion Schodule (DGS 550-1) _ o P.O. BOX 275 o
' . .~ JESSUP, MARYLAND 20784 - - PAGE_4_ oF & _
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Secre TR

FINITION - RECORD SERIES - A group of related records normalfly fled and used as a unit for reference as well as retention and disposition purposes.
Record Series Tille
 —

. 5. Earn?l Year/Latest Year
/ ) hpues
QARDS ALD _(Domm:ss: oS 1999w 2007

Racotd Seties Description (Briofly describe the types of informationtvdocuments/fiorms found in the series. Include the purpose or function ol the series,
= CD j 5 3:6@‘ TAeN Q"‘ oD ATIOLS For Uc‘m:u,@‘ﬁcus =)
p“_l: O TR L 5 SECk e ts ECCMM S L DATHOLD ‘ A
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b
* 1
1

P 2 _ . . —~— ' .
(eTERS 0= KSCommEADATION oM CUTSDE Douead s
. Record Serles Formal(s) ) 8. Record Serles Sequence ) 9. Volume P
T i . . o @~ File Drawer(s)
Letter Size O Microfilm { Alphabetical ' O Microfilm Reel{s)
: : . . { O Computer Tape(s)
O Legal Size 03 Computer Tape o O Numerical : Number 3~ Other (specify)
- ‘ : : BimDee-
O Bound Book - O Floppy Disk - . DO. Chronological : ‘
: : . o 10 Annual Accumulation -
1 Audio Tape 0 Video Tape o O Geographical ) O File Drawor(s)
L : ’ e . -0 Microfilm Reel(s)
0 Other {specily) D Other (specily) » O Computer Tape(s)
_— Number 0O Other (specily)
11. Filsis Used . ) ‘ 12. File mes Inactive After )
. O Daily . 0 Weekly ‘0 Monthly Lo © Month{s) & Year(s)
- @u.{\mmu#
13. Cunent Locatlon(s) {Bldg., Floor, Room) B 14. Is Record Setles Duplicated Elsewhere? )
(I yps, specily agency or office) O OTHER OF=ICES
MDA 2D FoerR Eyxec DR . Yes 0 N Lo MDA
15. Access Restrictions O Yos afo ' 16. Audit Requirements
(! Yos, cile Law{s) & Regulation(s) : o '
B/None 0O State O Federal D ndependent
17. Isan Index System Used? (I yes, explain briefly and describe 18. Recormmended Retention o > v
— - = e & ~\
_ any hadwarelsoltware - 195_7” O jo Yenes THEO & STRe
O Y @M Mo vras ' Haemaveor [{istory oF
TRopRD AL Commission MEMBER
TTEALS. RPER D‘niOD'(—ﬁLL\/ Te ,Qﬁ(,m\/es
Name and Tils of Preparer 20. Te'lephom Number ‘ 2. Date -
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S
'é.u;a(.—'\- ce-LAmt%ens . , ’/30/3‘/’




—————

. _ DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY'
tuctions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION '
! ot tevisad record serles, forward with Record 7275 WATERLOO ROAD
ontion Schodule {(DGS 550-1) , P.0. BOX 275
o . | JESSUP, MARYLAND 20784 - - PAGE 5~ OF _7_

Jopartment/Agency 2. Division 3. Unit

. : ' . . T lgEieE ocF THE

A’(“”‘JVQ(G,ULTUIZE . - S _ Cerres

SeEcreTarY

FINITION - RECORD SERIES - A group of related rocords normally filed and used ap a unit for reference as well as retsntion and disposition purposes
Record Seties Tile

5. Earfiest Year/l.aleslyYear
' ' (95T 02005
OMNTRACTS : :

Racord Seties Description (Briefly dascribe the types of informationvdocumentsforms found lin the series. Include tho purpose or lunction of the series

am— + 7/ * " . N P erd
e ODNW’-H,U 5 é)ea@w,a(g ’_DO(:.O.% SUTsS ALDd CxecoTeEd Copred
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Record Serles Formal(s) 8. Rocord Series Sequence  * 9. Volume ,
o | . @ File Drawer(s)
& Lotter Sizo O Microfilm O Aphabelical O Microfitm Resl(s).
i J . B 2 0O Computer Tape(s)
{Legal Size O Computer Tape - Numerical : Number 0 Other {specily)
O Bound Book - 0 Floppy Disk . o Chronological ' i
. : ) : 10. Annuatl Accumulation -
3 Audio Tape O Video Tapse : O Goographical . D File Drawer(s) -
o, : S . . -0 Microfilm Roeel{s)
O Other {spocily) O Other (specily) _ » O Compulter Tapol(s)
- Number O Other {specily)
TRy S
1. Fileis-Used S 12. File Becomes inactive After See *I¥
0O Daily : &' Woekly 'O Monthly e O Month(s) O Year(s)
. Number '

13. Cunent Localion(s)  (Bldg.. Floor, Room) -

14. Is Record Serles Duplicated Elsewhore? 7 ., = /D4

sio Tiooe P 3 o s e A
Moa 28D Froor oom ZJo2  f | o
15. Access Restrictions O Yos 8" No o 16. Audit Requirements
{1 Yes, cite Law(s) & Regutation{s) . ’ ’ S '
@ Nore D Stals O Fedoral D Independent
17. Isan lndex System Usod? (lt yes, explain briefly and describe 18. Recormmended Rotenﬁon .
any hadwatelso"ware -
) - . : //\D-'jn.u UUTi o c;y.P/ILL.D A—AJD‘ Foe
O Yes o'No Co Fwe Yeaes THeRE f—h—-TE’Z 77+éw
DesTrey
-Name and Tils of Preparer 1 20. Telephone Number : ' 2). Date -
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‘igure- 1
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-

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTOR'\?

) 7275 WATERLOO ROAD
ontion Schodule (DGS 550-1) P.O. BOX 275 . : G
- . JESSUP. MARYLAND 20794 - - PAGE & OF 7 _
Jepartment/Agency 2. Division 3. Unit
- OErICE  OF THe
AcricecTune

S EcRrETARY

iFINITION - RECORD SERIES - A group of relaled records normally filod and used as a unit for reference as well as rolonllon and disposition purposes

Record Series Tille

Leciscarion

5. Earfiest Yoar/Latest Year
ROO( o ROVG

Racord Saries Description (Briefly describe the types of informationn/documents/forms found In the series. Include the putpose o function of the series

Eices  Chomaaw’

CopEes oOF

MDA Biees

AuD orrer Acexed Bices

D 4 34
THAT MDA TRAEISS Fiscac Meres TTESTImonS . AND SEVER A

=igure 1

A .
Coreff E sPo,.aenic Eew‘\ua To THEE Bills: Ao et ‘)D &3 ?
1< ‘ _ N L - W
SVYoPs s oF 'giuﬁ, Herviwe Spuddvces AND ’P)‘ L "")"'W &
AxD TESTEmovy.
. Record Serles Formal(s) 8. Record Serles Sequence 9. Volume
: Co : I > E( File Drawer(s)
& Cotter Size O Microfitm O Alphabatical - O Microfilm Reel(s)
i 2 3:/«:5 O Computer Tape(s)
O Legal Size O Computer Tape B/ Numerical Numbor 5{: ;%VL_ B~ Other {specily)
. = .
OBound Book - O Floppy Disk 'O Chronological '
10. Annual Accumulation -
3 Audio Tape O Video Tape - O  Geographical D File Drawer(s)
oo : o N O Microfilm Reel(s)
O Other {specily) O  Other (specily) o} ’37\53 O Computer Tape(s)
. Number B Other (specily)
11, File is-Used : . 12. fhe Beeomas Inactive After )
a/o-my O Weekly O Monthly O Monlthis) O Year(s)
. Numb
ASD - P@'&loﬁ icALLY o
13. Cunent Location(s) (Bldg., Floor, Room) I - 14. Is Record Serles Dupiicated Elsewhore?
; (I yes, specily agency or office)
moa 2pp Fuor @Gam 2o O VYes m/m No
15, Access Restrictions DYes BNo 16. Audit Requiraments
{} Yos, cite Law(s) & Regutation(s) o ‘
. B/None 0O State O Federal D Indopendent
17. Isan |ndox System Used? (H yes, explain bﬂelly and describe 18. Recommended Retention
“any hadware/software — -
O Yes No . .
‘ | “ThHeo ~wESTROY
-Name and Tite of Preparer 20. Te‘lephone Numbsr 2). Date
QtOﬂlw’-\ C’WB@ZS_ : ?q(-b ?80 /30 /09
. Yo
- EByec  Assoc e :
JGS 550-T (Hev. 1/9)) = ——




. DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY:
ftuctions - Type or Print a separale form for each . . RECORDS MANAGEMENT DIVISION '
v or tevisad record series, forward with Record 7275 WATERLOO ROAD
tontion Schodule (DGS 550-1) P.0. BOX 275 ' . P
. . JESSUP, MARYLAND 20794 - - PAGE 7 OF _7_
Jopartinent/Agency 2. Division 3. Unit
: . : 4 . OFERICE OfF THE
Ac;e GLCTURE ‘ ) ' . Secr ARy

iFINITION - RECORD SERIES - A group of relaled records normally flled and used as a unit for reference as well as retention and disposition purposes
Record Series Title

5. Ear'gegl Year/Latest ;ear
[ 710 FO0
Basoa Sﬂsy\ Susm —

Racord Series Description (Briefly describe the types of informationn/documents/lorms found In the series. Include the purpose or function of the series

. —_ - ' CoprpEsPors DeMd CE
eres (bpsisrs oF F/ga‘t ﬂ)‘“ ComiTEs T2

A SScc i ATIOS,
FOTd THRe MATiecac AL l‘\CZ;loUAL A@Eth“TUPL {

L- THS N CloDes Mwetes oF /ne"‘f""/k-}@‘-‘. A > Beiey '

‘iT\‘L‘:'(’o{n M DATiou S

. Record Serles Férmat(s) 8. Record Serles Sequence 9. Volume
. - . B/File Drawer({s)
O Letter Size 0 Microfilm O Alphabetical 0O Microfilm Reel(s)
; . . { O Computer Tape(s)
O Logal Size O Computer Tape o B/Numeliwl : Number O Other (specify)
O Bound Book - O Fioppy Disk D Chronological :
. 10. Annual Accumulation -
J Audio Tape - O Video Taps o O Geographical . O File Drawer(s) -
o ) v n- . D Microfilm Reel(s)
0 Other (specily) O Other (specily) O Compuler Tapels)
: Number * O Other (specily)
11, Fileis-Used : ‘ 12. File Becomes Inactive After S €& (8
O Daily 0 Weekly O Monthly — O Month{s) O Year(s)
— Numb
Iardey  Gre o
13. Cunent Localion(s)  {Bldg., Foor, Room) -

14. Is Record Serles Duplicated Elsewhere? S',_\m e MNat=iAls

(f yos, speclly agency oroffice) |\, N<5r Seeechrys
MDA  3eD Floor L_yac_o?”,l o B Yes g No PR
1S. Access Restrictions O Yes  &No 16. Audit Requirements
{1 Yos, cite Law(s) & Regulation(s) - C '
B None O State D Fedoral O independent

17. Isan Index System Used? (I yes, explain briefly and describe

18. Recommended Rotention
“any hadware/soltware

o T Saeeee Auvcacey Aud Deseoy
o ve oM. TraT MaTerAc (e Has Cesed
Havs A 11%‘(’-‘8)@?;1;(’_& oF Qoucv
L o or AdmuwisrATive UAL-JG
-Name and Title of Preparer
/ ‘3 0‘}

Qoria Crambers
G5 5504 {Rev. 1753} e e ———— e )

Exea Psseciss
igure 1

20. Telephone Number
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Z\ Date -




tuclions - Type or Print a separate form for each
v or revisad record serias, forward with Record

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

;]

: 7275 WATERLOO ROAD —
lontion Schadule (DGS 550-1) P.O. BOX 275 ¢ 9
- .« . JESSUP, MARYLAND 20784 - - PAGE _Y OF _7_
~sopartinent/Agency 2. Division 3. Unit
. ' CEFICE o©E THe
Acacocruee

iFINITION - RECORD SERIES - A group of related records normally fled and used as & unit for reference as woll as retention and disposition purposes.

Record Series Tille

. 8&4\&“\) o= ';Ece,uTs/(jcavaas,w o= "o

5. Easfiest Year/Lalest Year
K08¢ 209

Racord Series Description (Briefly descsibe the types of informationvdecumentsfiorms found _ln the series. Include the purpose or function of the series.
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Record Seties Formal(s) 8. Record Series Sequence 2. Volume )
’ . . . : File Drawer(s)
E)/Leller Size O Microfilm O Alphabetical O Microfilm Reel(s)
; . pd / O Computer Tape(s)
O Legdl Size O Compuler Taps 0  Numerical Number 0 Other {specily)
O Bound Book. - [»] Floppy Disk O Chronological )
! . 10. Annual Accumulation -
3 Audio Tape 0 Video Tape O Geographical O File Drawer(s) -
: ' oy 'O Microfilm Roel(s)
O Olher {specily) O Cther (specily) O Gomputer Tape(s)
———— Number - O Other (specily)
= T
t. Fileis.Used : ) 12. File Becomss Inactive ARer SGC' !
O Daily O Weokly O Monthly — O Month(s) O Year(s)
. . Number -
£acety — et ar Ace :
3. Cuniemt Locatlon(s) (Bldg., Floor, Room) - 14. Is Record Setles Duplicated Elsewhere?
) * (i yes, spedily agency or office) -
=N
MDA 2> Froor keam EL O Yes g No
5. Access Restriclions O Yes "B No 16, Audit Requirements
(I Yes, cite Law(s) & Regulation(s) . .
3~ None D State 0 Federal O Indopendent

i7..1s an Index System Used? (If yes, explain briefly and describe

“any hadwarel/soltware
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18. Recommended Retontion
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iskructions. - 1 ype_or Priit & separale form for each

5./.':!
AGENCY RECORDS |NVENTm§
Bw of teviséd record series, forward with Record

5
od re _ 7275 WATERLOO ROAD —
'elontion Schodule (DGS 550-1) P.O. BOX 275 5 g |
JESSUP, MARYLAND 20794 PAGE _Y_OF _7_
~eparinsnt/Agency 2. Division 3. Unit )
EEeE oOF THE
Acecoctee ] Dececmey

JEFINITION - RECORD SERIES - A group of related records normally filed and used as & unit for reference as well as retention and disposition purposes. j
I. Record Seties Tille

- 5. Earliest Year/lale;t Year
— N . 2L CA to REO
(Q&u c A pogmatiow EQRUEST S -

5. Racord Serles Description (Briefly describe the types of informationn/documents/iorms found in the sersies. Include the purpose or function of the saries.

Fice Churhivs (aTmers Aud Resppses For
Revoeors x  ItcoemaToc 0 GFFRees

(oiTHIL THE PefPaeTmedn

7 Racord Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
(ﬂellel Size 3 Microfilm O Alphabetical 0O Microfilm Reel(s)
R A O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number W Other (specify)
Conmpomze FieE
0 Bound Book O Floppy Disk E{ Chronological
10. A 1 A lation -
4 Audio Tape O Video Tape O Geographical ninual Accumuis 5 File Drawer(s)
. . 0  Microfilm Reel(s)
0 Other (specify) 1 Other (spocily) O Gomputer Tape(s)
Numbser a Other (specify)
11, File is Used 12. File Becomes Inactive After )
O Daily 0 Weekly O Monthly 5 0O Month(s) B~ Year(s)
. Number
OCC A i Ao
13. Cunient Location(s) {Btdg.. Floor, Room) B 14. |s Record Serles Duplicated Elsewhere?
(If yos, specify agency or office)
MDA O Yes @ No
15. Access Restrictions O Yes @ No 16. Audit Regqulrements
(it Yos, cile Law(s) & Regulation(s)
7" None O State 0O Federal D Independent
17. Is an Index System Used? (if yes, explain briefly and describe 18. Recommendsd Retention
any hadware/software
- : ’DETA-. n For 5 Yenes
g Yes 2" No /
THeL ARCHIVE
Name and Titis of Preparer 20. Telephone Number 21. Date
, —os e
(OL VA AMAER do ffl-S §§0 //30/09
Eyece. AsSsodiATE
JGE 5504 (Rev. 1793 -

Figure 1




