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RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
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Agency

Division/Unit

Maryland Department of Transportation

State Highway Administration

Office of Information Technology

Item
No.

Description

Retention

Contract Files

State contracts and purchase orders for Information Technology
(IT) equipment or services and related invoices and vouchers.

A. Single-year Contracts
Organized by vendor name

B. Multi-year Contracts
Organized by contract number

Retain onsite for two (2) years
after expiration of contract then
transfer to the State Records
Center for an additional five (5)
years and destroy.

Schedule Approved by Department, Agency,
or Division Representative.

Date

Signature alcwnza ZM

Typed Name JAMES E. YARSKY

Title

7/28/09 Date

Schedule Authorized by State Archivist

3&,{76%

Signature W@W

Director, Information Technology

DGS 550-1




INSTRUCTIONS -TYPE OR PRINT A SEPARATE FORM FOR
EACH NEW OR REVISED RECORD SERIES. FORWARD WITH
RECORDS RETENTION SCHEDULE (DGS 550-1)

. DEPARTMENT/AGENCY MO O T

DEPARTMENT OF GENERAL AGENCY RECORDS INVENTORY

SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

. Page | Of Q
P.0. BOX 275-JESSUP, MARYLAND 20794

otk e of Trfor malion

3. UNIT —
\ ecb\/\olot\\./

2. DIVISION S 4 by Hfj‘"""‘Y Admin_

DEFINITION - Records series — A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORDS SERIES TITLE ( _\/
4 ra(),

=

"5. EARLIEST YEAR/ LATEST YEAR

le} Joo Jdocq

TO

Seruites cond H\_&’( Co(f“{)m»dt"j

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

Shate (15,4/(4(;!“ ind Qu.rcl«asc ordats Lo Taformadsn TCC\’V‘O\‘DY (1 Q%‘-’.\e"k”\*— ond-

inveices  end  Vpuchers. TL‘“SC Ciles Loncken as
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7. RECORD SERIES FORMAT(S)

Legal Size

Microfilm
Computer Tape

Bound Book Floppy Disk

Audio Tape

Video Tape

Other (Specify)

9. VOLUME

Ha

Number

8. RECORD SERI

File Drawerls) MeX
Microfilm Reel(s)
Computer Tape(s)

Other (Specify)

Alphabetical

Numerical

Chronological

10. ANNUAL ACCUMULATION

viere REel(s)

@ Computer Tape(s)
_ \Y/  Other (Specify)

Number

Geographical prex

Other (Specify)

11. FILE IS USED

Weekly Monthly Annually

12. FILE BECOMES INACTIVE AFTER

B S

Number ‘

Month(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

14; IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

@ _No Firencial  Toaformebon ™ FMIS

L .
To1 N, Calvect (7 Eleor
15. ACCESS RESTRICTIONS If yes, cite law(s) & regs

&

Yes.

16. AUDIT REQUIREMENTS
,8@ m Independent
S

None

N

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any software/hardware) '

&

Yes

1o on-sike Lo & yeers

18. RECOMMENDED RETENTION (| e)m.v\
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19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

7/(5 709

Joseph C:a*b; Chef o OV (enhtack
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