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DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
- -- -- 

Schedule No. 2619 

Page 1 of 3 

Agency ~ e ~ a r t m e n t  of Human Resources DivisionlUnit 
Child Support Enforcement Administration 

Item 
No. - 

1 

Date Date z /Z 

Signature 

Title FacilitvNVarehouse Administrator 

--- --- * 

Description 

This schedule supersedes Schedule # 1023-7 in its entirety 

ADMINISTRATIVE RECORDS 

Executive Director's and Director's General Correspondence 

Subject arrangement of original incoming Ictters, copies of 
outgoing letters, memoranda, and other material relating to tlie 
fiinctions of the Child Support Enforcement Administration 
(CSEA). 

Retention 

Retain for three (3) years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer every three 
(3) years to the Maryland State 
Archive for permanent retention 
any material that serves to 
document the origin, 
development, and 
accomplishments of the of'fice 
and has continuing 
administrative, fiscal, lesal, or 
historical value. 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation - -- Sheet) 

Schedule No. 2619 

Page 2 of 3 

Agency DivisionlUnit 

Item 
No. 

2 

3 

4 

DGS 550-1A 

Description 

General Administrative File 

Si~hject arrangement of original incoming letters, copies of outgoing 
letters, memoranda, reports, studies, surveys, investigations. press 
releases, newspaper clippings, legislative reference material, 
directives and other miscellaneous papers relating to the CSEA. 

Case Records 

The case record may contain all or some of the following 
documents: Application for services, assignment of support rights, 
court orders, notice of direct payments and any notarized 
docunlentation received. These documents niay contain all or 
some of the following information sucli as name, address, birth date 
of applicant, social security number (SSN), employer information. 
children in need of support-names, birthdates. SSN, and 
relationsliip to applicant. 

- Le~islative Records 

This file consists of original and supporting documents in response 
to proposed State legislation, which may include testimony. 
analysis and estimates of fiscal impact. 

Retention 

Retain for three (3) years and 
destroy material that is no 
longer needed for current 
business with the following 
exception. Transfer every 
three (3) years to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin. 
development, and 
accomplishments of the officc 
and has continuing 
administrative. fiscal, legal, 
or historical value. 

Retain for three (3) years after 
case is closed or until all audit 
requirements are fi~lfilled, 
wliicliever is later, and then 
destroy. 

Retain for ten ( 1  0) years. and 
then destroy. 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 2619 

Page 3 of 3 

Item 
No. 

1 ( This file consists of a record of summarized hearing and final 

Agency DivisionlUnit 

Description 

5 

This report identifies individuals who filed injured spouse claims 
and identifies any other adjustments that have been made to federal 
tax returns. 

Tax Refund Intercept Program (TRIP) and Tax Refund Offset 
(TROP) Appeal Decision Reports 

Child Support Accounting Records - Central Office 

Check copies along with backup documentation 
Cancelled checks 
Bank statements 
Accounting Reports 
General Accounting Records 

Retention 

Retain for seven (7) years or 
until such time all challenges 
or audit requirements have 
been completed. whichever is 
later and then destroy. 

Retain for seven (7) years or 
until the completion of audit 
requirements, whichever is 
later, and then destroy. 
Ref: American Institute of 
Certified Public Accountants 

Retain records on site for one 
( I )  year, then retain at DGS 
for twenty-one (2 I)  years or 
until all audit requirements 
are fulfilled. whichever is 

I I I 1 

DGS 550-1A 

- 



Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCYRECORDS~NVENTORY 

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION 

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road. P.O. Box 275 
PAGE 1 OF 6 -  

Jessup, Maryland 20794 
410-799-1930 

1. DepartmenVAgency 2. Division 3. Unit 

Department of Human Resources Child Support Enforcement Administration Local Child Support Enforcement Agencies 

I I 
DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 5. Earliest YearILatest Year 

Application for Services I to To be complete by each local 

jurisdiction. 

6. Record Series Description (Briefly describe the types of informationldocumentslforms found in the series. Include the purpose or function of the series.) 

The application provides information such as name, address, birth date (DOB) of applicant, social security number (SSN), employer information, children 

in need of support-names. DOB, SSN, and relationship to applicant. Also provides applicant's relationship to the noncustodial parent (NCP), court order 

information if available and NCP's information to include but not limited to name, address, DOB, SSN and employer information. 

7. Record Senes Format(s) List all 8. Record Series Sequence 9. Volume 

Letfer Size Microfilm 

q Legal Size q Computer Tape 

q Audio Tape q Floppy Disk 

Bound Book Video Tape 

q Other (specify) 

1 1. File is Used 

q Daily Weekly Monthly Annually 

To be completed by each jurisdiction. 

Alphabetical 

Numerical 

Chronological 

Geographical 

(To be completed by each jurisdiction) 

Number 

File Drawer(s) 

Microfilm Reel(s) 

Computer Tape@) 

Other (speclty) 

Other (specify) 

To be completed by each 

10. Annual Accumulation 

(To be completed by each jurisdiction) 

jurisdiction I 
File Orawer(s) 

Microfilm Reel(s) 

q Computer Tape@) 

other (specify) 

12. File Becomes Inactive Afler 

Number Month(s) Year@) 

I 3  Current Location(s) (Bldg., Floor. Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

TO be completed by each jurisdiction Yes NO 

Electronicallv duolicated In the Child S u ~ ~ o r t  Enforcement Svslem (CSESI 

15. Access Restrictions (If Yes. cite Law(s) 8 Regulation(s) 

q Yes rn No 

16. Audit Requirements 

rn None q Stale q Federal Independent 

17. Is an Index System used7 If yes, explain briefly and describe requirements 1) O"n O N 0  II 18. Recommended Retention 

Retain for three (3) years after case is closed or until all audit 

11 To be completed by each jurisdiction. 11 requirements are fulfilled, whichever is greater. 11 
19. Name and Title of Preparer 20. Telephone Number 21. Date 

Patsy Chappell 41 0-767-7455 

Program Specialist 

OGS 550.4 (Rev 1'91) 



I 

Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepartmenffAgency 

Department of Human Resources 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

2. Division 

Child Support Enforcement Administration 

AGENCYRECORDSINVENTORY 

PAGE Z OF 9 

3. Unit 

Local Child Support Enforcement Agencies 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 

Child Support Records 
5. Earliest YearILatest Year 

to (To be complete by each 

local jurisdiction.) 

6. Record Series Description - May include but not limited to the following documents; Assignment of Rights, court orders, interlintra state incentive forms, 

fiscal report. 

7 Record Ser~es Fonat(s) List all 

rn Letter Size Microfilm 

Legal Size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8. Rewrd Series Sequence 

Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specify) 

To be completed by each 

jurisdiction 

9. Volume 

(To be completed by each jurisdiction) 

Number 

1XJ File Drawer(s) 

Microfilm Reel(s) 

Computer Tape($ 

Other (specify) 

10. Annual Accumulation 

(To be completed by each jurisdiction) 

Number 

File Drawer(s) 

Microfilm Reel@) 

Computer Tape(s) 

Other (specify) 

11. File IS Used 

Daily Weekly Monlhly Annually 

To be completed by each jurisdiction. 

13. Current Location(s) (Bldg.. Floor, Room) 

To be completed by each jurisdiction 

15. Access Restrictions (If Yes, cile Law@) 8 Regulation(s) 

Yes No 

17. Is an Index System used? If yes, explain brietly and describe requirements 

Yes No 

TO be completed by each jurisdiction. 

12. File Becomes Inactive After 

Number Month(s) Year(s) 

14. Is Record Series Duplicated Elsewhere7 (If yes, specrty agency or olftce.) 

1XJ yes NO 

Electronically duplicated in the Child Support Enforcement System (CSES) 

16. Audll Requirements 

rn None State Federal Independent 

18. Recommended Retention 

Retain for three (3) years after case is closed or until all audit 

requirements are fulfilled, whichever is greater. 

19. Name and Title of Preparer 

Patsy Chappell 

Program Specialist 

I>(:S s s o n  ( R e v  11s:il 

20. Telephone Number 

41 0-767-7455 

21. Date 



lnstmctions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

Department of Human Resources 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

2. Division 

Child Support Enforcement Administration 

AGENCY RECORDS INVENTORY Y 
1 3. Unit 

24 Local Child Support Enforcement Agencies 

(1 DEFINITION: RECORD SERIES: A group of relatld records normally filed and used as a unit for rGerence as well as retention and disposition 11 
4. Record Series Title 

Case Records Item 3 

- 

[ 5. Earliest YearlLatest Year 

I 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the 

series.) The case record may contain all or some of the following information: Application for services, assignment of rights, court orders, 

direct notice of payments and any notarized documentation received. 

7 Record Series Format(s) List ell 8. Record Series Sequence 9. Vdume 

Laffer Size [7 Microfilm 

L q a l  Size [7 Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

[7 Other (specify) 

Alphabetical 

Numerical 

Chronological 

Geographical 

Other (specW) 

rn File Drawer(s) 

Microfilm Reel(s) 

Computer Tape(s) 

[7 Other (specify) 

10 Annual Accumulation 

File Drawer@) 

Micmfilm Reel@) 

[7 Computer Tape@) 

I I Other (spectfy) 
11. File IS Used 12. File Becomes Inactive After 

rn Daily Weekly Monthly rn Annually 

13. Current Location(s) (Bldg., Floor, Room) 

IS. Access Restrictions (If Yes, cite Law@) & Regulation(s) 

rn Yes No 

14. Is Record Series Duplicated Elsewhere? (If yes, spec@ agency or &Ice.) 

Yes No 

Electronically - Chtld Suppon Enforcement System (CSES) 

16 Audit Requirements 

None [7 Slate Federal Independent 

17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention 
Yes [7 NO 

Three (3) years after case is closed or until all audit requirements 

are fulfilled, whichever is greater, and then may be destroyed. 

45 CFR part 74 (federal requirement) 

I 1  

19. Name and Title of Preparer 20. Telephone Number 21. Date 

Kendra Jobe 410-767-8918 

Facility~Warehouse Administrator 

OGS 5504 (Rev 11931 



L 

- 

AGENCY RECORDSINVENTORY 

pl PAGE d OF 

3. Unit 

Executive Director's Office 

Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepartmenVAgency 

Department of Human Resources 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-799-1930 

2. Division 

Child Support Enforcement Administration 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Executive Director's and Director's General Correspondence 

Item 1 

5. Earliest YearILatest Year 

to 

6. Record Series Description (Briefly describe the types of informationldocumentslforms found in the series. Include the purpose or function of the 

series.) Original incoming letters, copies of outgoing letters, memorandums, and other material relating to the 

functions of the Child Support Enforcement Administration. 

7. Record Senes Format(s) L~st all 

rn Lefter Size Microfilm 

Legal Size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Vteo  Tape 

Other (specify) 

8. Record Series Sequence 

rn Alphabet~tal 

Numerical 

Chronological 

Geographical 

Other (specify) 

9. Volume 

Number 

File Drawer@) 

Microfilm Reel@) 

Computer Tape@) 

Other (specify) 

10. Annual Accumulation 

Number 

File Drawer@) 

Microfilm Reel(s) 

Computer Tape($ 

other (spew)  

1 1. F~le IS Used - As needed 

Daily Weekly Monthly Annually 

13. Current Location(s) (Bldg.. Floor. Room) 

31 1 W. Seratoga St. 3d Floor 

15. Access Restrictions (If Yes, cite Law(s) 8 Regulation(s) 

Yes rn No 

17. IS an Index System used? If yes, explain briefly and describe requirements 

Yes rn No 

12. File Becomes inactive ARer 

Number Month(s) Year(?.) 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or ofice.) 

a y e s  No 

16. Audit Requirements 

bg None rn State rn Federal Independent 

18. Recommended Retention 

Three (3) years, then destroy. Directives and other materials relating to 

planning and policy that illustrate the development of the child support 

program shall be retained permanently for eventual transfer to the Hall 

of Records. 

21. Date 19. Name and Title of Preparer 

Patsy Chappell 

Program Specialist 

LIGS 5511.8 (Rev 1193) 

20. Telephone Number 

41 0-767-7455 



Instructions -Type or Print a separate form for I DEPARTMENT OF GENERAL SERVICES I AGENCY RECORDS INVENTORY 

each new or revised record series. Forward 1 RECORDS MANAGEMENT DIVISION 1 
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 

PAGE 5 OF 9 
Jessup, Maryland 20794 

410-799-1930 

1. DepartmenVAgency 2. Division 3. Unit 

Department of Human Resources Child Support Enforcement Administration Executive Director's Office 

I I 

DEFINITION: RECORD SERIES: A qrouD of related records normallv filed and used as a unit for reference as well as retention and disoosltion - .  
purposes. 

4. Record Series Title 5. Earliest YearlLatest Year 

General Administrative File I to 

Item 2 

6. Record Series Description (Briefly describe the types of informationldocumentslforms found in the series. Include the purpose or function of the 

series.) Original incoming letters, copies of outgoing letters, memorandums, reports, studies, surveys, investigations, press releases, newspaper 

clippings, legislative reference material, directives and other miscellaneous papers relating to the Child Support Enforcement Administration. 

7. Record Series Format(s) List all 

Lelfer Size [7 Microfilm 

Legal Size Computer Tape 

[7 Audio Tape [7 Floppy Disk 

Bound Book Mdeo Taps 

[7 Other (specify) 

I t .  File is Used ' 

[7 Daily [7 Weekly [7 Monthly [7 Annually 

I 8. R e m d  Series Sequence 9 Volume I 
I rn Alphabetical 

Numerical 

[7 Chronological 

Geographical 

[7 Other (specify) 

rn File Drawer@) 

Microfilm Reel(s) 

Computer Tape@) 

[7 Other (specify) 

I 10. Annual Accumulat8on 

[7 File Drawer@) 

Microfilm Reel(s) 

Computer Tape(s) 

0 Other (specify) 

12. File Becomes Inactive Aner 

'As needed I1 
13. Current Location(s) (Bldg., Floor. Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or ofice.) 

31 1 W. Saratoga St. 3" Flwr D y e s  B N o  

15. Access Restrictions (If Yes, cite Law(s) 8 Regulation(s) 16. Audit Requirements 

Yes No 

None [7 State 0 Federal [7 Independent 

17. Is an Index System used? If yes, explain briefly and describe requtremenls 18. Recommended Retention 
[7 Yes rn No 

Three (3) years, then destroy. Directives and other materials relating to 

planning and policy that illustrate the development of the child support 

program shall be retained permanently for eventual transfer to the Hall 

of Records. 

1) 19. Name and Title d prep;rer 
1) Kendra Jobe 

FacilitylWarehouse Administrator 

DGS 5504 (Rev llC(31 

20. Telephone Number 21. Date 

410-767-891 8 



-- 

Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepartmenVAgency 

Department of Human Resources 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-739-1930 

2. Division 

Child Support Enforcement Administration 

AGENCY RECORDS INVENTORY 

PAGE OF b 

- - 

3. Unit 

Policy 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title - Legislative Records 

Item 4 

5. Earliest YearILatest Year 

- 2 0 0 4  to -current 

6. Record Series Description (Briefly describe the types of informationldocumentslforms found in the series. Include the purpose or function of the 

series.)File consists of original and supporting documents in response to proposed State legislation, which may include testimony, analysis and fiscal 

impact statements. 

7. Record Series Format(s) List all 

B ~ e t f e r  Size C] Microfilm 

[7 Legal Size [7 Computer Tape 

Audio Tape Floppy Disk 

Bound Book Wdeo Tape 

C] Other (specify) 

I 1  F~le IS Used 

8. Record Series Sequence 

Alphabetical 

rn Numerical 

Chronological 

C] Geographical 

Other (specify) - 

12. File Becomes 

9. Volume 

-205 files- 

Number 

File Drawer(s) 

C] Microfilm Reel(s) 

Computer Tape(s) 

Other (specify) 

10. Annual Accumulation 

- 14 files- 

Number 

rn File Drawer(s) 

Microfilm Reel@) 

[7 Computer Tape(s) 

other (specify)- 

Inactive ARer 

[XI Daily [7 Weekly C] Monthly Annually 

File is used basically during the legislative session only. 

13. Current Loult~on(s) (Bldg., Floor, Room) 

31 1 W. Saratoga Street. 3" Floor 

15. Access Restrictions (If Yes, cite Law(s) 8 Regulation(s) 

D y e s  NO 

17. Is an Index System used7 If yes, explain briefly and describe requirements 

Yes NO 

Number C] Month@) Year(s) 

14. Is Record Series Duplicated Elsewhere? (If yes, specity agency or ofice.) 

C] yes NO 

16. Audit Requirements 

rn None State Federal Independent 

18. Recommended Retention 

Ten years 

19. Name and Title of Preparer 

Kendra Jobe 

OGS 5 5 M  IKPV 1193) 

20. Telephone Number 

41 0-767-8918 

21. Date 



Instructions -Type or Print a separate form for I DEPARTMENT OF GENERAL SERVICES 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

- -  - 

AGENCYRECORDSINVENTORY 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

1. DepartrnenUAgency 

Department of Human Resources 

PAGE 7 OF $ 
Jessup, Maryland 20794 

410-799-1930 

2. Division 

Child Support Enforcement Administration 

3. Unit 

State Disbursement Unit 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 

4. Record Series Title 1 5 Earliest YeadLatest Year 

TRlPKROP Appeal's Decisions Reports I 2008 to -2012- 
Item 5 

6. Record Series Description (Briefly describe the types of informationldocurnentslforms found in the series. Include the purpose or function of the 

series.) Letters received periodically from the Office of Administrative Hearings (OAH)) for Non-custodial parent (NCP) filing an appeal for the 

intercept of their federal and/or state tax refund. 

Legal Size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

7. Record Series Format(s) Ltst all 

Letter size • Microfilm 

Numerical 

Chronological 

Geographical 

Other (specify) - 

a ~ i l e  Drawer@) -- Locked 

Microfilm Reel@) 

Computer Tape($ 

Other (specify) 

8. Record Series Sequence 

Alphabetical 

10. Annual Accumulation 

Number 

9. Volume 

-15-20 per year- 

Number 

File Drawer@) 

[7 Microfilm Reel@) 

Computer Tape(s) 

Daily Weekly Monthly Annually 

I I Other (specify)- 

Number Month(s) 7Year(s) 

11. File is Used 12. File Becumes Inactive After 

15. Access Restrictions (If Yes, cite Law@) 8 Regulation(s) 16. Audit Requirements 

Safeguards listed in the Tax Information Security Guidelines for Federal. Slate. None State rXj Federal Independent 

and Local Agencies are followed. 

13. Current Location(s) (Bldg.. Floor. Room) 

6000 Metro Drive, Suite 110 

Baltimore. MD 21215 

II 

17. Is an Index System used? If yes, explain briefly and describe requirements 11 18. Recommended Retention 

14. Is R m r d  Series Duplicated Elsewhere? (If yes, specify agency or ofice.) 

Yes No Copies kept at local child support agencies 

OAH also sends appeal letter and decision letter to the NCP, local office where case resides. 

Yes a No I 7 years and then shredded to 5116 of an inch. 

It 

FacilityiWarehouse Administrator 

21. Date 19. Name and Title of Preparer 

Kendra Jobe 

I 

20. Telephone Number 

41 0-767-891 8 

IGS 550-4 (Rev 1/93) 



DGS 550-4 (Rev 1/93) 

- -- 

Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule (DGS 550-1) 

1. DepartmenVAgency 

Department of Human Resources 

DEPARTMENT OF GENERAL SERVICES 

RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
410-759-1930 

2. Division 

Child Support Enforcement Administration 

I 

AGENCY RECORDS INVENTORY 

PAGE 6! OF @ 

3. Unit 

Accounting 

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition 
purposes. 

4. Record Series Title 

Child Support Accounting Records Item 7 

5. Earliest YearILatest Year 

- 2005- to -Present- (To be complete by each 

local jurisdiction.) 

6. Record Series Description - May include but not limited to the following documents; Check copies along with backup documentation, cancelled 

checks, bank statements, accounting reports, and general accounting records. 

9. Volume 

(To be completed by each jurisdiction) 
Number 

rn File Drawer@) 

Microfilm Reel@) 

Computer Tape@) 

rn Other (specify) Boxes and Binders 

10. Annual Accumulation 

Number 

File Drawer(s) 

Miaoffirn Reel@) 

Computer Tape(s) 

Other (specfy) 

7. Record Series Format(s) List all 

Letter Size Microfilm 

Legal Size Computer Tape 

Audio Tape Floppy Disk 

Bound Book Video Tape 

Other (specify) 

8. Record Series Sequence 

Alphabetical 

IX] Numerical 

Chronological 

Geographical 

Other (specify) 

11. Flie is Used 

rn Daily rn Weekly Monthly Annually 

Varies, depending upon requests. 

13. Current Locat~on(s) (Bldg., Floor. Room) 

311 W. Saraloga Slreet. 3" Floor 

15 Access Restriclions (If Yes, cite Law@) 8 Regulation(s) 
IX] Yes No 

IRS Publication 1075 

17. Is an Index System used? If yes, explain briefly and describe requirements 

Yes rn No 

12. File Becomes Inactive Afler 

7 -  

Number Month(s) IX] Year@) 

- 
14. Is Record Series Duplicated Elsewhere? (If yes. specify agency 01 oAce.) 

Yes NO 

Check copies on CDs. 
16. Audit Requirements 

None State Federal Independent 

18. Recommended Retention 

Retain for fifteen (15) years after case is closed or until all audit 

requirements are fulfilled, whichever is greater, then destroy. 

21. Date 19. Name and Title of Preparer 

Kendra Jobe 

FacilityNVarehouse Administrator 

20. Telephone Number 

410-767-891 8 




